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From: Office of Personnel and Employee Relations 

Subject: Promotion Appeals 

In anticipation of the second round of appeals concerning promotions 
for NTPs in the Professional Services Negotiating Unit, a review of existing 
procedures would probably be helpful. 

As defined in Article XII, Title B, 82(a) (2), of the Policies of 
the Board of Trustees: 

r-Y 

"Promotion" shall mean an increase in a professional employee's 
basic annual salary without a change in title by movement within 
rank or to a higher rank, or with a change in title within rank 
or to a higher rank: 

(2) resulting from a p&maxient significant increase 
or change in his duties and responsibilities as 
a consequence of a permanent increase in the 
scope and complexity of function of his position. 

As you know, an employee may appeal for a promotion if his job duties 
have permanently expanded SC that his salary and/or grade and/or classifica- 
tion are no longer appropriate for his job. His performance of his original 
duties must have met the requirements of the five criteria for promotion as 
set forth in Article XII, Section 5, of the Policies of.the Board of Trustees. 
:ie must also meet the requirements of the five criteria in the execution of 
his newly assumed duties. 

An employee may appeal for a promotion if the newly assum& duties 
and responsibilities are permanent and have been assigned since the time of 
initial ranking. 

According to the Memorandum of Understanding executed by SUNY and SPA 
on this subject: 

"Applications for promotion must be made by completing forms 
to be provided by the University and submitting them to the 
Campus Promotion Review Panel." [Page 5(2).1 



. . . . 

p. 

Memorandum to 
May 7, 1973 

Presidents No. 73-3 
Page 2 

Forms have been provided by the University, after consultation with 
SPA, for the appeals of Professional Rank Assignment which had to be sub- 
mitted to the Campus Promotion Review Panel by March 12, 1973. (See Joint 
SUNY-SPA Statement dated February 9, 1973.) 

Enclosed is a copy of the form which should be used by employees 
seeking promotions within their present positions. A supply of this form 
should be reproduced locally and maintained both in the Personnel Office 
and with the Promotion Review Panel. There is no time limit for submitting 
second round appeals. A complete outline of the promotion appeal procedure 
follows: 

(a) Any professional employee may initiate a promotion appeal by 
obtaining a Promotion Appeal Form from the Campus Personnel Office or from 
members of the Promotion Review Panel. 

(b) The completed form must be submitted to the Promotion Review 
Panel for review. The appellant may submit additional information if he 
chooses. 

(c) Upon receipt of an appeal, the Promotion Review Panel should 
forward a copy of the Promotion Appeal, together with the Supervisor's 
Comment Sheet, to the appellant's immediate supervisor for completion. 

Copies of all evaluative commentary prepared by the immediate super- 
visor will be forwarded to the appellant. 

(d) The Promotion Review Panel shall review the application for 
prorcotion. If the Promotion Review Panel determines that the increase in 
duties and responsibilities under consideration does not warrant promotion, 
the Promotion Review Panel shall notify the employee, stating reasons for 
its decision. Further appeal from this determination shall not be permitted. 

(4 If the Promotion Review Panel determines that the increase or 
change in duties and responsibilities warrants promotion, it shall forward 
its recommendations to the carapus president. A copy of the recoramendation 
will. be forwarded to the appellant. (The Panel's submission to the presi- 
dent 5ill also inclu& t'-c fs?-zis co-pleted by the applicant and the supervisor.) 

(f) If the decision is within his discretion, the President may decide 
whether or not to promote the appellant (i.e., if the promotion can be accom- 
odated within the present PR rank, without reclassification or reallocation). 

(g) The decision by the President will be final, as provided by the 
Memorandum of Understanding of May 4. However, a decision by the campus 
president which is claimed by the appellant to be arbitrary and capricious 
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N o . 7 3 - 3  
P a g e  3  

m a y  b e  a p p e a l e d  o n  th o s e  g r o u n d s  on ly  to  th e  Univers i ty  Rev iew  B o a r d . A  
copy  o f such  a p p e a l  sha l l  b e  s e n t to  th e  c a m p u s  pres ident .  

(h)  If th e  dec is ion  to  p r o m o te  is b e y o n d  th e  d iscre t ion o f th e  
c a m p u s  pres ident ,  h e  sha l l  fo rwa rd  h is  r e c o m m e n d a tio n  to g e the r  wi th th a t 
o f th e  C a m p u s  P r o m o tio n  Rev iew  P a n e l  to  th e  Univers i ty  Rev iew  B o a r d . Th is  
t ransmit ta l  sha l l  i nc lude  th e  fo rms  c o m p l e te d  by  th e  app l i can t  a n d  th e  
superv isor .  A  copy  o f th e  c a m p u s  pres ident 's  r e c o m m e n d a tio n , if a n y , sha l  
b e  s e n t to  th e  ? r o m o tio n  Rev iew  P a n e l  a n d  th e  a p p e l l a n t. 

W  T h e  Univers i ty  Rev iew  B o a r d  sha l l  cons ide r  a p p e a l s  f rom dec i -  
s ions  o f th e  c a m p u s  p res iden t  n o t to  p r o m o te  wh ich  a re  c l a imed  to  b e  arbi :  
t rary a n d  capr ic ious , 'and sha l l  cons ide r  p r o m o tio n s  wh ich  a re  b e y o n d  th e  
d iscre t ion o f th e  c a m p u s  pres ident .  

U p o n  conc lud ing  its rev iew,  th e  Univers i ty  Rev iew  B o a r d  wi l l  r ende r  
a  dec is ion,  a  copy  o f wh i ch  wi l l  b e  fu rn i shed  to  th e  pres ident ,  th e  P romo-  
tio n  Rev iew  P a n e l  a n d  th e  a p p e l l a n t. T h e  B o a r d 's ac t ion  sha l l  b e  fina l ,  
P rov ided  th a t p r o m o tio n s  sha l l  b e  sub jec t  to  app rova l  o f th e  Div is ion o f 
th e  B u d g e t. 

( j) A  f i le o f th e  d o c u m e n ts re fer red to  a b o v e  wi l l  b e  ava i lab le  
a t th e  O ffice o f P e r s o n n e l  a n d  E m p l O y  Rela t ions  in  C e n tral A d m inistrat ion 
fo r  th e  e x a m i n a tio n  o f th e  a p p e l l a n t o r  h is  p roper l y  d e s i g n a te d  a g e n t. 

'(k) D o c u m e n ts u s e d  in  the a p p e a l  p r o c e d u r e  sha l l  b e  k e p t c o n fid e n -  
tial ,  ava i lab le  on ly  to  th e  a p p e l l a n t a n d  th o s e  pe rsons  requ i red  to  p rocess  
th e  a p p e a l . 

Enc losu res  

C C : Chance l l o r  B o y e r  
P r o m o tio n  Rev iew  P a n e l  
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Distribution as follows: 

Presidents of State-operated campuses 
Promotion Review Panel 

Xhancellor Bayer (8 copies) 
Central Staff: 

Mr. Block 
Mr. Dearing 
Mr. Ertell (2 copies) 
Mr. Ingler 
Mr. Lanford 
Mr. Relihan 
Mr. Smoot 
Mr. Spindler 
Mr. Thorne (2 copies) 
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STATE UNIVERSITY OF NEW YORK 
Promotion Appeal 

NAME: CAMPUS TITLE: 

LINE #: OFFICIAL STATE TITLE: 

DEPARTMENT: 

SUNY CAMPUS: 

SUPERVISOR'S NAME: 

Please forward the completed Appeal form to the Promotion Review Panel 
'for evaluation. 

SECTION I 

1. r\ 
Describe the permanent and significant increase in your duties and 
responsibilities that has occurred since the time of your initial 2 ranking: 
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S E C T IO N  II 
(-- 

A s pa r t o f th e  rev iew process , th e  P r o m o tio n  Rev iew  P a n e l w ill b e  exam in ing  
th e  cur ren t scope  a n d  complex i ty o f your  j ob  d u ties  a n d  respons ib i l i ties , 
as  w e ll as  o the r  pe r tin e n t d a ta  you  m a y  w ish to  p resen t. 

Q u e stions  2 -8  re la te  to  spec i fic aspec ts o f your  j ob . A lth o u g h  it is unde r -  
sto o d  th a t th e  in fo r m a tio n  con ta i n e d  the re in  m a y  n o t b e  th e  on ly  bas is  fo r  
your  a p p e a l , p l ease  answe r  al l  th e  q u e s tions  to  th e  bes t o f your  k n o w l e d g e . 
P lease  inc lude  any  in fo r m a tio n  w h ich w ill he l p  th e  P a n e l in  eva lua tin g  h o w  
your  j ob  has  c h a n g e d  in  e a c h  a r e a . 

2 . P lease  list th e  pr inc ipa l  respons ib i l i ties  a n d  d u ties  you  pe r fo r m  
in  th is  pos i tio n , descr ib ing  e a c h  d u ty in  d e tail. In  th e  co l umn  o n  
th e  le ft g ive  your  bes t es tim a te  o f th e  a m o u n t o f to ta l  work ing  
tim e  ( in  pe rcen ts) th a t is ta k e n  u p  by  e a c h  k ind  o f d u ty desc r ibed . 
l'o u  n e e d  n o t ind ica te  th e  pe rcen ta g e  o f tim e  a l loca te d  to  m inor  o r  
in fre q u e n t d u ties . 

E stim a te d  %  
o f tim e  D u ties  
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Of the above-listed duties, which three do you consider the most 
complex? Please describe these duties in detail (in order of 
difficulty). 

4. In your judgment, what is the minimum education required for your 
position? Why? 

5. In addition to formal education; do you feel that on-the-job exper- 
ience is required? If so, how much and what kind(s) of experience? 

6. Please comment on the type and extent of supervision you receive. 

7. What do you feel are the most serious consequences for the University 
(in order of importance) that most probably would result from errors 
by the incumbent? 

r; 
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Please write a brief statement about the people, offices or "publics" 
that this position deals with, contacts or supervises. 

9. Give examples of sensitive or confidential data which the incumbent 
of this position is required to understand and work with. 



t would be rest hctpful if you would 
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SUPERVISOR COMBlENT SHEET 
r 

Please comment on statements of employee. Indicate any exceptions or 
additions. 

p, Date Immediate Supervisor's 
Signature 

Statesent of Department Head or Other Administrative Officer. 

Comr;lent on the above statements of the employee ar.d the supervisor. Indi- 
cate any inaccuracy or statement with which you disagree. 

Date : 

,r. Department Head 

Date: 

Officer Signature 




