
 

  
 

A G E N D A
PRESIDENTS MEETING 

Tuesday, August 19, 2008 – 9:00 A.M. (CT) 
TBR Board Room  

 
1. Review of Lottery Implementation (Tim Phelps, Associate Executive Director 

for Grants and Scholarships at TSAC) 
 
2. A C Wharton Community College Tuition Plan (Chancellor Manning) 

 
3. Report on County Support of Student Tuition (Vice Chancellor David Gregory) 

- Attachment 
 
4. International Education (President Allen Edwards) 

 
5. Financial Disclosure Forms (Chris Modisher) - Attachment 

 
6. President Emeritus Hourly Pay (Vice Chancellor Bob Adams) 

 
7. Pay Plans and Academic Credentials (Vice Chancellor Bob Adams) 

 
8. Explanation of Issues on Matching Capital Coming Before the Ad Hoc 

Committee on Capital Outlay (Vice Chancellor David Gregory) 
 

9. Proposed Revision to TBR Policy 5:02:02:20 – Guidelines on Faculty 
Promotion Recommendation at TBR Universities (Vice Chancellor Paula 
Myrick Short)  - Attachment 

 
10. Proposed Revisions to TBR Guideline A-015 - Admissions (Vice Chancellor 

Paula Myrick Short) – Attachment 
 
11. Request by Fiscal Review to Receive Copies of Responses to Audit 

Weaknesses (Information Item) (Vice Chancellor Bob Adams) 
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12. Revisions to Guideline B-010 – Collection of Accounts Receivable (Vice 

Chancellor Bob Adams) - Attachment 
 
13. Proposed TBR Policy on Telecommuting (Vice Chancellor Adams) - 

Attachment 
           

14. Revisions to Policies and Guidelines under Human Resources (Vice Chancellor 
Bob Adams) - Attachment 

 
• Revision to TBR Policy 5:01:01:10, Holidays  
• Revision to TBR Policy 5:01:01:11, Days of Administrative Closing  
• Revisions to TBR Policy 1:02:03:10, Conflict of Interest 
• Revision to TBR Guideline P-010, Personnel Transactions  
• Revision to TBR Policy 5:01:00:00, General Personnel  
• Revision to TBR Policy 5:01:00:10, Personnel Records  
• Revision to TBR Policy 5:01:01:03, Leave of Absence  
• Proposed TBR Policy 5:01:01:19, Volunteer Firefighter Service Leave 
• Revision to Guideline P-131 Educational Assistance for Spouse and 

Dependents of TBR Employees 
 

15. Proposal for TBR 403(b) Retirement Plan (Vice Chancellor Bob Adams) - 
Attachment 

 
16. PII (Personally Identifiable Information) (Tom Danford) - Attachment 

 
17. File Sharing (P2P) Provision of the Higher Ed Reauthorization Act (Tom 

Danford) 
 

18. Opportunities with Web Based Collaborative Tools (Microsoft Live@edu and 
Google Apps) (Tom Danford) 

 
19. Revision to the Presentation Process of the Regents Award (Vice Chancellor 

David Gregory) - Attachment 
 

20. Use of State Property for Political Activities (Chancellor Manning) 
 





































































 
 

 
PRESIDENTS/DIRECTORS QUARTERLY MEETINGS 

 
DATE:   August 19, 2008 – Presidents Meeting 
   August 20, 2008 – Directors Meeting 
 
 
AGENDA ITEM: Proposed Revisions to Guideline B-010 – Collection of Accounts 

Receivable 
 
 
ACTION:  Approval 
 
PRESENTER:  Bob Adams 
 
 
BACKGROUND INFORMATION: 
 
Proposed revisions to Guideline B-010 – Collection of Accounts Receivable is presented 
for approval. 



Guideline B-010 

Subject: Collection of Accounts Receivable 

1. GENERAL

This guideline applies to the collection of all accounts and notes receivable by institutions and technology 

centers in the Tennessee Board of Regents System. Institutions and technology centers shall, to the 

maximum extent practicable, require payment in advance for all services and goods to avoid the creation of 

receivables. 

A. TBR Policy on the Payment of Fees.  Policy No. 4:01:03:00 requires (with limited exceptions) that all 

assessed fees be paid in advance by a student before he or she is considered enrolled for any academic 

term. 

B. Types of Receivables.  Accounts and notes receivable may be generated from programs and activities 

including but not limited to: student loan programs, traffic and parking fines, library fines, bad checks, 

contracts, property rental, and damage, loss, or liability to the institution/technology center by others. 

C. Security Deposits.  Institutions and technology centers are authorized to require any person to post a 

deposit or security bond, or provide appropriate insurance to offset potential obligations to the institution or 

technology center arising from programs or activities. 

D. Statute of Limitations.  Pursuant to T.C.A. Section 28-1-113, there is no time limit on the institutions' or 

technology centers' authority to collect receivables unless otherwise expressly provided by statute. 

2. GENERAL COLLECTIONS PROCEDURES  

A. Institution and Technology Center Procedure.  Each institution and technology center shall establish a 

systematic process and procedure for collecting receivables from all persons including students and 

employees.  The provisions included in this guideline may be modified by an institution based on sound and 

responsible management practices.  Any modifications should result in more cost-effective procedures or 

provide better or more convenient service to debtors of the institution without compromise to collection. 

B. Billing.  Collection efforts should begin no later than thirty days after the obligation has been incurred or 

other fixed due date.  An institution may negotiate alternative payment arrangements with debtors when 

such arrangements offer the best prospect of collecting the debt. 

C. Delinquent Accounts.  A minimum of three billings or letters of contact shall be sent by the institution at 

thirty-day intervals once an account becomes delinquent. For debts greater than $100, the third letter should 

indicate that the account will be referred to a collection agency if payment is not made within a specified 

date.  Sending letters by certified mail is optional. 

An account becomes delinquent based on the payment criteria established by the institution for the type of 

debt involved.  For example, debts from students may not be classified as delinquent until a student fails to 



enroll in a subsequent fall or spring semester where the provisions of the "Enrollment and Record Holds" in 

2.e. below would apply.  On the other hand, rent for an apartment may become delinquent when rent is not 

paid by the tenth day after the due date. 

D. Defaulted Accounts.  Accounts are classified as defaulted when the institution’s established collection 

efforts for the type of debt have failed to produce payment.  Receivables of $100 or more shall be referred to 

a collection agency if the institution's/technology center's collection efforts are unsuccessful. The accounts 

should be submitted to the agency within a reasonable time after the final collection letter is sent if the 

debtor has not responded. Referral of accounts under $100 to a collection agency is not required. No 

additional collection efforts are required for receivables under $100 except as provided for under Enrollment 

and Record Holds (Section 2e) and Employee Receivables (Section 3). See Section 10 for write/off 

procedures. 

E. Enrollment and Record Holds.  A student must pay any past due debts and obligations incurred in prior 

academic terms before being permitted to register. Additionally, all known debts and obligations incurred 

during the current term must be paid prior to a student being allowed to pre-register for any future terms.  An 

amount owed under the institution’s installment payment plan for enrollment fees which is not yet due shall 

not cause a hold to be applied.  A notice stating the specific amount due should be sent to each such 

student prior to completion of registration. In addition, pursuant to T.C.A. Section 49-9-108, no grade 

reports, certificates of credit, diplomas or transcripts will be issued to any student with any unpaid or 

delinquent debt or obligation owed to the institution or technology center unless such debt or obligation is 

evidenced by notes or other written contracts providing for future payment, such as, but not limited to, loans 

authorized under federal or state education or student assistance acts. Additionally, once a petition in 

bankruptcy has been filed, all holds should be lifted. See Section 9. However, the institution/ technology 

center has no obligation to provide student grade reports, etc., unless specifically requested to do so.  

F.  Aging.  All receivables should be aged at least annually. 

G. Documentation.  Accurate records of correspondence, telephone calls, and personal contacts with 

borrowers shall be maintained. Institutions/ technology centers shall comply with record maintenance, 

safekeeping, and retention regulations for federally funded loans. 

3. EMPLOYEE RECEIVABLES  

A. Procedure for Withholding. Employee receivables (including student employees) may result from, among 

other things, traffic and parking fines, library fines, institution/technology center services or bad checks.  In 

order to recoup the amount owed from the employee's paycheck, notice of intent to withhold must be sent to 

the employee by registered or certified mail, or personally delivered. The notice should inform the employee 

of the amount alleged to be owed and should specify that he may elect to pay the debt in full, authorize 

deductions from his paycheck or, if the employee is terminating, the check for accrued but unused annual 

leave, or contest the intent to withhold through an institutional or TUAPA hearing. Subsequent to receiving a 



predeprivation notice of the debt owing, the employee, within 15 calendar days of receipt of such notice, 

must: 

1. Pay the debt in full; 

2. Authorize the institution/technology center to withhold a designated amount from each subsequent 

paycheck or, if the employee is terminating, from the accrued but unused annual leave until the debt is paid 

in full; 

3. Elect to contest the intent to withhold through an institutional hearing; or, 

4. Elect to contest the intent to withhold through a contested case hearing held pursuant to TCA Section 4-5-

301, et. seq. 

If the employee elects an institutional hearing, the employee shall appear on behalf of himself but is entitled 

to be advised by counsel. The Chief Business Officer of a campus or unit or his/her representative, or a 

representative of the department involved in the debt, shall be present to represent the 

Institution/Technology Center. The case will be heard before one hearing officer designated to hear all cases 

on that date. The hearing officer must be an individual who is not so closely connected with the collection of 

the debt that he/she cannot render an unbiased and objective decision on the validity of the debt. Such 

hearing should be held within one week of the decision to elect the hearing. The hearing officer shall render 

his/her decision on the validity of the debt. If the debt is ruled valid, the debt shall be deducted from the 

employee's payroll check beginning at the end of the next appropriate pay period in accordance with 

deduction schedules. If the employee elects a TUAPA hearing, the Office of General Counsel should be 

notified immediately. If the employee refuses to pay, authorize deduction, or specify or waive a hearing 

process, a TUAPA hearing must be initiated. The employee's failure to appear at either an institutional or 

TUAPA hearing will constitute default, and, if a prima facie case is presented that the debt is owed, it will be 

deemed valid; the appropriate deductions may then be made. Additionally, if a TUAPA hearing, a Default 

Order must be issued. If the employee does not appeal the Default Order, funds may be deducted as 

specified.   

B. Limitations on Amounts to be Withheld.  The deduction from any check shall not exceed the maximum 

deductible under state garnishment laws. The maximum amount of disposable earnings of an individual for 

any work week which is subjected to garnishment may not exceed: (1) Twenty-five percent (25%) of his 

disposable earnings for that week; (2) or thirty (30) times the federal minimum hourly wage at the time the 

earnings for any pay period become due and payable, whichever is less. In the case of earnings from any 

pay period other than a week, an equivalent amount shall be in effect. ("Disposable earnings" means that 

part of the earnings of an individual remaining after the deduction from those earnings of any amounts 

required by law to be withheld.) These limits are applicable to retirement funds, but are not applicable to 

checks for accumulated annual leave.  Additionally, the above limits do not apply to employee 

overpayments. 



C. Retirement Funds.  If a former employee is found to owe a debt to the state, retirement funds may also be 

utilized to pay off the amount owing.  If a former employee is found to owe a debt to the state, 

retirement funds may be utilized to pay off the amount owing to the extent permitted by Tennessee 

law.  The same procedural steps outlined in 3.a. for notice and the opportunity for a hearing must be 

followed. Accumulated retirement contributions of a former employee terminated for any reason and for 

which he has made application, or monthly benefits of a retired employee are subject to withholding, to the 

extent permitted by Tennessee law. A copy of the final order resulting from an institutional or TUAPA 

hearing, or a signed waiver of hearing and written agreement of the former employee authorizing deductions 

should be sent to the director of the retirement system along with a written request to withhold, specifying 

the reason for the claim and the total amount involved. 

D. Recovery of Overpayments to Employees.  Unlike cases in which the employee owes the institution 

money, in instances of overpayments to employees there is no obligation to provide a hearing. The 

institution is obligated, however, to attempt to recoup the funds.  The institution should advise the employee 

in writing of the overpayment and the institution’s proposed actions to correct the overpayment. The method 

of repayment will depend upon the amount of the overpayment, the time which has elapsed between the 

overpayment and its discovery, the hardship which immediate repayment might cause the employee 

because of amount of current salary and personal expenses, the culpability of the employees in not 

reporting the overpayment, and the longevity as well as the expectation that the employee will remain in 

state government until the repayment is completed. 

If a current employee receives overpayment, the refund may be made in one of the following ways: 

1. Repayment by the employee by cash or check; or, 

2. Adjustment of deductions to be made automatically from the employee's paycheck, either with a single 

deduction or a series of deductions made from each paycheck until the full amount is recovered. The 

amount of partial payments recovered by the latter method should be reasonable and systematic so that full 

recovery will be completed within the shortest period possible. 

If overpayment is discovered after the employee terminates employment with the state, an account 

receivable should be established. The former employee should be notified of the overpayment, the 

circumstances of the overpayment and a request that the employee contact the appropriate campus official. 

If the employee has not received his final paycheck, the appropriate deduction from that check can be made. 

If the final paycheck has been received, negotiations for reimbursement should be initiated. If repayment 

cannot be negotiated or collected, the account should be turned over to the collection agency. In the event 

collection is not possible, proper write/off procedures should be followed. 

In instances in which the employee has agreed to systematic deduction(s) from his paycheck(s), written 

authorization from the employee is encouraged. Each campus shall draft forms to document overpayments, 

the steps taken to recoup same, any negotiated repayment plan, the amounts received, and any write/off of 

the overpayment. 



4. RETURNED CHECKS  

A. Enrollment Fees.  Pursuant to the Board Policy on the Payment of Fees and Enrollment of Students 

(4:01:03:00), if any student tenders payment of fees by a check that is subsequently dishonored by the 

bank, and the check is not redeemed within the time period specified below, the institution has the option to 

not consider that student enrolled at the institution or technology center.  At the discretion of the institution, 

the student may be considered enrolled and will be assessed the applicable returned check fee, the late 

registration fee, and will be denied grade reports, transcripts and future registration privileges until such 

dishonored check is redeemed.  Institutions and centers may deny future check writing privileges to students 

that have paid registration fees with checks that are subsequently dishonored. 

A student paying enrollment fees with a check that is dishonored must redeem the check within 10 calendar 

days from receipt of the notice. Notice should be sent by the institution/technology center to the student no 

more than three (3) working days from receipt of notice of a bad check from the bank. Notice by certified 

mail is optional. The institution/technology center will have 5 working days after the expiration of the 10 

calendar days to pursue any additional collection efforts deemed necessary. Immediately after the 5 working 

days, the student will be deleted if the check has not been redeemed in full if that option is selected by the 

institution. Enrollment fees including returned check fees for students de-enrolled for bad checks should be 

reversed. 

B. Non-Student or Non-Employee.  Any person other than a student or employee who tenders a check for 

payment for goods or services which is subsequently dishonored shall be given the opportunity to redeem 

the check and pay the amount due in cash. The person shall be given notice of the dishonored check, sent 

certified mail, demanding payment within ten (10) days. 

C. Collection of Dishonored Checks.  A check presented for payment of any goods or services which is 

subsequently dishonored shall be treated as an account receivable under Section 2. Any transactions that 

have been processed should be reversed when possible and appropriate. 

D. Future Check-Writing.  Receipt of one or more bad checks from any person may result in that person 

becoming ineligible to make payments by check thereafter, or to have any check cashed by the 

institution/technology center. A record of individuals who have written bad checks should be maintained. 

5.  RENT COLLECTIONS  

The terms of the lease should be consulted in the event of failure by the tenant to timely pay rent. In 

counties with populations more than 200,000 according to the 1970 federal census, the Tennessee 

Residential Landlord and Tenant Act (the ACT) applies and provides, at T.C.A. Section 66-28-505, that upon 

noncompliance with the rental agreement, the landlord shall deliver a written notice to the tenant specifying 

the noncompliance and stating that the rental agreement will terminate upon a date not less than thirty (30) 

days after receipt of the notice. If the noncompliance is not remedied in fourteen (14) days, the rental 

agreement shall terminate as provided in the notice. If the tenant remits the rental but subsequently again 



fails to pay rent within a 6 month period, the rental agreement may be terminated upon at least fourteen (14) 

days written notice specifying the noncompliance and the date of termination of the rental agreement. In 

counties where the Act applies, written notice is required when rent is unpaid unless otherwise specifically 

waived in a written rental agreement. In counties where the Act does not apply, it will provide guidance 

concerning landlord/tenant issues. Generally, the length of the notice period equals the rental period, for 

example, 30 days notice is required where rent is due monthly. In the event the rent remains unpaid at the 

end of the month, the institution/technology center should proceed with an action to evict the tenant. The 

Office of General Counsel may be notified to provide any required assistance in the proceedings. Accrued 

rents which are unpaid shall be treated as accounts receivable of the institution/technology center; refer to 

Section 2. 

6.  FEDERAL LOANS  

A.  Federal Regulations.  Collection officers should be certain that they are consulting the most recent legal 

authorities concerning Federal loans. These authorities include interpretative materials, issues letters, 

manuals, Congressional Enactments and Federal Department of Education Regulations. 

B.  Pre-Loan Counseling.  Federal regulations require a school to conduct entrance counseling to stress the 

importance of repayment, describe the consequences of default and emphasize the terms of repayment. An 

individual with Federal Regulations expertise should be available during and after the session to answer 

questions. 

C. Exit Interview.  An individual or group exit interview must be conducted to discuss the borrower's financial 

responsibilities and to obtain updated information. Exit interview materials may be sent by certified mail to 

borrowers who do not attend the exit interview. 

The borrower should be provided with a copy of the note and two copies of the repayment schedule. These 

schedules can be provided either in person or by certified mail. The borrower should promptly sign and 

return one of the schedules to the institution/school technology center. A minimum payment of $30 per 

month should be required for Perkins Loans made prior to October 1, 1992, $40 per month for Perkins 

Loans made after October 1, 1992, and $15 per month for Health Professions Student Loan (HPSL) and 

Nursing Student Loan (NSL) programs. 

D. Grace Period Notices.  Contact with the borrower should be made during the initial and post-deferment 

grace periods. For a nine-month grace period, notices are required 90 days, 180 days and 240 days after 

the grace period begins. For a six-month grace period, notices are required at 90 days and 150 days. The 

lost last contact should coincide with the first billing notice. 

E. Billings.  A written notice and statement of account should be sent at least 30 days before the first 

payment is due. If a coupon system is used, coupons should be sent instead of statements. Future 

statements should be sent at least 15 days before each payment is due. 



F. Late Payments or Delinquent.  Three past due notices should be sent beginning when the debt is fifteen 

days past due. The second notice is sent 30 days from the first notice. A final demand letter should be sent 

within 15 days of the second past due notice. If all past-due follow-up procedures have failed to elicit a 

response, a telephone call is required within 30 days of the final demand letter. 

G. Cancellations or Deferments.  An institution/technology center may postpone loan repayments for a 12 

month period if the borrower will be providing services eligible for loan cancellation or deferment. Interest 

does not accrue and the loan is not considered delinquent when in a deferred status. The borrower must 

request deferment and cancellation status on an annual basis. If, at the end of the postponement period, the 

borrower does not qualify for cancellation or deferment, the postponed payments are due. 

H. Acceleration.  The borrower must be given written notice of intent to accelerate at least 30 days in 

advance. This can be included in the final demand letter. 

I.  Federal Loans Not Written Off.  Annual collection efforts should be pursued for Federal loans that are not 

able to be written off or turned over to the U.S. Department of Education. 

J. Perkins Loans.  The IRS/ED skip-tracing service should be used for Perkins Loans. 

7.  COLLECTION AGENCIES  

A.  General.  The Tennessee Board of Regents shall provide, on a system-wide basis, collection services 

through one or more companies. The service should provide for the referral of all types of delinquent 

accounts and notes from the institutions and technology centers to the designated company only after 

campus collection efforts have been exhausted. The terms of the contract and RFP govern all collection 

actions. Unless otherwise prohibited by law or regulation, any note, contract or lease which may result in 

accounts receivable to the institution or technology center should contain a provision pursuant to which the 

person will be responsible for the costs of collection and reasonable attorneys' fees in the event of default, 

and should further provide for the assignment of the account or note to the proper agency. 

B. Billing Services. Institution/technology center may use an outside billing service to collect payments on 

accounts receivable. The service should be familiar with all provisions of loan programs and provide prompt, 

clear and accurate bills. 

C. Credit Bureaus. Institution/technology center may report all loans when made to a credit bureau. The 

institution/technology center must obtain the borrower's consent to report loans not in default by including a 

statement in the promissory note or some other document that is signed by the borrower at the time the loan 

is made. 

D. Collection Agency.  Accounts that are still delinquent 30 days after the final collection letter should be 

turned over to a collection agency.  Receivables less than $100 are not required to be turned over to a 

collection agency. 



E. Reporting Requirements.  The collection agency should be required to report the status of delinquent 

loans periodically to each institution/technology center and to the Tennessee Board of Regents. 

F. Revised Repayment Plan.  A revised repayment plan agreement should be signed by the borrower if the 

borrower returns to repayment status. 

G. Recalling Accounts From Collection Agency.  No account should be recalled from a collection agency 

other than debts eligible for deferment, postponement, cancellation, bankruptcy, death, disability or some 

other mitigating circumstance (institutional error, etc.). No account should be recalled in order for a borrower 

to re-enroll or obtain a transcript. The borrower should pay the accelerated amount plus collection costs to 

the collection agency. 

8. LITIGATION 

A. General.  After all other attempts at collection have failed, the institution/technology center must authorize 

litigation of accounts of $2,000 or more providing litigation costs do not exceed the amount which can be 

recovered. Generally the collection services contract will provide for litigation when appropriate. 

B. Federal Loans.  If a Federal loan cannot be litigated for any of the following reasons, it should be 

assigned to the U.S. Department of Education: (1) Borrower has no assets, (2) Address unknown, (3) Debtor 

is incarcerated, (4) Debtor is on Public Assistance, (5) Unable to serve borrower with court papers, (6) 

Litigation is in process and debtor skips, (7) Expected cost of litigation exceeds amount to be recovered from 

borrower. 

9. BANKRUPTCY  

A. General Information - Each institution/technology center shall designate a bankruptcy contact person to 

serve as a liaison between the institution and the Attorney General's office.   Once notice of, or a petition for, 

bankruptcy is received, all collection efforts against the debtor must cease immediately.  If the account is at 

a collection agency, the file must be returned to the institution/technology center immediately.  The 

institution/technology center should immediately forward the file to the Attorney General's office with a 

Referral Form and the documentation specified on the Referral Form.  The institution/technology center 

should also provide a copy of this information to the TBR General Counsel's office.  The Attorney General's 

office will advise the institution/technology center when and if collection efforts may resume, depending on 

the debt's dischargeability. 

NOTE: Effective for actions filed on or after 5/28/91, the period during which an educational loan may not 

generally be discharged will increase from five (5) years to seven (7) years. This period is calculated from 

the date the loan first came due to the date the bankruptcy action was filed, exclusive of periods during 

which repayment obligations are suspended. Additionally, obligations to repay an "overpayment" of, or any 

other obligation to repay an "educational benefit" provided by a governmental unit or under a program 

funded by a government unit or non-profit institution will be excepted from discharge during the same seven 



year period under either Chapter 7 or 13 unless the borrower establishes that repayment constitutes undue 

hardship.      

B. Chapter 7 / (Liquidation) Upon receiving any notice of the filing of a petition, all collection efforts against 

the debtor must be suspended immediately until the bankruptcy has been discharged. Collection efforts may 

continue against an endorser.  The institution/technology center shall immediately forward the file to the 

Attorney General's office with a Referral Form and the documentation specified on the Referral Form.  A 

copy of this information should also be provided to the TBR General Counsel's office. 

Educational loans: If the date of bankruptcy filing is after the expiration of the exception period, the loan 

should be written off once the notice of discharge is received unless there is some other basis upon which to 

challenge dischargeability. The Attorney General's office will contact the institution/technology center to 

advise whether the debt is dischargeable.   However, if there is an endorser, collection efforts may proceed 

against him. If the date of bankruptcy filing is before the expiration of the exception period, collection activity 

may be reinstated once the notice of discharge is received due to the self/executing nature of the exception 

unless the debtor has been able to establish dischargeability of the debt through an adversary proceeding. If 

the institution/technology center is served with a summons and complaint, the institution/technology center 

shall immediately fax to the Attorney General's bankruptcy unit a copy of the Summons and Complaint, the 

debt payoff amount, the date the note went into repayment, and any deferment and/or forbearance history.  

A copy of this information should also be provided to the TBR General Counsel's office. 

Other debts: The institution/technology center shall immediately forward the file to the Attorney General's 

office with a Referral Form and the documentation specified on the Referral Form.   A copy of this 

information should also be provided to the TBR General Counsel's office.  When the notice states "No 

assets," unless the institution/technology center is a secured creditor (in which case a proof of claim would 

have been filed), the debt must be written off once the Attorney General's office provides the 

institution/technology center with notice of discharge. 

C. Chapter 13 (Reorganization) 

NOTE: For petitions filed on or after 11/5/90, an educational loan is non-dischargeable if the loan first 

became due within five years calculated from the date the loan first came due to the date the bankruptcy 

action was filed, exclusive of periods during which repayment obligations are suspended. Effective for 

bankruptcies filed on or after 5/28/91, that same five (5) year period was increased to seven (7) years. See 

NOTE above for further details.  

Regardless of the date of filing or the nature of the debt owing, upon receiving any notice of the filing of a 

petition, all collection efforts against the debtor and endorser must cease immediately.  The 

institution/technology center shall immediately forward the file to the Attorney General's office with a Referral 

Form and the documentation specified on the Referral Form.  A copy of this information should also be 

provided to the TBR General Counsel's office.  The Attorney General's office will advise the 



institution/technology center whether the debt is dischargeable and the extent to which collection activities 

may be reinstated.  

If the seven (7) year exception period applies and the debtor serves the institution/technology center with a 

summons and complaint the institution/technology center shall immediately fax to the Attorney General's 

bankruptcy unit a copy of the Summons and Complaint, the debt payoff amount, the date the note went into 

repayment, and any deferment and/or forbearance history.   A copy of this information should also be 

provided to the TBR General Counsel's office.  

Other debts: The institution/technology center shall immediately forward the file to the Attorney General's 

office with a Referral Form and the documentation specified on the Referral Form.  A copy of this information 

should also be provided to the TBR General Counsel's office.  The Attorney General's office will advise the 

institution/technology center as to the dischargeability of the debt. 

10. WRITE/OFFS  

A. Authority. The Tennessee Board of Regents and its institutions/technology centers are authorized to write 

off uncollectible receivables pursuant to policies outlined in Chapter 0620-1-9 of the rules of the Department 

of Finance and Administration. This includes the write/off of any account of five thousand dollars ($5,000) or 

greater and/or accounts aggregating twenty-five thousand dollars ($25,000) or more. Receivables submitted 

for write/off must have been subjected to appropriate collection efforts in accordance with this guideline and 

institution/technology center procedures. (See Attachment C) 

B. Reserve. A reserve for doubtful accounts should be established for activities for which accounts 

receivable represent a material amount to the activity income.  The reserve should be reported in the 

financial records of the institution/technology center. Receivables which prove to be uncollectible after 

prescribed collection efforts have been exhausted should be written off by a charge to the reserve for 

doubtful accounts after appropriate approvals are obtained. 

C. Approval. The proposed write/offs must be approved by institution/technology center officials not directly 

involved in recording and collection of accounts receivable. The institution/technology center president and 

chief business officer should certify compliance with the prescribed statute and collection guidelines. The 

accounts submitted for write/off should be single accounts of $5,000 or more and/or accounts aggregating 

$25,000 or more. The write/off request summary and certification, along with a detailed list of the accounts, 

should be submitted to the Vice Chancellor for Business and Finance's office for approval.  

The write/off request must be approved by the Chancellor or designee and General Counsel and forwarded 

by TBR for approval by the Commissioner of Finance and Administration and the Comptroller of the 

Treasury. TBR will send approved write/offs to the institution/technology center for the appropriate 

accounting. 



Requests for the write-off of single accounts of less than $5,000 and/or accounts aggregating less than 

$25,000 shall be approved at the institution level by the appropriate officials.  These requests do not require 

additional approval by the Tennessee Board of Regents office or State Departments. 

D. State/TBR Employees. Any debtors identified by the TBR or State as employees with debts $50 and 

above will not be approved for write/off. Information on the employing institution/technology center or agency 

will be returned to the institution/technology center for additional collection efforts.  

If the debtor is a state employee, the Chief Business Officer of the department employing the debtor should 

be notified. The department employing the individual will be responsible for taking the appropriate action to 

collect the debt. If the department is unsuccessful in collecting the debt, written notification will be sent to the 

institution/technology center. The written notification shall be submitted with the next write/off request for 

approval. 

If the debtor works for another TBR institution/technology center, the Chief Business Officer of the 

employing institution/technology center should be notified and will be responsible for collecting the debts 

utilizing the steps in Section 3, Employee Receivables, of this policy. Written notification should be sent to 

the requesting institution/technology center if collection efforts are unsuccessful. The written notification shall 

be submitted with the next write/off request for approval. The institution/technology center may agree to 

payment through payroll deductions if the employee signs a payroll deduction authorization. 

E. Former TBR Employees.  If a debt or obligation was incurred while a TBR employee, the debt constitutes 

an account receivable; refer to Section 2. 

F. Holds on Written Off Receivables.  A hold on transcripts and future registration will continue until the debt 

is cleared for former students whose receivables were written off if the debt was twenty-five (25) dollars or 

more. 

11. GRAMM-LEACH-BLILEY ACT CONTRACT CLAUSE

Include the standard language printed below in all future contracts with third party service providers that 

have access to the institution’s customers’ non-public financial information. 

“Throughout the term of this Agreement, Service Provider shall implement and maintain ‘appropriate 

safeguards,’ as that term is used in § 314.4(d) of the FTC Safeguard Rule, 16 C.F.R. § 314, for all ‘customer 

information,’ as that term is defined in § 314.2(b) of the FTC Safeguard Rule, delivered to Service Provider 

by Institution pursuant to this Agreement.  The Service Provider shall implement an Information Security 

Program (‘the Program’) as required by the FTC Safeguard Rule. Service Provider shall promptly notify the 

Institution, in writing, of each instance of (i) unauthorized access to or use of that nonpublic financial 

customer information that could result in substantial harm or inconvenience to a customer of the Institution 

or (ii) unauthorized disclosure, misuse, alteration, destruction or other compromise of that nonpublic financial 

customer information. 



Service Provider shall forever defend and hold Institution harmless from all claims, liabilities, damages, or 

judgments involving a third party, including Institution’s costs and attorney fees, which arise as a result of 

Service Provider’s failure to meet any of its obligations under this provision. Service Provider shall further 

agree to reimburse the Institution for its direct damages (e.g., costs to reconstruct lost or altered information) 

resulting from any security breach, loss, or alteration of nonpublic financial customer information caused by 

the Service Provider or its subcontractors or agents. 

Service Provider grants Institution the right to conduct on-site audits, as deemed necessary by the 

Institution, of the Service Provider’s Program to ensure the integrity of the Service Provider’s safeguarding of 

the Institution’s customers’ nonpublic financial information. 

Institution retains the right to unilaterally terminate the Agreement, without prior notice, if Service Provider 

has allowed a material breach of its Program in violation of its obligations under the GLBA, if Service 

Provider has lost or materially altered nonpublic financial customer information, or if the Institution 

reasonably determines that Service Provider’s Program is inadequate. 

Within thirty (30) days of the termination or expiration of this Agreement, Service Provider shall, at the 

election of Institution, either: (1) return to the Institution or (2) destroy (and shall cause each of its agents to 

destroy) all records, electronic or otherwise, in its or its agent’s possession that contain such nonpublic 

financial customer information and shall deliver to the Institution a written certification of the destruction.” 

  

Source: November 16, 1977, TBR presidents meeting. Revised July 1, 1984. Revised May 17, 1988.  

Revised May 12, 1992.  Revised August 9, 1994, TBR presidents meeting.  Revised November 9, 1994, 

TBR presidents meeting.  Revised May 14, 1996, presidents meeting.  Revised August 25, 1998, presidents 

meeting. Revised May 11, 1999, presidents meeting.  Revised May 21, 2001 presidents meeting.  Revised 

May 16, 2006 presidents meeting.  Revised November 8, 2006 presidents meeting. 
 
 





































PRESIDENTS/DIRECTORS QUARTERLY MEETINGS 
 

DATE:   August 19, 2008 – Presidents Meeting 
   August 20, 2008 – Directors Meeting 
 
AGENDA ITEM: Proposed Revisions for TBR Policies and Guidelines  
 
ACTION:  Requires Vote 
 
PRESENTER:  Vice Chancellor Bob Adams 

  
 
 
BACKGROUND INFORMATION: 
 
The Committee will review and consider for approval policy and guideline revisions and 
a proposed policy. The Human Resources Officers Committee and the Business Office 
Sub-Council recommend for approval the revisions and proposed policies. 
 

• Revisions to Policy 5:01:01:10, Holiday  
Revision to Policy 5:01:01:11, Days of Administrative Closing  
The proposed revisions to the Holiday Policy include removing Good Friday 
and adding an administrative closing day bringing Administrative Closing Days 
to six instead of five.  It is also proposed that text be added to the Holiday 
Policy to clarify what to do when New Year’s Day falls on a Saturday causing 
TBR to observe it on the previous Friday which is still in the previous calendar 
year.  Total holidays and administrative closing days remain at thirteen (13). 

 
• Revisions to Policy 1:02:03:10, Conflict of Interest - The proposed revisions to 

the Conflict of Interest Policy provide that the Ethics Commission form and 
instructions be used for all employees required to make annual disclosures.  

 
• Revision to Guideline P-010, Personnel Transactions and Recommended Forms 

The proposed revision removes the note stating that the contract does not 
contain a notice provision on TBR Form – 7 as there is a termination provision 
in the contract. 

 
• Revision to Policy  5:01:00:00, General Personnel – The proposed revision 

addresses the Federal Workstudy Guidelines, Section 2:8 indicates that we 
cannot require participation of the Federal Workstudy Students in the direct 
deposit program.     

 
• Revision to Policy 5:01:00:10, Personnel Records – The proposed revisions are 

based on the statutory changes contained in Public Chapter 853. 
 



• Revision to TBR Policy 5:01:01:03, Leave of Absence – The proposed revisions 
are based on the statutory changes contained in Public Chapter 992. 

 
• Proposed Policy  5:01:01:19, Volunteer Firefighter Service Leave – The 

proposed policy is in response to the statutory changes contained in Public  
Chapter 791. 
 

• Revision to Guideline P-131 Educational Assistance for Spouse and Dependents 
of TBR Employees – The proposed revision is to remove the language referring 
to medical residents. East Tennessee State University does not use the 
provision; and, therefore requested the revision.  East Tennessee State 
University is the only institution affected by this revision.
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Policy No. 5:01:01:10 
Subject:  Holidays 

The institutions and Tennessee technology centers under the governance of the 
Tennessee Board of Regents will observe a maximum of seven holidays per year 
and six additional administrative closing days as specified in Policy 5:01:01:11.  
The following days shall be designated as official holidays: 

1.   New Year's Day 

2.   Martin Luther King, Jr. Day 

3.   Memorial Day 

4.   Independence Day 

5.   Labor Day 

6.   Thanksgiving Day 

7.   Christmas Day 

When a recognized holiday falls on Saturday, the Friday preceding the holiday 
shall be substituted. This includes New Year’s Day and can result in December 
31st of the previous calendar year being substituted.  When a recognized Holiday 
falls on Sunday, the Monday following the holiday shall be substituted.  Where 
work schedules or duties make it necessary for an employee to work on a 
holiday, a corresponding amount of time off shall be granted. 

All regular full-time and part-time employees in an active pay status will qualify 
for holiday pay for the days listed above.  Regular part-time employees receive 
the holiday benefit on a pro rata basis. The following provisions apply: 

1.   Employees who are in an active pay status on the work days immediately 
preceding and following a holiday will receive payment for the holiday.  

2.   Any holiday falling within a period of an employee's sick, annual, or other 
leave with pay shall be considered holiday leave and recorded as such. 

Any exceptions to this policy shall be submitted to the Chancellor for approval. 

 Source: TBR Meetings, October 12, 1973; September 30, 1983; December 14, 
1984; December 13, 1985; September 18, 1992; December 7, 2001 (Approved 
by Finance and Administration February 4, 2002) 

Note: This policy was formerly No. 4:03:04:01, it has been renumbered to be 
included in the Personnel Section of the Policy Manual, 11/90. 

Deleted: eight 

Deleted: five 

Deleted: 3.   Good Friday¶
4

Deleted: 5

Deleted: 6

Deleted: 7

Deleted: 8

Deleted: it 

Deleted: ¶
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Policy No. 5:01:01:11 
Subject: Days of Administrative Closing 
 

I. Administrative Closing Days Declared in Advance 

A. Administrative Closing Days With Pay 

In addition to the seven holidays granted in TBR Policy 5:01:01:10, six 
administrative closing days shall be designated as time off from work with pay for 
regular full-time and part-time employees.  Certain days, such as the Friday after 
Thanksgiving Day and those during the week of Christmas when classes are not 
in session, may be designated as days of administrative closing each year by the 
President and school Directors, with the approval of the Chancellor.    

II. Emergency Closing 

At times it may be necessary for the President or technology center Director to 
declare specific hours as emergency closing as the result of inclement weather 
or other emergency situations.  In such cases, regular full-time and part-time 
employees on the active payroll who are scheduled to work during the declared 
times of closing will be granted time off from work with pay.  Employees who are 
not scheduled to work will not be paid for the emergency closing. 

If an emergency closing has not been declared due to inclement weather and an 
employee is prevented from reporting to work for his/her normally scheduled 
working hours, annual leave or leave without pay will be charged; or, the 
employee may be allowed with institutional approval to make up the time lost. 

Regular part-time employees will be affected on a pro rata basis in each of the 
provisions listed above. 

  

Source:  TBR Meeting September 18, 1992; December 7, 2001 (Approved by 
Finance and Administration February 4, 2002); December 3, 2004 (Approved by 
Finance and Administration December 21, 2004 

 

Deleted: eight 

Deleted: five 
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POLICY NO. 1:02:03:10  
SUBJECT: Conflict of Interest  
 
 
Section 1 Objectives of this Policy  

            Members of the Tennessee Board of Regents and all employees of the TBR and 
its constituent Institutions all serve the interests of the State of Tennessee and its 
citizens, and have a duty to avoid activities and situations which, either actually or 
potentially, put personal interests before the professional obligations which they owe to 
the State and its citizens.  This policy is intended to 1) define the general principles 
which should guide the actions of members of the Board and of employees, 2) offer 
illustrations of activities which potentially constitute a conflict of interest, 3) make Board 
members and employees aware of disclosure requirements related to conflicts of 
interest, 4) describe the process by which those disclosures shall be evaluated and 
decisions rendered, and 5) describe the appeals process regarding such decisions.  

Section 2 Pertinent Federal Regulations, State Laws, and TBR Policies  

            The following lists are intended to indicate sources of information which may 
provide additional guidance regarding conflict of interest situations.  This policy is 
intended to be consistent with all pertinent Federal and State laws, regulations, and 
policies, as well as with other TBR policies.  To the extent that conflicts arise, Federal 
and State laws, regulations, and policies shall take precedence.  The lists are not 
intended to be exhaustive, and additional laws, regulations, and policies may be 
implicated in a given conflict of interest situation.  

Section 2.1 Federal Regulations  

The National Science Foundation (NSF) and the Department of Health and 
Human Services (HHS), acting through the Public Health Service (PHS) (which includes 
the National Institutes of Health (NIH)), have promulgated policies and regulations 
regarding conflicts of interest and disclosure of financial interests by investigators who 
receive funding from these Federal agencies.  The NSF policy regarding researcher 
conflicts of interest is contained in Section 510 of NSF Publication 95-26, the Grant 
Policy Manual.  The PHS regulations, upon which the NSF policy is modeled, are 
contained in the Code of Federal Regulations at 42 CFR 50.601 et seq. and 45 CFR 
94.1 et seq.  

Other Federal agencies (e.g., the Veterans’ Administration or the Food and Drug 
Administration) may require as a condition to a contract disclosure and management of 
conflicts of interest (see, for example, Veterans’ Administration Acquisition Regulation 
852.209-70).   
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Section 2.2 Tennessee State Law  

Various statutes contained in the Tennessee Code Annotated (T.C.A.) (2001) are 
pertinent to the issue of conflicts of interest within the TBR System, including:  

T.C.A. § 8-50-501, Disclosure statements of conflict of interests by certain public 
officials  

T.C.A. § 12-2-208, Purchase by officer unlawful – penalty for violation  

T.C.A. § 12-2-415, State surplus property disposition regulation  

T.C.A. § 12-2-416, Violation of § 12-2-415  

T.C.A. § 12-2-417, State employee violation -- punishment  

T.C.A. § 12-3-106, Conflict of interest – Rebates, gifts, etc., from contractors  

T.C.A. § 12-4-101, Personal interest of officers prohibited  

T.C.A. § 12-4-102, Penalty for unlawful interest  

T.C.A. § 12-4-103, Bidding by state employees prohibited  

T.C.A. § 12-4-104, Penalty for unlawful transactions  

            T.C.A. § 49-8-203(d), Powers and duties (of the Board of Regents)  

It is significant to note that violation of some of these statutes may lead to criminal 
penalties (e.g., violation of T.C.A. § 12-4-103 is a Class E felony).  

Section 2.3 TBR Policies  

            The following TBR policies and guideline deal with issues which implicate 
conflict of interest situations:  

            TBR Policy 4:02:10:00, Purchasing Policy and Procedures  

            TBR Policy 4:02:20:00, Disposal of Surplus Personal Property  

            TBR Policy 5:01:05:00, Outside Employment  

            TBR Policy 5:01:06:00, Intellectual Property  

            TBR Guideline P: 090, Nepotism  
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Section 3 Definitions  

A “conflict of interest” occurs when the personal interests, financial or 
otherwise, of a person who owes a duty to the Tennessee Board of Regents and its 
constituent Institutions (Regents and all employees) actually or potentially diverge with 
the person’s professional obligations to and the best interests of the TBR and its 
Institutions.  

A “conflict of commitment” occurs when the personal or other non-work 
related activities of an employee of the TBR and its constituent Institutions impair the 
ability of that employee to meet their commitments of time and energy to the TBR and 
its Institutions.  

 “Family member” includes the spouse and children (both dependent and non-
dependent) of a person covered by this policy.  

Section 4 Supplementary Institutional Policies and Regulations  

As each Institution may deem necessary and appropriate, TBR Institutions are 
authorized to develop additional Institution-specific policies, regulations, and procedures 
relating to conflicts of interest and conflicts of commitment, provided such policies and 
regulations are consistent with Federal and State law and with this and other policies of 
the Tennessee Board of Regents.   

Section 5 Applicability    

This policy shall apply to all persons serving as members of the Board of 
Regents and to all persons employed (either as full-time, part-time or temporary 
employees) by the Tennessee Board of Regents and its constituent Institutions.   

Section 6 General Principles  

            It is the policy of the Tennessee Board of Regents that employees should avoid 
external commitments which significantly interfere with the employee’s duties to the 
TBR and its constituent Institutions (conflicts of commitment).  See also TBR Policy 
5:01:05:00, Outside Employment.  Disclosures of conflicts of commitment shall be made 
as required under Policy 5:01:05:00 and evaluated as indicated in that policy.  

            It is the further policy of the Tennessee Board of Regents that both Regents and 
employees should avoid situations where the self interests of the Regent or employee 
diverge from the best interests of the TBR and its Institutions (conflict of interest).   

             The mere existence of either a potential or actual conflict of interest does 
not mean that such conflict must necessarily be eliminated.  Where the potential 
detriment to the TBR and its Institutions is at most minor and inconsequential, and the 
conflict does not indicate violation of Federal or State law, regulation, or policy, those 
persons charged with evaluating disclosures should allow the activity to proceed without 
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interference.  For those situations which do not implicate Federal or State law, 
regulation or policy, the standard by which it should be determined whether a conflict of 
interest should be managed, reduced, or eliminated is whether that conflict would 
appear to a reasonable person to call into question the integrity or judgment of the 
affected Regent or employee.            

  Section 7 Situations and activities creating a conflict of interest  

            In the following situations and activities, there is at least the appearance, and 
possibly the actuality, of an employee allowing his or her personal interests, and not the 
best interests of the TBR and its constituent Institutions, to affect that employee’s 
judgments.  This list is illustrative, and not exhaustive.  

  Section 7.1 Self-dealing  

            Situations in which a Regent or employee can appear to influence or actually 
influence an Institutionally-related decision from which that person or a member of that 
person’s family stands to realize a personal financial benefit is self-dealing, and a 
conflict of interest.  Examples of self-dealing activities are numerous, and include those 
listed below.   

  Section 7.1.a Purchase of State-owned property by an employee absent fair and 
open bidding  

It is unlawful for any state employee to purchase surplus state-owned property 
absent a fair and open bidding process (see T.C.A. § 12-2-208 and T.C.A. § 12-2-417).  
Such purchases are also prohibited under TBR Policy 4:02:20:00.   

Section 7.1.b Institutional purchases from businesses in which an employee or 
family member has a financial interest  

1.  T.C.A. § 12-4-103 declares that it is unlawful for any state official or employee 
to “bid on, sell, or offer for sale, any merchandise, equipment or material, or similar 
commodity, to the state of Tennessee” or “to have any interest in the selling of the same 
to the state” during that person’s term of employment and for six months thereafter.   
Disclosure of any such transaction by an employee or member of the employee’s family 
or by a business in which an employee or member of the employee’s family has any 
significant (more than 4%) ownership interest or for which an employee or employee 
family member serves as an officer is required by this policy. 

2.  T.C.A. § 12-3-106(b)(2003) declares that it is a conflict of interest for any 
person or any company with whom such person is an officer, a director, or an equity 
owner of greater than 1% interest to bid on any public contract for products or services 
for a governmental entity if such person or a relative of such person is a member of a 
board or commission having responsibility for letting or approving such contract.  For 
purposes of this section only, "relative" means spouse, parent, sibling, or child.  
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Section 7.1.c Use of educational materials from which a faculty member derives 
financial benefit in that faculty member’s teaching activities  

Any faculty member who wishes to use in his or her teaching activities 
educational materials (e.g. a textbook) which he or she has authored, or in which he or 
she otherwise stands to benefit financially from such use, a conflict of interest disclosure 
shall be made per Section 8 of this policy.  Whether the use of such materials shall be 
permitted shall be evaluated either under the terms of Institutional policy, or in the 
absence of such policy, by the Review Committee established under Section 11 of this 
policy.  Such evaluation shall include consideration of suitable substitute materials and 
ensure that the needs of students are best served by use of the materials in which the 
faculty member has an interest.  

Section 7.1.d Acceptance of gifts, gratuities, or favors  

            Gifts - No employee shall knowingly solicit or accept, directly, or indirectly, on 
behalf of himself or herself or any member of the employee’s household, for personal 
use or consumption any gift, including but not limited to any gratuity, service, favor, 
food, entertainment, lodging, transportation, loan, loan guarantee or any other thing of 
monetary value, from any person or entity that: 

i.                 Has, or is seeking to obtain, contractual or other business or financial 
relations with the institution in which the individual is employed; or 

ii.               Has interests that may be substantially affected by the performance or 
nonperformance of the employee. 

Section 7.1.e  Exceptions 

The prohibition on accepting gifts in Section 7.1.d does not apply to: 

i.                 A gift given by a member of the employee’s immediate family or by an 
individual if the gift is given for a non-business purpose and is motivated 
by a close personal friendship and not by the position of the employee; 

ii.               Informational materials in the form of books, articles, periodicals, other 
written materials, audiotapes, videotapes, or other forms of 
communication.  

iii.              Sample merchandise, promotional items, and appreciation tokens, if they 
are routinely given to customers, suppliers or potential customers or 
suppliers in the ordinary course of business, including items distributed at 
tradeshows and professional meetings where vendors display and 
promote their services and products; 

iv.              Food, refreshments, foodstuffs, entertainment, or beverages provided as 
part of a meal or other event, including tradeshows and professional 
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meetings, if the value of such items does not exceed fifty dollars ($50.00) 
per occasion; provided further, that the value of a gift made pursuant to 
this subsection may not be reduced below the monetary limit by dividing 
the cost of the gift among two or more persons or entities identified in 
Section 7.1.d; 

v.                There may be circumstances where refusal or reimbursement of a gift 
(such as a lunch or dinner) may be awkward and contrary to the larger 
interests of the institution.  In such circumstances, the employee is to use 
his or her best judgment, and disclose the gift including a description, 
estimated value, the person or entity providing the gift, and any 
explanation necessary within fourteen (14) days to their immediate 
supervisor; 

vi.              Food, refreshments, meals, foodstuffs, entertainment, beverages or 
intrastate travel expenses that are provided in connection with an event 
where the employee is a speaker or part of a panel discussion at a 
scheduled meeting of an established or recognized membership 
organization which has regular meetings; 

vii.            Participation in institution or foundation fundraising and public relations 
activities, i.e. golf tournaments and banquets, where persons or entities 
identified in Section 7.1.d provide sponsorships; and 

viii.          Loans from established financial institutions made in the ordinary course 
of business on usual and customary terms, so long as there are no 
guarantees or collateral provided by any person described in 7.1.d. 

Section 7.2 Inappropriate use of students or support staff  

            Employees shall ensure that the activities of students or support staff are not 
exploited for the benefit of any external activity of the faculty member.  Prior to 
assigning any such non-Institutionally related task (which is more than incidental or de 
minimus in nature) to a student or member of the support staff, an employee shall 
disclose such proposed activities and obtain approval.  

Section 7.3 Inappropriate use of State owned resources  

            Employees may not make significant use of State owned facilities, equipment, 
materials or other resources, not otherwise available to the public, in the course of 
activities which are not related to the Institution and which are intended for personal 
benefit, without prior disclosure and approval.   

Section 7.4 Failure to disclose intellectual property  

            TBR Policy 5:01:06:00 governs the rights and responsibilities which persons 
affiliated with the TBR and its Institutions have regarding intellectual property developed 
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during the term of their affiliation with the TBR.  Among the responsibilities enumerated 
in the policy is that of disclosure of inventions and those copyrightable works which may 
be reasonably expected to have commercial value which they have jointly or solely 
developed or created during their affiliation with the TBR and its Institutions.       

Section 8 General disclosure requirements  

            Persons to whom this policy applies who believe that a conflict of interest may 
exist either personally or with respect to another person covered by this policy shall 
make a written disclosure of the facts and circumstances surrounding the situation.  No 
particular format is required, but the disclosure should adequately describe the pertinent 
facts and circumstances.  For members of the Board, disclosure shall be made to the 
General Counsel.  Employees of the Central Office shall make disclosure to either their 
immediate supervisor or to the General Counsel.  At the Universities and Community 
Colleges, disclosures shall be submitted to the employee’s immediate supervisor or 
other person designated by the President to receive such disclosures.  At the 
Technology Centers, disclosures shall be submitted to the Center Director.  Disclosures 
made by a President or Director shall be submitted to the General Counsel.  

Section 9 Special disclosure requirements for researchers applying for or 
receiving NSF or PHS funding  

            Under the policies and regulations indicated under Section 2.1 herein, 
investigators seeking funding from either the National Science Foundation or the Public 
Health Service are required to disclose to the investigator’s employer all significant 
financial interests of the investigator 1) that would reasonably appear to be affected by 
the research or educational activities funded or proposed for funding by the NSF or PHS 
or 2) in entities whose financial interests would reasonably appear to be affected by 
such activities.  Such disclosures must be submitted prior to the time the proposal is 
submitted to the Federal agency.  Further, such disclosures must be updated during the 
period of the award; either annually or as new reportable financial interests arise.  The 
Institution is responsible for eliminating or managing such conflicts prior to receipt of the 
award.  To facilitate such disclosures, the accompanying disclosure form (Attachment 
A) is available.  

Each Institution is responsible for determining if a grant, services, or other 
contract with Federal agencies other than the Public Health Service or the National 
Science Foundation requires disclosure and/or management of conflicts of interest, and 
for ensuring that any such requirements are met.  

Disclosure of financial interests made pursuant to this Section 9 notwithstanding, 
such disclosure does not eliminate the responsibility for making disclosures under 
Section 8, when specific conflict of interest situations arise.  

Section 10 Special disclosure requirements for Regents and certain TBR 
employees  
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Members of the Board of Regents, the Chancellor of the TBR, members of the 
senior staff of the TBR Central Office (all Vice Chancellors and the General Counsel), 
the Presidents of all TBR Universities and Community Colleges, the Directors of the 
Tennessee Technology Centers, coaches, assistant coaches and employees of athletic 
departments who are exempt from the provisions of the Fair Labor Standards Act are 
required to file a financial disclosure form within one month of their initial appointment 
and annually thereafter in January. Disclosure of financial interests made pursuant to 
this Section 10 notwithstanding, such disclosure does not eliminate the responsibility for 
making disclosures under Section 8, when specific conflict of interest situations arise.  

10.1         Members of the Board of Regents shall make their disclosure using a form as 
indicated in Attachment B submitted to the TBR Office of General Counsel.  

10.2         Disclosures from Central Office personnel, Presidents, and Directors shall be 
made using a form as indicated in Attachment C. and submitted to the TBR 
Office of General Counsel the Tennessee Ethics Commission Form SS-8005. 

10.2.1 The Chancellor of the Tennessee Board of Regents system and the President of 
each college and university governed by the Tennessee Board of Regents are 
required by Tenn. Code Ann. § 8-50-501(a)(15) to file an online Statement of 
Disclosure of Interests Form with the Tennessee Ethics Commission. 
[http://state.tn.us/sos/tec/forms/SS8005.pdf]. For the Chancellor and the 
Presidents this Statement of Disclosure will meet the requirements of this Policy. 

10.2.2 Senior staff at the TBR Central Office and the Directors of the Tennessee 
Technology Centers are required to complete a Statement of Disclosure of 
Interest Form.  That disclosure shall be made using the Tennessee Ethics 
Commission Form SS8005 and accompanying instructions 
[http://state.tn.us/sos/tec/forms/SS8005.pdf] and submitted to the TBR Office of 
General Counsel. 

10.3         Disclosures from coaches, assistant coaches, and exempt employees of athletic 
departments shall be made using a form as indicated in Attachment C and 
submitted to the Institution’s Human Resource Officer or other person designated 
by the Institution’s President.  

10.3 Coaches, assistant coaches, exempt employees of the athletic department and 
other institutional personnel required to complete a disclosure form shall also use 
the Tennessee Ethics Commission Form SS8005, Statement of Disclosure of 
Interest Form and accompanying instructions 
http://state.tn.us/sos.tec/forms/SS8005.pdf]   The form shall be submitted to the 
institution’s Human Resource Officer or other person designated by the 
institution’s President. 

Section 11 Review of disclosures  
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            Disclosures made under Section 8 of this policy by a member of the Board of 
Regents, the Chancellor, or by a President or Director shall be evaluated by the Board 
or a duly appointed committee thereof.  A member of the Board making a disclosure 
shall not be entitled to vote regarding disposition of the disclosure.  

            Disclosures made under Section 8 of this policy by a person employed by the 
TBR Central Office shall be evaluated by a committee composed of the General 
Counsel, the Vice Chancellor for Administration, and the Vice Chancellor for Business 
and Finance.  If the disclosure is made by one of those three persons, that person shall 
not be entitled to vote regarding disposition of the disclosure.  

Each TBR Institution shall establish at least one Review Committee comprised of 
no fewer than three persons to receive and evaluate disclosures generated under 
Sections 8 and 9 herein by employees of the Universities, Community Colleges, and 
Technology Centers.  Policies and procedures regarding such matters as selection of 
members, duration of membership, frequency of meetings, etc. shall be adopted by 
each Institution.  A template Institutional policy is included herein as Attachment D.  An 
Institution which fails to explicitly adopt a policy shall be expected to follow the terms of 
the template policy provided as Attachment D.  Following evaluation of the disclosure, 
the Committee shall render a decision regarding the issue(s) presented by the 
disclosure.  Any disclosure which indicates an actual violation of law shall be forwarded 
to the President or Director of the Institution along with the Committee’s findings.  

Persons potentially committing a conflict of interest violation under consideration 
by a conflict of interest review Committee shall receive notice of the Committee’s 
evaluation, and be given an opportunity to appear before that Committee.     

Section 12 Sanctions  

            Failure to observe restrictions imposed as a result of review of a conflict of 
interest disclosure or a knowing failure to disclose a conflict of interest may result in 
disciplinary proceedings under TBR and Institutional policy.  

Section 13 Appeals  

Decisions made by the Board of Regents may not be appealed.  Decisions made 
by the Central Office Review Committee may be appealed to the Chancellor.  Decisions 
of the Chancellor shall be final and binding.  Decisions made by an Institutional Review 
Committee may be appealed to the President or Director of the Institution.  Decisions of 
the President or Director shall be final and binding.  

Source:  TBR Meeting March 20, 1992; TBR Meeting December 11, 1992; TBR Meeting 
June 11, 1998; TBR Meeting June 28, 2002; TBR Meeting September 26, 2003; TBR 
Meeting June 11, 2004.
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Attachment A 

Financial Conflict of Interest 

Disclosure Form 

For Proposals to the Public Health Service 
(including National Institutes of Health) or to the 
National Science Foundation  

   

   

   

   

   

   



 

Tennessee Board of Regents 

Financial Conflict of Interest Disclosure Form for Proposals made to the Public Health 
Service (including the National Institutes of Health) or to the National Science Foundation  

Disclosure by each investigator of all significant financial interests (including those of the investigator’s 
spouse and dependent children) which a) reasonably appear to be affected by the research or 
educational activities funded or proposed for funding, or b) exist in entities whose financial interests would 
reasonably appear to be affected by such activities.  

“Investigator” means the principal investigator, co-principal investigators, and any other person at a TBR 
institution who is responsible for the design, conduct, or reporting of research or educational activities 
funded or proposed for funding.  

“Significant financial interest” means anything of monetary value,  including, but not limited to, salary or 
other payments for services (greater than $10,000 per year from sources other than the employee’s TBR 
Institution), equity interest (greater than $10,000 in value or more than 5% of the ownership interest in a 
single entity), and intellectual property rights.  

Project title:  

________________________________________________________________  

I certify that I do not have any significant financial interests associated with the 
aforementioned proposal / project.  

I do have a significant financial interest associated with the aforementioned proposal / 
project.  I have disclosed this interest in accordance with TBR System and Institutional 
policy.  

   

Investigator:  

____________________________________  

Printed name    

____________________________________  

Signature  

____________________________________  

Date  

 11
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ATTACHMENT  B 

TENNESSEE BOARD OF REGENTS 

DISCLOSURE FORM 
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TENNESSEE BOARD OF REGENTS 

DISCLOSURE FORM 

INSTRUCTIONS:   This form must be used by members of the Tennessee Board of Regents to 
report all interests required to be disclosed under Tennessee Board of Regents Policy 
1:02:03:10.   Terms used are defined in the Policy.  In paragraphs 4, 5, and 6 below please 
specify which relationships or business affiliations could reasonably constitute a conflict of 
interest with the TBR system.  

  

Disclosure statements must be filed annually in January with the Secretary of the Board.  

   

The disclosure statement must be signed and the signature attested to by a witness.  Attach 
additional pages as necessary.   Please type or print all information legibly.    

1.      Date of Disclosure  _________________________________________________________   

2.      Name of Board  Member _____________________________________________________   

3.      Street or Rural Route No.   City                  State                Zip Code          Phone                   

_________________________________________________________________________  

4.      Please list all relationships or business affiliations where you are, or a member of your 
immediate family is, an officer, director, trustee, partner, employee or agent of such 
organization.  

     

5.      Please list all relationships or business affiliations where you are, or a member of your 
immediate family is, the actual or beneficial owner of more that 4% of the voting stock or 
controlling interest in such organization.    

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________  
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6.      Please list all relationships or business affiliations where you have, or a member of your 
family has, any direct or indirect dealings with such organization (other than those listed in 
#4 and #5 above) from which you knowingly materially benefit (i.e., through receipt directly 
or indirectly of cash or other property in excess of $4,000 per year exclusive of dividends or 
interest).  

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
   

7.   ADDITIONAL INFORMATION:   List any additional information you wish to disclose.  

      
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 
   

8.      Signature (must be attested to by witness).  

I certify that the information contained in this disclosure is true and 
that it is a complete and accurate report of all matters that I am 
required to disclose by the TBR Policy 1:02:03:10.  

     

_____________________________________________________  

Signature                                                               Date  

     

I, the undersigned, do hereby witness the above signature which 
was signed in my presence.  

       

____________________________________________________ 

Signature of Witness                             Date  
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Attachment C

Financial Interests Disclosure Form 

Tennessee Board of Regents 

Financial Interests Disclosure Form
1.  Date of Disclosure 2.  Name of Official  

   

   
3. Address and Phone  

   

  
4.  Title of Office Held  

   

  
5.  Sources of Income.  List major sources of your private income of more than $1,000 and that of your spouse or of 
dependent children.  “Major sources of private income” includes, but is not limited to, offices, directorships, and 
salaried employments.  No dollar amounts need be stated.  

     

  
6.  Investments.  List any investment by you, your spouse, or minor children in any corporation or other business 
organization in excess of ten thousand dollars ($10,000) or five percent (5%) of the total capital.  It shall not be 
necessary to state specific dollar amounts or percentages of such investments.   

   

   
7.  Lobbying.  List any person, firm, or organization for whom or which compensated lobbying is done by you, your 
spouse, or dependent children.  Also, list any firm in which you, your spouse, or dependent children hold any interest 
for whom or which compensated lobbying is done.  Explain the terms of any such employment and the measures to be 
supported or opposed.  

   

  
    8.  Professional Services.  List in general terms (by areas of the client’s interests) the entities to which professional 
services, such as those of an attorney, accountant, or architect, are furnished by you or your spouse.  

 



9.  Retainer Fees.  List any retainer fee you receive from any person, firm, or organization who is in the practice of 
promoting or opposing, influencing, or attempting to influence directly or indirectly, the passage or defeat of any 
legislation before the Tennessee General Assembly, the legislative committees, or the members thereof.  

   

   
10.  Bankruptcy.  List any adjudication of bankruptcy or discharge received in any United States district court within 
five (5) years of the date of this report.  

   

  
11.  Loans.  List any loan or combination of loans for more than one thousand dollars ($1,000) from the same source 
made in the previous calendar year to you, your spouse, or dependent children.  Loans need not be disclosed on this 
report if they are:  

1)       From spouse, parent, sibling, or child.  

2)       From a federally insured financial institution or made in accordance with existing law in the 
ordinary course of doing business of making loans.  The loan must bear the usual and customary 
rate of interest, be made on a basis which assures repayment, evidenced by a written instrument and 
subject to a due date and amortization schedule.  

3)       Secured by a recorded security interest in collateral, bearing the usual and customary interest rate 
of the lender and made on a basis which assures repayment, evidenced by a written instrument and 
subject to a due date and amortization schedule.  

4)       From a partnership in which you have at least ten percent (10%) partnership interest.  

5)       From a corporation in which more than fifty percent (50%) of the outstanding voting shares are 
owned by you or by your spouse, parent, sibling, or child.  

  
12.  Additional Information.  List any additional information you wish to disclose.  

    
13.  No Changes Option (only for officeholders who have previously filed a disclosure report).  

   

There has been no change in conditions since my previous report.  

   

  
14.  To be signed by the reporting Official (must be attested to by a witness):  
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I certify that the information contained in this disclosure statement is true and that it is a complete and accurate report 
of all matters that I am required to disclose under the Conflict of Interest Act and / or Tennessee Board of Regents 
Policy.   

 

_________________________________________________________________________________ 

Signature of Official                                                                   Date  

    

I, the undersigned, do hereby witness the above signature which was signed in my presence.  

  

___________________________________________             _________________________  

Signature of Witness                                                                  Date  
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Disclosure Review Committee 

 

1.0   Establishment of a Conflict of Interest Disclosure Review Committee  

A Committee shall be formed from Institution faculty and staff, pursuant to TBR Policy 1:02:03:10.  The 
general responsibilities of this Committee are defined in TBR Policy 1:02:03:10.  Additional details 
associated with the Committee are defined herein.  

 

2.0   Number of Members  

The Committee shall consist of three members, with at least one member selected from the faculty and at 
least one member selected from administrative or support staff personnel.    

 

3.0  Selection of Members  

Members of the Committee shall be selected by the Institution President or Director.    

 

4.0  Duration of Membership  

Members of the Committee shall serve two year terms.  Members may serve multiple, consecutive terms.   

 

5.0  Meetings  

The Advisory Committee shall meet as frequently as necessary to conduct its business, but no less than 
once per semester.  

 

 6.0   Duties  

As described in TBR Policy 1:02:03:10, the committee shall evaluate conflict of interest disclosures and 
make determinations regarding what actions may be required to manage, reduce or eliminate conflicts of 
interest.   
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Guideline P-010 

Subject:  Personnel Transactions and Recommended Forms  

The purpose of this guideline is to supplement provisions of the Tennessee 
Board of Regents General Personnel Policy (No. 5:01:00:00), as it relates to 
personnel transactions, procedures for campus appointments, budgetary and 
position considerations, required forms for implementation procedures, 
processing of forms by Central Office, employment agreements, contracts, letters 
of agreement, records and reports.  The guideline and attachments are 
applicable to all institutions and technology centers governed by the Board.  For 
purposes of this guideline, all technology center director responsibilities shall be 
coordinated through the Vice Chancellor for the Tennessee Technology Centers. 

Consistent with the general personnel policy, any exceptions to this guideline are 
subject to approval by the Chancellor. 

 I. Personnel Transactions 

 Each president and technology center director is expected to follow Board 
policies, affirmative action plans, and fair employment practices when making 
appointments.  Appointments requiring the Chancellor's approval will be reviewed 
in light of these expectations.  All appointments, regardless of salary, including 
promotions and transfers, must be reviewed and certified by the institutional 
Affirmative Action Officer prior to action.  Other appointments not requiring 
approval of the Chancellor will be reviewed periodically by the System Affirmative 
Action Officer to ensure compliance.  Technology center directors are required to 
receive prior approval from the Vice Chancellor for Technology Centers for any 
change in personnel classification, compensation, job description or 
assignments. 

 A. Appointments Requiring Approval by the Chancellor 

 No offer of employment can be made for positions requiring the Chancellor's 
approval until the appointment form has actually been signed by the Chancellor 
or his/her designee and the monitor, where required.  All institutions must submit 
the following positions for approval: 

1. All vice presidents (academic, business, student affairs, etc.) including all 
interim appointments. 

2. Academic deans, academic department and/or division heads, directors, of the 
centers of emphasis and excellence (including those officers who varying  titles 
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have line responsibility for administration of academic faculty or staff at the 
academic disciplinary unit level, including interim appointments; 

A. transfers to positions with salaries in excess of $75,000; and  
B. any other positions which may be designated by the Chancellor.  

B. Appointments Not Requiring Approval by the Chancellor 

All appointments not listed in I.A. may be approved at the institution by the 
Director, the President or any properly approved designee.  The hiring 
procedures outlined in the following sections will be followed with the records 
being maintained at the institution.  Records must be maintained as described in 
Section VI, A.2. of this guideline. 

 1. The director or president shall be responsible for assuring compliance with the 
guideline. 

 2. The institutional Affirmative Action Officer shall be responsible for monitoring 
the recruiting and employment process to assure compliance with the guideline 
and the institution's Affirmative Action program and objectives. 

 3. For Affirmative Action purposes, institutional records will be reviewed 
periodically by the System Affirmative Action Officer  

4. All promotions and transfers not requiring approval of the Chancellor must be 
approved by the president/director and reviewed and certified by the institutional 
Affirmative Action Officer in compliance with TBR Policy 5:01:00:00, General 
Personnel Policy.  

C. Minimum Requirements for All Campus and Central Office Appointments 

The following actions or procedures are mandatory at all institutions, to 

1. Establish an Affirmative Action Plan which sets goals for all categories of 
employment; 

2. Develop appropriate recruitment and selection procedures to ensure fairness 
in employment; 

3. Determine in a discussion with the Affirmative Action Officer whether the 
institution has met the affirmative action goal for the area or department (job 
group in which the vacant position occurs).  Even if the institution has met the 
overall institutional goal in an employment category, i.e., 
executive/administrative/managerial; faculty; professional non-faculty; 
secretarial/clerical/technical and paraprofessionals; skilled crafts; 
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service/maintenance, there may be a goal for the area or department (job group) 
in which the vacant position is located which has not been met.  For example, the 
overall institutional faculty goal of 4.5% black representation has been met, but 
the vacancy is in the job group of Arts and Sciences, Availability data in Arts and 
Sciences supports the affirmative action plan's goal of 7.0% black representation, 
which is higher than the overall institutional goal.  In this case, the efforts to 
recruit for the Arts and Sciences position will be directed toward qualified black 
candidates since the availability data shows the applicant pool should contain 
some qualified black candidates.  A second example relates to the availability of 
women in the particular job group vacancy.  The total institutional faculty goal for 
women is 40%, but a higher number of women are available in the particular job 
group category.  Therefore, in both examples cited above affirmative action 
recruitment must occur.  In summary, the institution has an obligation to use the 
availability figures applicable to the particular vacancy to recruit qualified 
minorities. 

4. Prior to taking any recruitment action, the person directing the hire and/or the 
search committee must submit to the Affirmative Action Officer a written 
recruitment plan.  There may be a standard plan for any EEO category which has 
been approved in advance.  EEO categories 4, 5, 6, and 7 may be more easily 
standardized.  There may be a need for occasional modification to this standard 
plan, depending on the nature of the position and the availability data.  The plan 
includes, but is not limited to: 

a. the proposed job description, which has been reviewed by the institutional 
Affirmative Action Officer; 

b. method of directing the hire, i.e., individual supervisor or search committee. 

c. composition of the search committee and responsibilities of the members, i.e., 
direct contacts, references, interviews, etc.; 

d. an advertising plan, which provides the following: 

i. advertisement of the position on bulletin boards, and/or in appropriate 
publications, and/or newspapers and/or professional discipline-specific 
journals and/or the Tennessee Employment Security Office; and/or the 
internet 

ii. requests for nominations, from professional organizations, discipline-
related groups, and organizations devoted to leadership training for the 
position; 
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iii. diverse membership on all search, selection, or advisory committees, 
when practicable; and,  

iv. direct contacts to assure that underrepresented groups are aware of the 
vacancy and are encouraged to apply. 

5.  Approval of the recruitment plan must be granted by the Affirmative Action 
Officer prior to the commencement of the recruitment process. 

6. The applicant pool must generally reflect the availability data for the defined 
vacancy in that discipline or field as determined by the appropriate job group in 
the institutional affirmative action plan.  Direct contacts will be required to assure 
the diversity of protected groups in the applicant pool. 

7. The Affirmative Action Officer must review all applicant pools and approve 
their composition prior to the scheduling of interviews.  Upper level hires as 
defined in Section I.A.2, require the submission of Form A-1, Certification of the 
Search Pool, to the Vice Chancellor for Academic Affairs or the Assistant Vice 
Chancellor for Human Resource Development as outlined in Section III of this 
Guideline. 

8. After a candidate has been identified as a possible hire for positions defined in 
Section I.A., Form A-2, Approval of Appointment, must be submitted to the Vice 
Chancellor for Academic Affairs or the Assistant Vice Chancellor for Human 
Resource Development as outlined in Section III of this Guideline. 

 9. In the case of appointments of adjunct faculty, equal employment opportunity 
efforts must include advertisement to establish and build diverse pools from 
which adjunct employees are chosen. 

IMPORTANT: IF AN INSTITUTION HAS MET ITS AFFIRMATIVE ACTION 
GOALS, EQUAL EMPLOYMENT OPPORTUNITY IS REQUIRED.  RACE OR 
SEX CANNOT BE USED AS A PLUS FACTOR IN HIRING.  HOWEVER, 
AFFIRMATIVE ACTION EFFORTS ARE APPROPRIATE IN THE 
RECRUITMENT PROCESS TO ASSURE A REPRESENTATIVE POOL.  
DISCRIMINATION ON THE BASIS OF RACE, RELIGION, COLOR, NATIONAL 
ORIGIN, AGE, HANDICAPPED STATUS, VETERAN STATUS, OR OTHER 
ILLEGAL BASIS IS A VIOLATION OF LAW. 

10. The Tennessee Board of Regents believes that it is important to check 
references to limit employer liability, verify information and reduce cost of rehiring 
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and retraining.  Checks will produce authenticity of information as it relates to 
such areas as work history, credential problems and criminal backgrounds. 

Each campus shall conduct appropriate and timely checks in conjunction with 
each employment offer.  As an option, a campus may choose to participate in a 
systemwide contract with a third party vendor who conducts background 
screening and checks.  Campuses shall develop procedures which will include 
the specific types of checks and specific positions included.  The procedures will 
be forwarded to the central office for review and approval prior to implementation 
of the program. 

 When using the third party vendor, the campus shall notify the applicant that a 
background check will be conducted prior to conducting the background check. 

 II. Budgetary Considerations 

A. Pursuant to Section B.1. of the General Personnel Policy (5:01:00:00), where 
a transfer of funds is necessary for appointments with compensation in excess of 
funds available, the transfer is subject to confirmation by the Chancellor.  No 
approval is necessary unless the transfer of funds is from one functional area to 
another; adjustments of line item salary amounts within a functional area may be 
made by the president or technology center director if sufficient funds are 
available, subject to applicable guidelines and limitations.  Where a transfer of 
funds between functional areas is necessary, the president or technology center 
director should submit a letter of recommendation to the Chancellor identifying 
the amount and source of transfer. 

B. Pursuant to Section B.3. of the General Personnel Policy (5:01:00:00), any 
new administrative positions and major changes in administrative organization 
must be approved by the Chancellor.  If the proposed position or organizational 
change is submitted as part of the proposed operating budget or October 31 
revision, it should be identified, justified, and documented, but separate approval 
is not required.  If the proposed position or organizational change does not 
coincide with the budget cycle, it should be recommended by the president or 
technology center director in the form of a letter to the Chancellor which includes 
a full description, justification, fiscal implications, and other pertinent information.  
The technology centers follow the same basic procedure as outlined above; 
however, the director shall submit the recommended change and justification on 
TBR TTC Form D-1 to the Vice Chancellor for Technology Centers. 

 III. Required Forms for Implementation of Procedures for Appointments 
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 Information to support transactions that require the approval of the Chancellor or 
his/her designee is requested in Forms A-1 and A-2 attached.  Approval for 
appointment recommendation is shown on Form A-2 and the certification of the 
search pool for upper level administrative vacancies is shown on Form A-1.  
Where a search committee is formed to search for a University or college 
administrator at the level of dean of higher, the search committee MUST be 
racially diverse. Where a search committee is formed, candidates for hire must 
first be screened by the search committee before an offer can be extended. The 
Chair of the search committee must certify that each candidate considered by the 
committee meets or exceeds the criteria published in the job description. 
(See Form A-1) Assurance by the Affirmative Action Officer that an approved 
process has been followed and the qualified other-race applicants have been 
contacted and fully considered is mandatory. Supporting documentation 
for Forms A-1 and A-2 vice presidents and upper level academic positions 
must be submitted to the Assistant Vice Chancellor for Human Resource 
Development. 

IV. Central Office Procedure for Processing of Form A-2 and Portfolios 

A. The office of the Assistant Vice Chancellor for Human Resource Development 
will date stamp and log all recommendation portfolios received.  Each office will 
verify that the portfolio contains the following:  (a) all information required on the 
A-2 form; (b) vitae for:  the candidate recommended, all candidates interviewed, 
and all final candidates from which interviewees were chosen who are from an 
underutilized group for all institutions; and, (c) all advertisements for the position.  
If a portfolio is determined to be incomplete, the respective office will 
communicate with the campus Affirmative Action Officer in the interest of 
completing it. 

For all appointments, if warranted because of significant omission in the portfolio, 
the Vice Chancellor for Academic Affairs or the Assistant Vice Chancellor for 
Human Resource Development will secure information from the campus to certify 
completeness of the portfolio.  No action to approve the recommendation will be 
taken by TBR staff until the portfolio is complete. 

 B. The Vice Chancellor for Academic Affairs or the Assistant Vice Chancellor for 
Human Resource Development, after reviewing portfolios, will approve, 
disapprove, or defer decision pending some specified course of action.  

http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form A-2.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form A-1.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form A-1.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form A-1.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form A-2.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form A-2.pdf
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 C. Once final action has been taken on the recommendation portfolio, the 
complete document and record of action will be transmitted for filing to the 
Assistant Vice Chancellor for Human Resource Development. 

V. Transaction Forms, Employment Agreements, Contracts and Letters of 
Agreement 

A. Transaction Forms 

1. Section V.B. of this guideline provides recommended transaction forms to be 
used for all personnel transactions, unless alternate forms have been approved 
by the Chancellor. 

2. Institutions and technology centers may develop internal personnel transaction 
forms for administrative purposes.  These forms may relate to management 
information system and contain fiscal and personnel data deemed necessary by 
the institution or technology center. 

B. Employment Agreements, Contracts and Letters of Agreement  

Pursuant to Section B.2. of the General Personnel Policy (5:01:00:00), the 
Chancellor must approve employment agreements, contracts, and letters of 
agreement used in the appointment and employment of campus personnel.  
Approved provisions for personal, professional, consultant, and dual service 
agreements are addressed in System Guideline G-030.  Each institution and 
technology center may modify the forms or develop alternative and additional 
forms; however, any forms with provisions substantially different from the 
recommended forms should be submitted for review and approval by the Office 
of the Chancellor.  The EEO tagline must be included on all forms.  The language 
concerning the Drug Free Workplace Act must be included on all initial 
employment contracts. In order to comply T.C.A §49-7-133 the following 
sentence must be included on all contracts: “It is a Class A misdemeanor to 
misrepresent academic credentials.” Attached are the following personnel 
transaction forms, which are recommended for the use of institutions and 
technology centers: 

 Forms F-1 through F-8 are for use in connection with the employment of faculty; 
Form G-1 for use in connection with the employment of graduate 
assistants/graduate instructors; Forms S-1 through S-4 are for use in connection 
with the employment of all personnel other than faculty; and Form D-1 is for use 
in requesting approval of a change in personnel status of a TTC employee.  Form 
E-1 is for use in connection with the employment of all personnel. 
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Following are explanatory notes concerning the use of the recommended forms: 

Forms F-1, Notice of Tenure-Track Appointment and Agreement of 
Employment for Faculty, is recommended for the initial employment of any 
faculty member in a tenure-track appointment.  Designate the salary rate by 
crossing through the word "monthly" or "annual" as appropriate, and designate 
whether an academic or fiscal year appointment.  Also, designate the appropriate 
beginning and ending months for the pay period as found in paragraph 2.  
Paragraph 8 should include any special conditions concerning the appointment, 
such as the policy requirement for separate contracts or agreements with regard 
to patents or copyrights, or such as any credit for prior service which is agreed to 
by the institution or technology center [not to exceed three (3) years].  The same 
form may be used for the re-employment of probationary faculty who are re-
appointed in tenure-track appointments following a break in service.  In this 
situation, execution of the forms should be timed in conformance with the 
institution's or technology center's policy on notice of non-renewal, and 
specification of the number of years creditable service should be included in 
paragraph 8. 

Form F-2, Notice of Renewal of Tenure-Track Appointment for Faculty, should 
be sent to all faculty on tenure-track appointments whose appointments will be 
renewed and where no new special conditions concerning the appointment are 
necessary.  Even though renewal occurs automatically in the event a tenure-
track appointee does not receive notice of renewal by the proper date, it's 
required that renewal occur by affirmative action rather than default, and that this 
notice be sent no later than the institution's or technology center's last date for 
notice of non-renewal.  A signature line for the faculty member has been added 
which must be signed and returned to be valid and binding.  You may wish to 
incorporate the content of Form E-1 when issuing this form rather than sending 
the Notice of Recommended Salary at a later time; if so, you must make any  
necessary changes.  Designate whether an academic or fiscal year appointment. 

Form F-3, Notice of Renewal of Tenure-Track Appointment and Amendment of 
Agreement of Employment for Faculty, should be used to renew a tenure-track 
appointment where an express amendment to the terms of the initial 
appointment, Form F-1, is deemed necessary.  You may wish to incorporate the 
content of Form E-1 when issuing this form rather than sending the Notice of 
Recommended Salary at a later time; if so, you must make any necessary 
changes.  Designate whether an academic or fiscal year appointment. 

http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form F-1.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form F-2.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form F-3.pdf
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Form F-4, Notice of Award of Tenure, is used to notify an employee that tenure 
has been awarded.  A notice of tenure must be given, and Form F-4 is a model of 
one you may use.  As indicated, you should note in which department, division, 
or academic organizational unit the person is awarded tenure.  You may wish to 
develop a letter to be used in lieu of this notice without TBR approval. 

Form F-5, Notice of Non-Renewal of Appointment, is a notice of non-renewal.  
This notice must be sent prior to the required date for notice of non-renewal, and 
should be hand delivered or sent certified mail, return receipt requested; consult 
the institution or technology center policy or practice for the method for which 
notice will be effected.  Also, refer to TBR Policies 5:02:03:10, 5:02:03:60, and 
5:02:03:70 concerning when notices should be given. 

Form F-6, Notice of Temporary Employment and Employment Agreement for 
Faculty, should be used for the employment of all full-time non-tenure track 
faculty on temporary appointments (Form F-8 should be used for employment of 
adjunct faculty and faculty for the summer term).  Regular part-time faculty 
percentage (60% appointment) may be listed as a condition in paragraph 9.  
Designate the salary rate by crossing through the word "monthly" or "annual" as 
appropriate.  Renewal or non-renewal of these appointments will not be subject 
to the same conditions as for tenure-track appointments, and the form expressly 
provides that any renewal is subject to a subsequent written agreement.  The 
same form would be used each year for employment of temporary full-time 
faculty for more than one year, not to exceed three years.  Note that this form 
contains a 30-day notice provision in paragraph 8. 

Form F-7, Notice of Term Appointment and Agreement of Employment for 
Faculty, is a term appointment for full-time non-tenured faculty and applies only 
to the community colleges, technical institutes and technology centers.  This form 
was devised to help meet the special problems of career/vocational programs 
where markets are volatile and changing - examples: computer programming, 
legal assistant program, some allied health programs.  In order to decide whether 
to use a temporary agreement, F-6, or a term agreement, F-7, look at the 
projected need for the program.  The term agreement is to be used when the 
projected need is beyond three years, but not for a sufficient time to create a 
tenure-track position.  Designate the salary rate by crossing through the word 
"monthly" or "annual" as appropriate.  

 

Deleted: Note that this contract does 
not contain a notice provision.

http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form F-4.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form F-5.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form F-6.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form F-7.pdf
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Form F-8 , Notice of Employment of Adjunct Faculty, will be used for the hiring 
of adjunct faculty and summer term faculty.  Adjunct faculty are temporary 
appointments based on demand each semester, may be full or part-time and are 
not eligible for employment benefits.  The method of salary payment should be 
specified.  No notice provision has been included.  For regular faculty, the 
institution should cross out paragraph 4 and have the parties to the agreement 
initial.  For tenured faculty teaching during the summer, the institution should 
cross out paragraphs 4 and 6 and have the parties initial. 

Form G-1, Notice of Agreement of Employment for Graduate 
Assistant/Instructor, will be used for the hiring of graduate assistants/graduate 
instructors on a temporary basis.  The method of payment, length of the 
appointment, and whether full- or part-time should be specified. 

Form S-1, Notice of Appointment and Agreement of Employment, should be 
used for all regular staff except faculty.  Notices of renewal and non-renewal are 
not necessary for these appointments, and the appointments are subject to 
termination at any time by the institution or technology center (see paragraph 4).  
Designate the salary rate by crossing through the word "month" or "year" as 
appropriate.  Please note the option to add additional language to paragraph 2.  
Such statements need not be included if the employee is put on notice of this 
practice through employee orientation or other employee information documents 
given at the time of initial hiring. 

Form S-2, Notice of Modified Fiscal Year Appointment and Agreement of 
Employment, should be used to appoint regular administrative, clerical and 
support staff to modified fiscal year appointments.  Fill in the blank in paragraph 3 
as appropriate.  Designate the salary rate by crossing through the word "month" 
or "year" as appropriate. 

Form S-3, Notice of Temporary Employment and Agreement for Non-Faculty 
Administrative/Professional and Clerical/Support, will be used for the hiring of 
non-faculty on a temporary basis for employees who will work longer than 60 
days and who do not work on an "as needed" basis.  The method of salary 
payment should be specified. 

Form S-4, Notice of Termination, is the form notice of termination for non-
faculty personnel and provides no reason for termination whatsoever.  Institutions 
and technology centers may wish to provide notice of the opportunity for an oral 
statement of the reason similar to that specified in Form F-5 for faculty.  It is 
assumed that employees should be aware of the reasons for termination under 

http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form F-8.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form G-1.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form S-1.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form S-2.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form S-3.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form S-4.pdf
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an effective personnel system.  Form E-1, Notice of Recommended Salary, 
should be used to notify all personnel of the recommended salary for the ensuing 
academic or fiscal year.  Notice of the recommended salary is not included in the 
notices of renewal for faculty since the recommended salary may not be known 
at the time of such notices.  However, you may wish to add the language of this 
form to Forms F-2 and F- 

3. Designate the salary rate by crossing through the word "monthly" or "annual" 
as appropriate and whether for an academic or fiscal year.  This form should be 
used and should not be replaced with a Personnel Action Request Form (PARF) 
or a budget memorandum. 

Form V-1, Statement of Understanding/Agreement between Institution and 
Volunteer, will be used for volunteer workers.  In order for a volunteer worker in 
an institution supported program to be eligible for reimbursement of the costs of 
defense in the event of a claim arising out of their actions, the institution is 
required by TCA 8-42-101(3)(B) to register the name of the volunteer with the 
Tennessee Board of Claims.  (See attachment to Form V-1.)  If the institution 
fails to register the volunteer and the state pays attorney fees or a judgment 
based on the volunteer's actions, cost and awards will be funded through the 
institution's budget.  In addition, if the volunteer is a medical professional 
providing direct health care as a volunteer, he/she is only considered a "state 
employee" under the defense reimbursement provisions for purposes of medical 
malpractice. 

Form D-1 is addressed above. 

Institutions and technology centers are advised to exercise extreme caution in 
connection with employment letters to personnel and any cover letters which are 
used to transmit personnel transaction forms, to ensure against inconsistent 
statements or commitments.  Moreover, all personnel transactions at the 
institutions and technology centers shall comply with the principles and 
provisions of the Board policy on equal employment opportunity and affirmative 
action (5:01:02:00). 

 VI. Transaction Records and Reports 

 A. Transaction Records 

 1. Institutions and technology centers shall develop and maintain adequate 
records to document all personnel transactions, including transactions which do 
not require the approval of the Chancellor. 

http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form V-1.pdf
http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Guidelines/TBR Form D-1.pdf
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 2. As provided in Section H.1. of the General Personnel Policy (5:01:00:00), all 
transaction records for an employee must be maintained as provided in Guideline 
G-070, Disposal of Records. 

 B. Transaction Reports 

1.  All campus personnel transactions shall be incorporated as part of the 
institutions' and technology centers' proposed operating budgets and October 31 
budget revisions.  The Board staff shall determine the appropriate form and 
medium for the information. 

 2. Current personnel information may be reported periodically to the staff by 
institutions and technology centers for administrative purposes relative to the 
maintenance and operation of management information systems. 

 3. Current personnel reports may be requested from the institutions and 
technology centers at any time in response to requests for information for the 
Board staff, Board, Legislature, etc. 

Affirmative action compliance audit reports may be requested on an annual 
basis.  

  

Source: July 2, 1976 and August 19, 1976 TBR staff memoranda; Revised 
September 16, 1980 TBR staff memorandum; July 1, 1984; August 16, 1984 TTC 
Sub Council meeting; July 1, 1985; February 16, 1988 Presidents Meeting; May 
15, 1990 Presidents Meeting, TBR Meeting September 21, 1990; November 13, 
1990 Presidents Meeting; November 11, 1991 Presidents Meeting; November 
12, 1996 Presidents Meeting; August 5, 1997 Presidents Meeting; February 16, 
2000 Presidents Meeting; Presidents Meeting May 21, 2001; February 13, 2002 
Presidents’ Meeting; November 5, 2003 Presidents' Meeting ; Presidents’ 
Meeting November 8, 2006; President’s Meeting February 13, 2007 
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Policy No. 5:01:00:00 
Subject: General Personnel Policy 

The following General Personnel Policy of the Tennessee Board of Regents is hereby 

adopted to delegate to the presidents of universities, community colleges, and technical 

institute, the authority and responsibility hereinafter specified concerning personnel, 

which the Board finds to be necessary and appropriate for the efficient administration of 

the institutions, and to establish standards, guidelines, and reporting requirements for 

the exercise of the delegated authority. 

The policy also cites specified authority and responsibility concerning personnel 

assigned to directors of the Tennessee technology centers. 

A. Scope of Delegation 

1.a. Presidents 

The appointments and terminations which require the prior approval of the president and 

the Chancellor include: 

1) All Vice Presidents (academic, business, student affairs, etc.) including all 

interim appointments; 

2) Academic deans, academic department and/or division  heads, Directors of 

the Centers of Emphasis and Excellence, (including those officers, who with 

varying titles, have line responsibility for administration of academic faculty 

or staff at the academic disciplinary unit level); including interim 

appointments; 

3) Appointments, promotions, and/or transfers to positions with salaries in 

excess of  $75,000; and of non-faculty (the promotion process for faculty is 

governed by TBR Policies 5:02:02:10, 5:02:02:20, and 5:02:02:30), and/or 

transfers to positions with salaries in excess of $75,000 and 
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4) Any other positions which may be designated by the Chancellor.  

 b. Directors 

The appointments, changes of status, compensation, and termination of the TTC 

assistant directors shall be subject to the prior approval of the Vice Chancellor for 

Technology Centers. 

2. The president of a university, community college, or technical institute and the director 

of a Tennessee technology center are authorized to appoint, determine the 

compensation and change of status of, and terminate all other employees at the 

institution or center subject to the provisions of this and other relevant Board policies and 

procedures and the Board approved Compensation Plan Guideline. 

The president may delegate the foregoing authority to a designated person or persons at 

the institution provided that all appointments and compensation of faculty and 

administrative personnel shall be subject to the approval of the president.  Subsequent 

references to the president of an institution include the president or his or her 

appropriate designee. 

The director of a Tennessee technology center may not delegate the foregoing authority. 

B. Appointments 

1) The president of a university, community college, or technical institute and 

the director of a Tennessee technology center are authorized to appoint and 

employ personnel within the scope of delegation provided in Section A for 

positions at the institution or center which have been approved by the Board 

in an operating budget (work program) at a level of compensation which 

does not exceed the amount specified in the operating budget; provided that 

new appointments to approved positions may be made at a level of 

compensation in excess of the amount specified where funds are available, 

subject to confirmation of the transfer of budgeted funds by the Chancellor. 
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2) No employment agreement, or contract, or letter of agreement shall be used 

in the appointment or employment of personnel unless the form of 

agreement, contract, or letter has been approved by the Chancellor. 

3) New administrative positions shall not be established in an institution's or 

center's administrative organization, and no major change in the 

administrative organization of an institution or center shall be made, unless 

approved by the Chancellor. 

4) The minimum qualifications for the appointment of faculty at universities, 

community colleges, and the technical institute shall be the Minimum Rank 

Criteria for Professional Personnel in Instruction, Public Service, and 

Research set forth in Board Policy No. 5:02:02:20 and 5:02:02:30, which is 

incorporated herein by reference. The minimum criteria for tenure-track or 

tenure appointments at Tennessee technology centers are specified in 

Board Policy No. 5:02:02:10.  All part-time or temporary faculty must be 

appointed according to the provisions of Board Policy. 

5) The minimum qualifications for the appointment of all personnel other than 

faculty shall be determined by the president or director, based upon the 

duties and responsibilities of the position, and shall be recorded and 

maintained by the institution or center, subject to any minimum qualifications 

for personnel positions which may be established by the Board.  

C. Nature of Appointments 

1) Faculty at universities, community colleges, and the technical institute shall 

be employed pursuant to the types of appointments specified in Board Policy 

No. 5:02:02:20 and 5:02:02:30, which is incorporated herein by reference. 

Faculty at Tennessee technology centers shall be employed pursuant to the 

types of appointment specified in Board Policy No. 5:02:02:10, which is 

incorporated herein by reference. 
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2) Personnel other than faculty shall be appointed to serve at the pleasure of 

the president or, at Tennessee technology centers, of the director. 

3) All full-time personnel, including faculty, shall be required to devote a 

minimum of 37.5 hours per week to the institution or center, and shall 

maintain appropriate office hours as determined by the president (or his or 

her designee) or, at Tennessee technology centers, by the director.  

Calculation of the 37.5-hour week shall follow such guidelines as 

promulgated by the Chancellor. 

4) Within the requirement of a minimum of 37.5 hours per week, faculty at 

universities, community colleges, or the technical institute shall be required 

to carry a full teaching load, which shall be fifteen (15) credit hours or the 

equivalent per term for undergraduate courses, twelve (12) credit hours or 

the equivalent per term for graduate courses, two hundred and twenty-five 

(225) non-credit contact hour or the equivalent per term.  All equivalent 

teaching load activities shall be subject to prior review and approval by the 

president (or his or her designee).Within the requirement of a minimum of 

37.5 hours per week, faculty at Tennessee technology centers shall normally 

be required to carry thirty (30) contact hours per week of teaching. 

5) In addition to the requirement of Section C-3 above, full-time administrative 

personnel shall be required to devote sufficient time to complete their 

assigned duties and responsibilities.  When administrative personnel are 

appointed on an academic year basis, such personnel shall be required to 

devote sufficient time to fully perform the administrative responsibilities for 

the academic year, including periods preceding or following the academic 

year. 

6) Personnel at universities, community colleges, or the technical institute who 

are appointed on an academic year basis shall be on duty for not less than 

nine months, which shall commence from the time designated by the 

president prior to the institution's registration for the fall term of each year 
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through the time designated by the president at the end of the spring term, 

and shall be subject to call for duty during that period regardless of whether 

classes are in session.  

D. Compensation 

1) The president or director is responsible for compliance with all federal and state 

laws and regulations, and all Board policies and directives, concerning 

compensation for employees, and compensation for employees shall be subject 

to limitations imposed by the Board or the General Assembly. 

2) All regular full-time salaried personnel, whether on an academic or fiscal year 

appointment, shall be paid twelve (12) monthly installments each year, provided 

that exceptions may be made upon termination, or as approved by the 

Chancellor. 

3) All full-time and part-time employees are required to participate in the automatic 

deposit program for the direct deposit of their salaries. Each campus has the 

option to require student workers to participate in the direct deposit program as 

long as there is no charge to the student unless exempted by Federal Work 

Study Guidelines. 

4) Part-time instructional personnel shall be paid on the basis of the credit or non-

credit hours taught, pursuant to such guidelines and/or schedules as may be 

established by the Board. 

5) The president or director shall insure that all employees shall be paid equal 

wages or salaries for equal work in positions the performance of which requires 

equal skill, effort and responsibility, and which are performed under similar 

working conditions, except where pay differentials are based upon:  (a) market 

factors, (b) a merit or evaluation system, (c) length of service, or (d) any other 

proper, non-discriminatory basis.  When any of the foregoing bases are relied 

upon to justify pay differentials for employees in similar positions as described 
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above, the basis and the attendant circumstances shall be substantiated in 

writing and maintained by the institution or center. 

6) Overtime payments and compensatory time are available to employees not 

exempt from the FLSA.  The Chancellor is authorized to issue guidelines relative 

to the use of compensatory time and payment of overtime and the rates 

pertinent to each. 

7) Each institution and technology center shall develop policies and procedures for 

the administration of the compensation system at the institution or center subject 

to the approval of the Chancellor, and subject to the Compensation Plan 

Guideline promulgated by the Board.   This includes reclassifications and 

degree changes. 

8) Faculty members may be asked to temporarily assume administrative 

responsibilities which entail moving from an academic year to a fiscal year 

contract with the assignment of additional duties.  This temporary appointment 

may be on a long-term or short-term basis but is still considered a temporary 

appointment subject to this policy. This does not apply when a faculty member is 

hired into a permanent administrative position such as a deanship which 

requires a twelve-month contract. 

 

Temporary administrative responsibilities may necessitate the awarding of an 

administrative stipend in addition to the previously established salary.  The 

stipend amount or any other understanding concerning compensation must be 

set out in a newly-executed contract.  The contract (1) should include a 

statement that the stipend is awarded as compensation for the additional 

administrative responsibilities and will be removed at the time the administrative 

responsibilities end or (2) should otherwise address how compensation would 

be affected at the end of an administrative appointment. 

 

The awarding of an administrative stipend is an issue separate from that of 

conversion from an academic year to a fiscal year basis.  When the conversion 

is to take place, the institution should just convert the salary from the academic 
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year contract by adding 25% and then adding any stipend amount determined 

necessary. 

 

The following illustrates the procedure defined above.  A faculty member making 

$20,000 on an academic contract is converted to a fiscal year contract at a 

salary of $25,000.  In addition, a $1,500 administrative stipend is added and so 

indicated because of additional duties.  The total amount of salary is then 

$26,500.  At the time the faculty member serving as administrator returns to a 

faculty position on an academic year basis, the administrative stipend will end.  

Then the base faculty salary is reduced to an academic year contract at a rate 

no less than 80% of the fiscal year contract.  The institution may choose to 

exceed the 80% number on the basis of comparable faculty salaries, including 

rank, merit, length of service, experience, degrees and yearly percentage 

increase in salary. 

E.   Changes of Status and Terminations 

The president or director is authorized to approve changes of status ( i.e., transfers, 

promotions, demotions, or other changes in duties or responsibilities) of personnel within 

the scope of the delegation provided for in Section A, provided that when a change of 

status would cause the employee to be within the scope of positions subject to approval 

of the Chancellor, the change of status will be subject to the Chancellor's approval.  The 

president/director of each TBR institution/center may establish procedures for 

accomplishing promotions, demotions, and transfers between institutions/centers within 

the Tennessee Board of Regents System, in such manner as to ensure fair and 

equitable treatment to all personnel, and in accordance with established TBR policies.  

Any such action must be taken within the parameters of the institution's or central office's 

Affirmative Action Plan, and must be reviewed and certified by the institutional 

Affirmative Action Officer. 

 

Inter-institutional promotions, demotions, and transfers must be discussed and approved 

by the appointing authorities of the two institutions/centers concerned prior to any 

discussion with the candidate.  Any candidate promoted must meet all established 

minimum qualifications as determined by the appointing authority. 

 



 8

For purposes of this policy, the following definitions apply:  

A promotion is defined as an increase in position or rank brought about by means of 

assuming the duties of a vacant position of higher classification, or assuming duties 

which warrant a reclassification of present position to one at a higher level. 

 

A demotion is defined as a decrease in position or rank brought about by means of 

assuming the duties of a vacant position of lower classification, the realignment of duties 

presently performed which warrant a reclassification of present position to one at a lower 

level, or the assignment of a position at a lower classification subsequent to the 

disciplinary procedure or disqualification from present duties as a result of mental or 

physical incapacity to perform the required work. 

 

A reclassification occurs when an employee’s duties and responsibilities evolved to the 

extent that another classification is more appropriate. 

 

A lateral transfer is defined as the assumption of duties of another position at the same 

level. 

Promotion of Faculty - The promotion of faculty shall be subject to Board Policy No. 

5:02:02:20 and 5:02:02:30 (for universities, community colleges, and the technical 

institute) and Board Policy No. 5:02:02:10 (for Tennessee Technology Centers). 

Promotion of Non-faculty Promotions of personnel other than faculty should be made 

pursuant to established and written criteria developed by the institution or center.  

Promotions and transfers are an acceptable means of filling vacancies.  However, such 

promotions and transfers must be achieved within the parameters of institutional 

affirmative action plans.  In addition, any vacant position created by that promotion must 

be filed within the provisions of this Policy and applicable guidelines. 

Terminations and Transfers The president or director is authorized to terminate and 

transfer all personnel within the scope of the delegation of authority provided for in 

Section A, provided that terminations of faculty shall be pursuant to the provisions of 

Board Policy No. 5:02:03:60 and 5:02:03:70 (for universities, community colleges and 

technical institutes) or Board Policy No. 5:02:03:10 (for technology centers).  
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Termination for Gross Misconduct Gross misconduct may include, but is not necessarily 

limited to: any act or omission which may seriously disrupt or disturb the normal 

operation of the institution/center/Central Office; any work-related conduct which would 

subject the employee to criminal conviction; theft or dishonesty; gross insubordination; 

destruction of institution/center/Central Office property; falsification of records; acts of 

moral turpitude; reporting for duty under the influence of intoxicants; the illegal use, 

manufacture, possession, distribution, or dispensing of controlled substances or alcohol; 

disorderly conduct; provoking a fight; and/or such other similar acts involving intolerable 

behavior by the employee.  In determining eligibility for unemployment compensation 

benefits, the definition of gross misconduct utilized by the Tennessee Department of 

Employment Security is not affected by the definition outlined in this paragraph.  

 

In the case of gross misconduct, immediate disciplinary action up to and including 

termination should be taken.  An employee suspected of theft of institutional property 

may not resign as an alternative to discharge after the investigation has been 

completed.  Any exceptions to this requirement must be made by the institution's 

President or Center's Director after consultation with the Vice Chancellor for Business 

and Finance.  If the employee resigns during the investigation, the employment records 

must reflect the situation at the date of resignation and the outcome of the investigation. 

 

Refer to Annual Leave Policy 5:01:01:01 and Sick Leave Policy 5:01:01:07 regarding the 

loss of unused leave if termination of employment is due to gross misconduct. 

Reduction in Force - Each institution or center shall develop a consistent and equitable 

method of notifying and terminating faculty and non-faculty employees in the event that a 

reduction in force, reorganization or elimination of any occupational classification within 

a unit becomes necessary.  The method should include a written rationale to the 

reduction, review of the institution's or center's operations, identification of the functional 

area(s) affected, a review of the budgetary implications involved, and development of the 

specific written criteria to be used in identifying the duties that will be reassigned and/or 

eliminated in the event of a reduction. 

 

Only after specified functions/duties have been identified by unit heads and approved by 

the president/director does the review of individual personnel begin.  Unit heads in 

consultation with personnel services staff will assess the specified areas and the 
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employees in those areas in order to make recommendations to the President/Director 

relative to the specific personnel changes to be made.  In making personnel 

recommendations to the President, the factors used in reaching the recommended 

decisions may include, but are not limited to:  

 

Length of service in the position and/or length of service at the institution or center, past 

written performance appraisals, and functional needs of the unit, and qualifications 

needed to perform remaining duties of the affected units. 

 

Prior to a final decision by the president/director and notification to the employees and in 

consultation with the staff of General Counsel, the impact of the recommendations shall 

be considered in light of non-discriminatory requirements listed in Section F of this 

policy.  In the event of one of the above actions, it is permissible to transfer qualified 

individuals to vacancies at other departments/divisions, institutions or centers within the 

System. Written notification to the affected employees must be given as far in advance 

of the effective date as possible.  Effective 2004, employees affected by a RIF must 

receive notification when vacancies occur for like positions at their former campuses 

within 12 months of the RIF. 

Absence from Duty An employee who is absent from duty for more than three (3) 

consecutive business days without giving notice to the appointing authority or 

appropriate manager concerning the reason for such absence and without securing 

permission to be on leave or who fails to report for duty or to the immediate supervisor or 

the appointing authority within two (2) business days after the expiration of any 

authorized leave of absence, absent unusual circumstances causing the employee's 

absence or preventing the employee's return, is considered as having resigned not in 

good standing. 

F. Non-Discrimination Requirements 

The president or director shall insure that all appointments, changes of status, 

compensation, and terminations are all in compliance with Board Policy No. 5:01:02:00 

(EEO Affirmative Action) which is incorporated herein by reference and that no person is 

discriminated against on the basis of race, sex, religion, age, color, or national origin in 

any area of employment. An annual compliance audit will be conducted by the System 

Affirmative Action Officer. 
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G. Employment Practice Complaints 

Upon receipt by an institution or center of any charge or claim alleging violations of state 

or federal laws or regulations in any area of employment by any state or federal agency, 

a copy of the notice of the charge or claim shall immediately be transmitted to the Office 

of the General Counsel.  The president or director shall forthwith initiate an investigation 

of the charge, and shall report to the General Counsel the results of the investigation.  

The Office of the General Counsel will coordinate and approve all responses to the 

appropriate agency.  The president or director shall transmit to the General Counsel 

copies of all correspondence from or to the state or federal agency involved.  All 

interactions with the state or federal agency shall be coordinated through the Office of 

the General Counsel. 

Internal complaints, charges, or claims concerning matters of employment shall be 

handled through the established procedures at the institution or center, subject to 

approval by the president or director.  In any case where the president or director makes 

a decision which is adverse to the charge or claim of the person, the president or 

director shall advise the person of any right of appeal provided by Board policy. 

H. Academic Credentials to comply with T.C.A §49-7-133 

It is a Class A misdemeanor to misrepresent academic credentials. A person commits 

the offense of misrepresentation of academic credentials who, knowing that the 

statement is false and with the intent to secure employment at or admission to an 

institution of higher education in Tennessee, represents, orally or in writing that such 

person: 

Has successfully completed the required course work for and has been awarded one (1) 

or more degrees or diplomas from an accredited institution of higher education; 

Has successfully completed the required course work for and has been awarded one (1) 

or more degrees for diplomas from a particular institution of higher education; or 

Has successfully completed the required course work for and has been awarded one (1) 

or more degrees or diplomas in a particular field or specialty from an accredited 

institution of higher education. 

I. Records and Reporting Requirements 



 12

The president or director shall maintain full and complete records on all personnel, 

including all appointments, compensation, change of status, and termination as specified 

in Guideline G-070, Disposal of Records. 

J. Moving Expenses 

Travel expenses directly associated with a move may include mileage of all owned 

vehicles and en route lodging. Lodging may be covered for the employee and all 

immediate family members residing in the household.  En route lodging may be provided 

for one night if the distance of the move is 400 miles or more, plus one additional night 

for each additional 400 miles.  Lodging for one night at the destination may be permitted. 

 

Lodging will be consistent with the Tennessee Board of Regents travel policy rates.  

Mileage will be reimbursed at the current IRS rate for moving mileage.  Travel expenses 

incurred when moving from another state to Tennessee will be reimbursed at the 

out-of-state rates. 

 

For the purpose of these regulations, immediate family is defined as any of the following 

named members of the employee's household at the time he/she reports for duty at 

his/her new official station: spouse, children (including step-children, adopted children, or 

foster children) unmarried and under 21 years of age or physically or mentally incapable 

of supporting themselves regardless of age, or dependent parents of the employee and 

the employee's spouse. 

If two or more members of an immediate family otherwise qualify for reimbursement or 

allowances under these regulations as Tennessee Board of Regents employees, only 

one member shall be eligible for employee reimbursement or allowances; the other is 

eligible for reimbursement as a family member. 

Storage of household goods and personal effects may be allowed for a period of 30 

consecutive days. 

Arranging for Moving and Payment 

 

A. If the total moving expense authorized exceeds $5,000 and if the institution agrees to 

pay all of the cost of a commercial mover, the institution must arrange for the mover 

through normal purchasing procedures.  The vendor should be paid directly by the 
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institution. 

 

B. In all other cases, the institution may require, at its option, that arrangements be 

made through its purchasing department or the employee may make the arrangements 

and seek reimbursement. 

 

C. Only arrangements made directly by the institution will be reimbursed directly to 

vendors by the institution.  In other cases the institution should reimburse the employee. 

Claims for reimbursement must be supported by an invoice. 

Other Provisions 

 

A. Moving expenses will be paid or reimbursed only after a contract is executed between 

the employee and the institution.  See Attachment A 

B. All travel and travel expenses shall be accomplished as soon as possible, but in no 

event shall the effective date of the move to the completion of travel and transportation 

exceed twelve (12) months unless written extension is granted by the President/Director 

of the institution/school.  All payments or reimbursements must be made within twelve 

(12) months of the date employment begins for new employees or relocation occurs for 

relocated employees. 

 

C. The agreement on the amount of moving expenses to be paid, the type expenses to 

be paid, responsibility for arranging logistics, etc., should be clearly understood in writing 

between the employee and the institution. 

 

D. The institution shall assume no liability whatsoever for personal injuries, property 

damages, or other losses which may be sustained in connection with any moves 

undertaken pursuant to these regulations. 

K.   Immigration Expense Allowance 

New employees may receive reimbursement for immigration expenses when considered 

to be in the interest of the institution and when such payment is a part of the employment 

negotiation with a new employee or the relocation of a current employee from another 

http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Policies/1402_Attachment_A.pdf
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employer or institution. Reimbursement/fee allowance for immigration fees must be 

approved in advance by the Director or President or his/her designee. 

This provision applies only to candidates who are required to pay immigration fees to 

work and live in the U.S.  No TBR employee may receive reimbursement more than 

once. 

No payment shall be made unless the employee agrees in writing to remain in the 

service of the institution for a period of twenty-four (24) months following the effective 

date his/her employment agreement, unless separated for reasons beyond his/her 

control and acceptable to the institution.  The service agreement statement should be 

maintained in the employee’s personnel file.  In case of a violation of such an 

agreement, any funds expended by the institution for such allowance shall be 

recoverable from the employee as a debt due the institution in the same manner as 

educational allowance payments. See Attachment B  

Reimbursement shall be in the maximum amount of $4500 and shall not exceed the 

employee’s actual, documented expenses.  The allowance cannot be used to defray 

non-immigration-related costs or any costs not associated with the individual employee’s 

immigration expenses.  

Reimbursable fees include: fees charged by a licensed immigration attorney retained in 

connection with the application, filing, permanent residence fee, fee for any application 

to enter the U.S., fee for application to remain in the U.S., and associated fees required 

in the application process, such as medical examinations, fingerprinting, photo 

identification, postal/courier fees, and costs of evaluating foreign academic credentials or 

translations of foreign documents. 

The employee is responsible for making arrangements for representation, completion of 

paperwork, assistance in the immigration process, and submission of all bills and/or 

invoices for which reimbursement is sought.  Faculty may submit a claim for 

reimbursement by sending a request with original receipts to the Chief Academic Officer. 

 L. Exceptions 

The Chancellor is authorized to approve exceptions to the provisions of this policy, or to 

suspend the provisions of this policy as to any or all institutions or centers when 

necessary to ensure proper compliance with Board policies, guidelines, and procedures. 

http://www.tbr.edu/uploadedFiles/Polices_and_Guidelines/Personnel_Policies/1402_Attachment_B.pdf
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Source:  SBR Meetings:  June 25, 1976; March 4, 1977; June 26, 1981; September 18, 

1981; September 30, 1983; September 16, 1988; March 17, 1989; September 21, 1990; 

December 7, 1990; March 19, 1993; September 20, 1996; December 6, 1996; June 20, 

1997; June 29, 2001; March 15, 2002; December 5, 2003; September 24, 2004; Board 

Meeting March 29, 2007; Board Meeting June 29, 2007 
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Policy 5:01:00:10 
 
Subject: Personnel Records 
 
The following policy of the Tennessee Board of Regents on personnel records 
shall apply to all employees of the institutions and technology centers governed 
by the Board. 
 
Under the provisions of T.C.A. §10-7-503, personnel records are considered 
public records and may be inspected, extracted, or copied by any citizen of 
Tennessee during normal business hours, in accordance with reasonable rules of 
the office having custody of such records. 
 
However, T.C.A  §10-7-504(f)(1) treats as confidential the following information: 
home telephone and personal cell phone numbers; bank account information; 
social security number; driver license information except where driving or 
operating a vehicle is part of the employee's job description or job duties or 
incidental to the performance of his/her job; residential information, including the 
street address, city, state, and zip code, for any state employee; and the same 
information of immediate family members or household members.  This 
information must be redacted wherever possible, but access to otherwise public 
information shall not be limited or denied because a record contains confidential 
information. Further, this information is available to law enforcement agencies, 
courts, or other governmental agencies performing official functions. 
 
Each institution and technology center shall designate the official custodian of 
permanent personnel records, provided that more than one official custodian may 
be designated for different classifications of employee records. The official 
custodian of permanent personnel records shall be responsible for maintaining 
the permanent personnel files. The authority of the official custodian may be 
delegated to such assistants as are provided by the institution or technology 
center. 
 
Each institution or technology center shall develop a procedure to assure that 
employees are informed about records maintained about them and to permit 
them, upon request, to review the material. Pursuant to T.C.A. § 8-50-108, a 
state employee may inspect his/her own personnel file at any reasonable time. 
The employee may request copies of any material contained in such file, which 
copies shall be furnished to the employee upon payment of the cost of such 
reproduction. A procedure shall also be developed by each institution or school 
to monitor the release of information contained in personnel files in a manner 
consistent with individual rights to privacy and institutional or school and external 
needs for information. 
 
As defined in T.C.A. § 10-7-301(b), public record(s) or state record(s) means all 
documents, papers, letters, maps, books, photographs, microfilms, electronic 

Deleted: unpublished 
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data processing files and output, films, sound recordings, or other material 
regardless of physical form or characteristics made or received pursuant to law 
or ordinance or in connection with the transaction of official business by any 
governmental agency. 
 
Nothing in this policy shall require the maintenance of any record for any period 
of time in excess of any retention period established by the institution or school, 
the Board, or State or Federal law. 

Source: TBR meetings: June 25, 1976; March 4, 1977; June 26, 1981; 
September 18, 1981; September 30, 1983; September 16, 1988; March 15, 2002 
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Policy No. 5:01:01:03 

Subject: Leave of Absence 

It is the policy of the Tennessee Board of Regents to provide approved, unpaid 
time off to regular employees due to reasons of illness or injury, or disability of an 
employee who has insufficient accumulated annual and/or sick leave, leave for 
educational purposes and leave for justifiable personal reasons. [Refer to 
5:01:01:08 for maternity leave policy.] Leave of absence as referred to in this 
policy shall include any period of administrative leave with pay up to a maximum 
of 90 days, pending an institutional review or investigation or leave in a non-pay 
status or athletic competition leave as defined below.  Administrative leave with 
pay must be approved by the President or Director following review by the Office 
of Human Resources.   

Leave of absence without pay, not to exceed one (1) year, may be granted for 
justifiable absences wherein it is not desirable to terminate the employee. 
Factors to be considered in determining whether it is desirable to not terminate 
the employee and to approve leave of absence without pay include whether (a) 
there are extraordinary circumstances present that justify keeping a position 
open or vacant and preserving it for that employee, (b) it is, objectively and from 
a business standpoint, in the institution’s best interest to retain the employee 
because of demonstrated contributions to the department, and (c) the employee 
performs a unique service or has unique qualifications that are required for the 
position.  Such leave must be approved by the president/director/Chancellor or 
his/her designee, and any additional leave must be approved by the Chancellor 
upon the recommendation of the President/Director. 

Leave of absence shall be granted for any period (which may exceed one (1) 
year) when an employee transfers to another TBR institution or school or to the 
Board's central office and requests to be placed on leave of absence. 

Employees who request an unpaid leave of absence due to a Family and Medical 
Leave Act (FMLA) qualifying event shall have their leaves processed in 
accordance with the provisions of Family and Medical Leave Policy 5:01:01:14 
regarding eligibility, continuation of insurance coverages, maximum leave period 
for parents who are both State employees, etc. 

If an employee is not eligible for FMLA leave or the period of the leave exceeds 
the FMLA maximum, the remaining balance of the leave shall be processed in 
accordance with the provisions of this policy. 
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In addition, an employee who is on an unpaid leave of absence which does not 
qualify as FMLA leave shall be responsible for paying both the employee and 
employer portion of insurance premiums. 

While on leave of absence for educational purposes or other justifiable personal 
reasons other than non-qualifying FMLA leave, illness, injury, or disability, an 
employee retains accumulated annual and sick leave, but does not earn or 
accrue additional annual or sick leave. An employee who has qualified for 
Workers' Compensation may retain accumulated annual and sick leave. In 
addition, an employee on leave of absence is not entitled to compensation for 
official holidays occurring within the leave period. 

In addition to the previously defined leave of absence policy, pursuant to Chapter 
52 of the Public Acts of 1989, public employees who qualify as members of a 
United States team for athletic competition, on the world, Pan-American or 
Olympic level in a sport contest in either Pan-American or Olympic competitions 
are eligible to request a leave of absence with or without pay for the purpose of 
preparing for and engaging in the competitions just described. Team is defined 
as meaning any group leader, coach, official, or athlete who comprises the 
official delegation of the United States to World, Pan-American, or Olympic 
competition. In no event shall the total of all such leave exceed the period of the 
official training camp and competition combined plus a reasonable amount of 
travel or 90 calendar days a year whichever is less. The granting of leave under 
this section shall be discretionary with the public employer. In order to qualify for 
athletic competition leave, a public employee must: 1) be actively working for the 
public employer from whom the leave is requested at the time the request is 
made; 2) request such leave of absence a reasonable period prior to the date the 
public employee wishes the leave to commence; 3) at the time of the request, the 
employee shall provide the employer with the actual or anticipated dates of the 
competition, the dates of the official training camp and specify the total number of 
leave days that will be necessary in order for the public employee to participate; 
4) the public employee must provide satisfactory evidence of qualification and 
selection for participation. 

An employee of a TBR institution who is a member of the United states Air Force 
Auxiliary Civil Air Patrol who participates in a training program for the civil air 
patrol, or in emergency and disaster services, shall be entitled to a leave of 
absence with pay for a period of not more than fifteen (15) days during a 
calendar year for such purposes if the leave of absence is at the request of the 
employee’s wing commander or the wing commander’s designated 
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representative. Any leave of absence pursuant to this section shall be in addition 
to any other leave of the employee. All other rights and benefits of the employee, 
including seniority rights, insurance benefits, health insurance benefits, creditable 
service and all other such rights and benefits, shall continue. 

The employee may be granted leave pursuant to the provisions of this Act with or 
without pay subject to the complete discretion of the employer. If leave of 
absence under this Chapter is granted with pay, the employee retains 
accumulated annual and sick leave and continues to earn or accrue additional 
annual and sick leave. The employee is also entitled to compensation for official 
holidays occurring within the leave period. If the leave is granted without pay, an 
employee retains accumulated annual and sick leave, but does not earn or 
accrue additional annual or sick leave. The employee on leave of absence 
without pay is not entitled to compensation for official holidays occurring within 
the leave period. The president/director of the institution must approve the 
request. 

  

Source: TBR Meetings, August 15, 1975; June 25, 1976; December 2, 1977; 
June 30, 1978; June 29, 1979; June 26, 1981; September 18, 1981; September 
24, 1982; June 24, 1983; September 30, 1983; June 28, 1985; June 26, 1987; 
December 4, 1987; September 22, 1989; December 15, 1995; March 15, 2002 
(Finance and Administration approved April 11, 2002) 

Note: The provisions of this policy adopted at the August 15, 1975 meeting, 
became effective on January 1, 1976, and changes in eligibility to earn leave or 
in the amount of leave earned for period of service were prospective only. 

 



PROPOSED Policy No. 5:01:01:19
Subject: Volunteer Firefighter Service Leave

In accordance with TCA § 50-1-309, a regular employee who is an active 
volunteer firefighter may be permitted to leave work in order to respond to fire 
calls during such employee’s regular hours of employment without loss of pay, 
vacation time, sick leave, or earned overtime accumulation. Such employee may 
be permitted to take off the next scheduled work period within twelve (12) hours 
following such response as an annual leave or sick leave day without loss of pay 
if the employee assisted in fighting such fire for more than four (4) hours. If the 
employee is not entitled to an annual leave or sick leave day then such employee 
may be permitted to take off such work period without pay. 

In addition, any employee who is an active volunteer firefighter and who worked 
for more than four (4) hours the prior day or night as a volunteer firefighter in an 
emergency may be permitted to take off the next scheduled work period within 
twelve (12) hours following such emergency as an annual leave or sick leave day 
without the loss of pay.  If the employee is not entitled to an annual leave or sick 
leave day then such employee may be permitted to take off such work period 
without pay. 

The employer may require the employee to submit a written statement from the 
chief of the volunteer fire department verifying that such employee responded to 
a fire or was on-call and specifying the date, time and duration or such response. 

 1
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Guideline P-131 
Subject: Educational Assistance for Spouse and Dependents of 
TBR Employees 

(PERTAINS ONLY TO UNDERGRADUATE COURSES TAKEN BY SPOUSES 
AND CHILDREN AT TENNESSEE BOARD OF REGENTS AND UNIVERSITY 
OF TENNESSEE INSTITUTIONS) 

Support for Educational Assistance 

The Tennessee Board of Regents is committed to the need for the continued 
professional growth and development of employees. Support for educational 
assistance of personnel and their dependents is an important vehicle for 
addressing that need. The programs for TBR employees and dependents are 
available subject to funds being budgeted and available within the 
institution/technology center/Central Office.  The Office of Human Resources is 
responsible for the administration of the various programs with the exception of 
the program for dependents of veterans (B-061) and two programs offered to 
general state employees and the dependents of licensed teachers and State 
employees (B-062).  Exceptions to the provisions of the programs for TBR 
employees can be made upon recommendation of the president/director and 
approval by the Chancellor. 

Types of Support for Educational Assistance  

The guidelines for Educational Assistance (P-130, P-131, B-061, B-062) contain 
a total of eleven (11) programs.  The Programs in P-130 provide benefits to 
personnel at TBR institutions, Tennessee Technology Centers and the Central 
Office to further their formal education.  The Program in P-131 provides benefits 
for dependents of TBR employees.  The programs in B-061 provide assistance to 
dependents of veterans and to state employees 65 years of age and older.  The 
programs in B-062 provide assistance to state employees and dependents of 
public school teachers.  The programs are: 

P-130 – Educational Assistance for TBR Employees 

I.       Faculty or Administrative/Professional Staff Grant-in-Aid Program 

II.      Faculty or Administrative/Professional Staff Tuition or Maintenance Fee 
Reimbursement Program 

III.     Employee Audit/Non-credit Program 
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IV.     Clerical and Support Staff Maintenance Fee Payment Program 

V.      Fee Waiver for TBR/UT System Employees Program (PC 191) 

P-131 – Educational Assistance for Spouse and Dependents of TBR Employees 

I.       Fee Discount for Spouse and/or Dependent Children Program 

B-061 – Educational Assistance for State Employees and Dependents of State  
Employees or Public School Teachers 

I.       Public Higher Education Fee Waiver for State Employees Program 

II.      Fee Discount for Dependent Children of Licensed Public School Teachers 
or State Employees Program 

B-062 – Other Educational Assistance Programs 

I.         Veterans’ Dependents’ Post-Secondary Education Program 

II.        Age 65 or Above Program 

Complete eligibility information is contained within each Guideline. 

Taxation of Educational Assistance Programs 

Undergraduate and graduate course tuition, up to $5250 per year, paid by the 
Tennessee Board of Regents institutions and the University of Tennessee 
System for their employees is eligible for exclusion from the employees' gross 
annual income, in accordance with Internal Revenue code (IRC) Section 127. 

I. Fee Discount for Spouse and/or Dependent Children Program 

The purpose of this policy is to establish the provisions for such fee discounts up 
to 50% of the undergraduate fee and all mandatory student fees payable at the 
time of registration for spouses and dependent children of regular full-time and 
regular part-time employees, and to encourage such qualified students to attend 
the Tennessee technology centers, TBR and UT institutions. These mandatory 
student fees include maintenance fees, tuition, debt service fee, student activity 
fee, general access fee, student government fee, and technology access fee.  
The mandatory student fees do not include the application fee, off-campus 
facilities fee, or any special course fees. 

A. Eligibility 

The following groups will be eligible under this program: 
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1. Regular full-time employees are eligible for a student fee discount for their 
spouses and dependent children who have been admitted to any of the 
institutions in the TBR or UT system as undergraduate students through regular 
admission procedures.  Spouses and dependent children of regular part-time 
employees who have one or more years of continuous service within either 
system working a minimum of fifty percent (50%) time shall receive a pro rata 
discount based on the employee’s percentage of employment.  (Part-time 
employees with temporary service immediately preceding regular service shall 
receive credit for such service if they are eligible for leave accrual adjustments.) 

2. Spouses of employees having 10 or more years of continuous full-time service 
within the Tennessee Board of Regents system immediately preceding 
retirement or death are eligible for the fee discount for 5 years from the date of 
death or retirement of the employee whichever shall occur first. Dependent 
children of such employees who are age 26 and under are eligible for the fee 
discount. 

3. Spouses of employees having less than 10 years of full-time continuous 
service within the Tennessee Board of Regents system immediately preceding 
retirement or death are eligible for the fee discount for two years from the date of 
death or retirement of the employee, whichever shall occur first. 

Dependent children of employees having less than 10 years of full-time 
continuous service immediately preceding  retirement or death are eligible for the 
fee discount for 2 years from the date of death or retirement of the employee, 
whichever comes first. The fee discount is only available for dependent children 
age 26 and under.   However, in accordance with TCA§ 8-50-115, dependents 
under age 24 at the end of the two-year period become eligible for a 25% 
discount if the parent: 

(1)     died while employed full-time (effective May 31, 1997) 

or  

(2)     was killed on the job or in the line of duty while a full-time employee 

Example 1:  A dependent is 24 years of age when an employee with less than 10 
years of service retires/dies.  The dependent is eligible for the 50% discount for 2 
years or through age 26, whichever comes first.  Since he/she is 26 at the end of 
2 years, no additional benefit is available under TCA§8-50-115. 

Deleted:  and medical residents
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Example 2:  A dependent is 18 years old when an employee dies with less than 
10 years of service. He/she is eligible for a 50% discount for 2 years. Since 
he/she is 20 when the two-year period expires, the dependent is then eligible for 
a 25% discount through age 23. 

4. Spouses of employees who had 10 or more years of continuous regular part-
time service immediately preceding retirement or death are eligible for the fee 
discount on a pro rata basis for 2 years from the date of death or retirement of 
the employee. 

Dependent children of such employees are eligible for the fee discount for 2 
years from the date of death or retirement of the employee. 

The pro rata discount will be based on the employee’s percentage of 
employment at the time of retirement or death. 

5. Spouses and dependent children must be admitted to the Tennessee Board of 
Regents or University of Tennessee institutions, or Tennessee Technology 
centers, through standard admissions procedures. 

6. For purposes of this program, dependent children shall be defined as: 

a. The employee's natural children 26 years of age or under; 

b. The employee's stepchildren, provided such children are 26 years of age or 
under; 

c. The employee's legally adopted children who are 26 years of age or under; or 

d. Any other individuals who are 26 years of age or under and living in a 
parent/child relationship with the employee, such as children of deceased 
parents who are being raised by a grandparent who is a TBR system employee. 

The institution, at its discretion, may require satisfactory proof of the relationship 
or criteria qualifying an employee's dependent for eligibility under this program. 

7.  Benefits provided by the Veterans’ Dependents’ Post Secondary Education 
Program are greater than those provided by the Student Fee Discount for 
Spouse and Dependent Children of Employees Program.  Therefore, dependents 
receiving such benefits are not simultaneously eligible for benefits from this 
program. (See Program VIII for complete information regarding rules and 
regulations.) 
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Example: A female employee has an eighteen (18) year old son whose father 
died while serving in the U.S. military during a qualifying period of armed conflict 
as defined in the Veterans’ Dependents’ Post Secondary Education Program.  
The dependent has been approved for monetary benefits under that program.  
As a result, he is no longer eligible for benefits under the Student Fee Discount 
for Spouse and Dependent Children of Employees Program. 

8. The employment status of the employee on the first day of classes for each 
term in which the spouse and/or dependent enrolls shall be used to determine 
eligibility and the amount of the student fee discount for his or her spouse and/or 
dependent children; a change in employee status after the first day of classes 
shall not affect eligibility for the student fee discount for that term. 

9. For employees who meet eligibility requirements after the first day of classes 
in which the spouse and/or dependent enrolls, the discount will be available at 
the beginning of the next term. 

10.  Each institution/technology center/Central Office shall be responsible for 
certifying employee eligibility for fee discounts under this policy. 

11. Employees who are on leave of absence with pay will retain eligibility under 
this policy; the employee's percentage of employment immediately prior to the 
effective date of the leave of absence shall determine the amount of the student 
fee discount. 

12. Employees who are on leave of absence without pay are not eligible for the 
spouse/dependent discount under this policy unless the leave of absence (a) is 
due to an on-the-job injury, (b) complies with the provisions of the Family and 
Medical Leave Act of 1993, or (c) is approved by the institution/technology 
center/Central Office to permit the employees to engage in teaching or other job-
related activities intended to increase their efficiency as employees.  Examples 
are activities such as student teaching or internships that are required parts of a 
degree program being sought. 

13. If a regular employee also qualifies under this policy as an employee's 
spouse or dependent child, other fee waiver and staff development provisions for 
employees shall take precedence. 

14. Employees are responsible for notifying the Office of Human Resources of 
any changes in eligibility. 

B. Fees Paid/Type Course Paid/Number of Hours 
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1.This program is applicable to undergraduate courses at Tennessee Board of 
Regents and University of Tennessee institutions up to and including full-time 
study. 

2. Correspondence or non-credit courses are not eligible, except at the 
Tennessee technology centers.  If the spouse or dependent child is receiving 
Title IV Financial Aid, the employee must notify the Financial Aid Office.  The 
amount remaining after financial aid and the discount rendered under this 
program may be paid in accordance with the provisions of Deferred Payment 
Plan Guideline B-070, provided a Deferred Payment Plan has been implemented 
at the institution the employee's spouse/dependent is attending. 

3. Auditing a course is allowed if the course is a credit course. 

C. Payback Provisions 

Payback provisions do not exist. 

D. When the Participant May Attend 

Does not apply. 

E. Accounting/Budgeting Provisions 

1. Discounts of 50% of the undergraduate maintenance fee and mandatory 
student fees are available for dependents of full-time employees; discounts for 
dependent children and spouses of eligible part-time employees are prorated 
based on percentage of time worked. 

2. The discount shall not be applicable to other fees, i.e., application for 
admission fees, applied music fees, lab fees, books and supplies, parking fees, 
dormitory charges or meal plans.  The amount of the discount shall be rounded 
to the nearest dollar. 

3. The request needs to be submitted two weeks prior to enrollment on TBR 
Request for Fee Discount for Spouse and/or Dependent form.  (See Appendix A.) 

4. The institution/technology center/Central Office where the person is an 
employee shall account for the chargeback as an employee benefit to indicate 
the employer (institution/technology center/ 

Central Office) is paying the cost for the benefit of the employee.  The charged 
institution/Technology center/Central Office shall remit the tuition fees to the 
institution providing instruction as maintenance income. 
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F.  Where the Participant May Attend 

Spouses and dependent children may enroll in undergraduate courses in either 
the Tennessee Board of Regents or the University of Tennessee Systems. 

  

Source: Presidents Meeting February 7, 2006; Presidents Meeting November 8, 
2006 
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PRESIDENTS/DIRECTORS QUARTERLY MEETINGS 

 
 
DATE:   August 19, 2008 – Presidents Meeting 
   August 20, 2008 – Directors Meeting 
 
 
AGENDA ITEM: Revision to the Presentation Process of the Regents Award 
 
 
ACTION:  Requires Vote 
 
 
PRESENTER:  Vice Chancellor David Gregory   
 
 
BACKGROUND INFORMATION: 
 
Attached is a proposed revision to the presentation process for the Regents Award for 
Excellence in Philanthropy.  The purpose of the change is to better accommodate the 
recipients’ schedules and to provide for more local participation and media coverage of 
the event.   
 
In the attached document, Items 2 and 3 listed under “Notification and Recognition of 
Award Recipients” have been revised and reflect a change in the location of future award 
presentations.  Going forward nominating institutions will coordinate the arrangements 
for award presentations since the presentations will now take place on your campus rather 
than during the quarterly board meetings.  The board will receive a report on an award 
presentation at each quarterly meeting and will be invited to participate in presentations 
that are held in their area.   



Revised 8/08/08 
 

REGENTS’ AWARD FOR 
EXCELLENCE IN PHILANTHROPY 

 
Procedure for Nomination, Selection, and Recognition of Recipients 

 
Call for Nominations 
A call for nominations shall be issued annually each Fall.  Institutions wishing to nominate individuals, companies, or 
organizations for an award should submit the completed nomination materials to the Tennessee Board of Regents.     
 
1. Nominations should be made by the president(s) and/or TTC director(s) of a Regents’ institution(s).  Signature 

of the president or TTC director is required on the nomination form.  Refer to item 2 below for award criteria.   
 
Selection Process 
1.  Nominations will be reviewed by a donor recognition committee appointed by the Chancellor.  The Committee 

will be composed of two university representatives, two community college representatives, and two 
technology center representatives. 

 
2. The Committee will review all application materials in light of the selection criteria and recommend a slate of 

recipients for the upcoming year.  If the initial call for nominations does not yield a sufficient number or 
quality of applicants for four awards each year, the Committee may issue an additional call for nominations.  

 
Awards will be made on the basis of the following criteria: 

• Generous giving of time and resources to TBR institutions. 
• Major influence on volunteers to become involved in fund raising. 
• Effective example setting; actively promotes importance of supporting higher education. 
• Ethical leadership in philanthropy. 
• Exceptional civic responsibility and integrity. 

 
Nominees cannot receive a philanthropy award two consecutive years.  There must be, at minimum, one year 
between receiving a Regents’ Award and Chancellor’s Award. 

 
3. The Committee will recommend a slate of award winners to the Chancellor.   
 
Notification and Recognition of Award Recipients 
1. Notification letters are sent to the selected recipients from the chairperson of the TBR Standing Committee on 

Business, Community and Public Relations.  The letter will require the nominating institution to contact the 
recipient to schedule the award presentation.  

 

2. Arrangements for the award presentation will be made by the nominating institution in coordination 
with the schedules of the recipient, local regents from their area, and the chancellor.  The presentation 
may take place on the campus or at a location selected by the nominating institution.    

 
3. To better accommodate the recipient and nominating institution, the award presentation will be 

highlighted at a quarterly board meeting through the use of photos.  Recipients are no longer required 
to travel to the quarterly meeting for an award presentation.  The nominating institution must 
arrange for a photographer to take photos of the award presentation and must email those to 
appropriate central office staff for future use.   
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