
 
TABLE OF CONTENTS 

 
SECTION 1:   GENERAL 
 
CHAPTER 1.0   INTRODUCTION 
 
1.0.1    Foreword and Reservation of Rights [As of 11/13/06, superseded by new 
              Policy No. 1.1] 
1.0.2 USD Heritage and History [As of 11/13/06, no longer in effect] 
 
CHAPTER 1.1   UNIVERSITY MISSION, STRUCTURE AND GOVERNANCE 
 
1.1.1 Mission Statement [As of 11/13/06, superseded by new Policy No.1.2] 
1.1.2 Strategic Long-Range Plan [As of 11/13/06, superseded by new Policy No. 
             1.3] 
1.1.3 Organizational Structure [As of 11/13/06, no longer in effect] 
1.1.4 Organizational Chart [As of 11/13/06, no longer in effect] 
1.1.5 University Standing Committees [As of 11/13/06, no longer in effect] 
1.1.6 University Senate [As of 11/13/06, superseded by new Policy No. 1.5] 
1.1.7 Staff Employees Association By-Laws [As of 11/13/06, superseded by new 
              Policy No. 1.6]    [As of 1/10/07, no longer in effect] 
1.1.8 Discipline Accreditation Approval 
1.1.9 Diversity Assessment Process 
 
CHAPTER 1.2   USE OF UNIVERSITY PROPERTY AND/OR AFFILIATION 
  
1.2.1 Use of University Name, Symbols, Property and Services 
1.2.2 Intellectual Creativity 
1.2.3 Honorary Degrees 
 
SECTION 2: HUMAN RESOURCES   
 
CHAPTER 2.0   GENERAL 
 
2.0.1 Definitions Pertaining to Staff Employee Actions [As of 5/8/08, superseded by 

new Policy No. 3.5] 
2.0.2 Classification and Reclassification of Staff Positions [As of 5/8/08, superseded 

by new Policy No. 3.4] 
2.0.3 Staff Compensation [As of 5/8/08, superseded by new Policy 3.4] 
2.0.4 Salary Administration for Administrative and Faculty Employees [As of 5/8/08, 

superseded by new Policy No. 3.4] 
2.0.5 Payroll Taxes [As of 12/10/07, superseded by new Policy No. 3.5.3] 
2.0.6 Hours of Work: Administrative and Staff Employees [As of 5/8/08, superseded 

by new Policy No. 3.5] 
2.0.7 Personnel Records [As of 5/22/08, superseded by new Policy No. 3.6] 
 



   
CHAPTER 2.1   EMPLOYEE RECRUITMENT, SELECTION, APPOINTMENT 
 
2.1.1 Policy and Scope [Superseded by new Policy No. 2.2.1] 
2.1.2 Faculty Procedures 
2.1.3 Administrative and Staff Procedures 
2.1.4 Exception to Hiring Policy and Employment of Family/Household Members [As 
  of 5/22/08, superseded by new Policy No. 3.2.1] 
2.1.5 Student Involvement on Search committees 
2.1.6 Recruitment and Relocation [As of 5/22/08, superseded by new Policy No. 
  3.2.3] 
 
CHAPTER 2.2   BENEFITS 
 
2.2.1 Policy, Scope and Implementation Procedure 
2.2.2 Health, Income Continuation, Other Insurance Coverage for Benefits-Eligible  
  Employees 
2.2.3 Income Continuation and Other Insurance Coverage Provided by the State of  
  California 
2.2.4 Tuition Remission 
2.2.5 Retirement Plan 
2.2.6 Phased Retirement  
2.2.7 Post-Retirement Medical Benefits 
 
CHAPTER 2.3   EMPLOYEE TIME-OFF 
 
2.3.1 Paid Holidays [As of 5/22/08, superseded by new Policy No. 3.9.1] 
2.3.2 Paid Vacation: Staff Employees [As of 5/22/08, superseded by new Policy No. 

3.9.2] 
2.3.3 Paid Vacation: Administrative Employees [As of 5/22/08, superseded by new 
  Policy No. 3.9.2] 
2.3.4 Sick Leave [As of 5/22/08, superseded by new Policy No. 
  3.9.3] 
2.3.5 General Policy Regarding Other Absences and Leaves [As of 5/22/08, 
  superseded by section 3.10 of the new Policy Manual] 
2.3.6 Pregnancy Disability Leave [As of 5/22/08, superseded by new Policy No. 
  3.10.1] 
2.3.7   Medical Leave [As of 5/22/08, superseded by new Policy No. 3.10.3] 
2.3.8 Family Care and Medical Leave [As of 5/22/08, superseded by new Policy No. 
  3.10.2] 
2.3.9 Personal Leave: Staff Employees 
2.3.10 Other Absences with Pay [As of 5/22/08, superseded by section 3.10 of the 
  new Policy Manual] 
2.3.11 Children’s School Activities [As of 5/22/08, superseded by new Policy No. 
  3.10.10] 
2.3.12 Personal Leave: Faculty and Administrative Employees 
2.3.13 Sabbatical Leaves with Pay for Administrators with Faculty Appointments 



 
CHAPTER 2.4   FACULTY RIGHTS AND RESPONSIBILITIES 
 
2.4.1 Academic Freedom [As of 10/29/08, moved to new manual as Policy No. 4.1] 
2.4.2 Rank & Tenure: Arts & Sciences, Business, Education, Nursing [As of 10/29/08, 

superseded by new Policy No. 4.2] 
2.4.3 Rank & Tenure: Law [As of 10/29/08, moved to new manual as Policy No. 4.3] 
2.4.4 Dismissal for Serious Cause: Arts & Sciences, Business, Education, Nursing 

[As of 10/29/08, superseded by new Policy No. 4.4] 
2.4.5 Retrenchment [As of 10/29/08, moved to new manual as Policy No. 4.5] 
2.4.6 Appeals from ARRT Decisions [As of 10/29/08, superseded by new Policy No. 

4.6]  
2.4.7 Sabbatical Leave [As of 10/29/08, moved to new manual as Policy No. 4.7] 
2.4.8 Academic Integrity: Arts & Sciences, Business, Education, Nursing [As of 

10/29/08, superseded by new Policy No. 4.8] 
2.4.9 Law School Honor Code [As of 10/29/08, moved to new manual as Policy No. 

4.9] 
2.4.10 Faculty Membership Support [As of 10/29/08, moved to new manual as Policy 

No. 4.10] 
2.4.11 Work Load [As of 10/29/08, moved to new manual as Policy No. 4.11] 
2.4.12 Office Hours [As of 10/29/08, moved to new manual as Policy No. 4.12] 
2.4.13 Outside Employment [As of 10/29/08, moved to new manual as Policy No. 4.13] 
2.4.14 Emeritus Status [As of 10/29/08, moved to new manual as Policy No. 4.14] 
 
 
CHAPTER 2.5   EMPLOYEE CONDUCT 
 
2.5.1 Non-Discrimination Policy and Grievance Procedure [As of 11/27/06, 
  superseded by new Policy No. 2.2.2] 
2.5.2 Harassment/Sexual Harassment [As of 11/27/06, superseded by new Policy 
              No. 2.2.2] 
2.5.3 Faculty Grievances 
2.5.4 Employment-Related Complaints 
2.5.5 Drug-Free Environment [As of 6/26/07, superseded by new Policy No. 2.3.1] 
2.5.6 Drug/Alcohol Testing for Motor Vehicle Operators 
2.5.7 Tobacco Policy [As of 6/26/07, moved to new manual as Policy No. 2.3.2] 
2.5.8 Illegal, Dishonest or Fraudulent Conduct [As of 6/26/07, moved to new manual 
             as Policy No. 2.2.5] 
 
CHAPTER 2.6   EMPLOYEE RELATIONS 
 
2.6.1 New Employee Orientation [As of 5/22/08, superseded by new Policy No. 3.3] 
2.6.2 Staff Employee Probationary Period 
2.6.3 Performance Management: Administrative and Staff Employees 
2.6.4 Employee Development 
2.6.5 Recognition Awards 



2.6.6 Corrective Action: Administrative and Staff Employees 
2.6.7 Separation 
2.6.8 Layoff and Rehire 
2.6.9 Protocol for Retrenchment Resulting from Financial Exigency 
 
 
  
SECTION 3: RISK MANAGEMENT 
 
HEALTH, SAFETY, AND SECURITY 
 
3.0.1 Risk Management, Overview 
3.0.2 Reduction of Risk 
3.0.3 Student/Visitor Injuries and Accidents 
3.0.4 Job Related Injuries and Accidents 
3.0.5 Vehicles 
3.0.6 Environmental Health and Safety [As of 4/13/07, superseded by new Policy No. 

2.3.4] 
3.0.7 Personal Liability and Legal Defense 
 
SECTION 4: PHYSICAL RESOURCES 
 
FACILITIES 
 
4.0.1 Access and Use [As of 4/13/07, superseded by new Policy No. 2.4.2] 
4.0.2 Scheduling 
4.0.3 Animals on Campus [As of 5/8/08, superseded by new Policy No. 2.11.1] 
4.0.4 Parking 
4.0.5 University-Owned Vehicles 
4.0.6 Design Policy and Procedures 
4.0.7 Lost and Found Policy 
 
SECTION 5: COMMUNICATIONS AND INFORMATION 
 
5.0.1 Computing Resources – Acceptable Use [As of 6/26/07, superseded by new 
              Policy No. 2.5.1] 
5.0.2 Mail Center 
5.0.3 Media Center 
5.0.4 Printing/Copying/Duplicating 
5.0.5 Guest Speakers [As of 5/8/08, superseded by new Policy No. 2.6.3] 
5.0.6 Public Relations [No longer in effect] 
5.0.7 Software Copyright 
5.0.8 Telephones [As of 6/26/07, no longer in effect] 
5.0.9 Textbooks and Reproduced Course Materials 
 
SECTION 6: GRANTS AND PROPOSALS 



 
6.0.1 Misconduct in Externally Funded Research [As of 1/31/07, superseded by new 

Policy No. 2.7.1] 
6.0.2 Protection of Human Subjects 
6.0.3 Proposal Guidelines for Special Programs or Projects 
6.0.4 Special Projects:  Financial Conflicts of Interest 
6.0.5 Special Projects:  Financial Conflicts of Interest Forms 
 
SECTION 7: REVENUE AND ACCOUNTING SERVICES 
 
7.0.1 Revenue Sources and Guidelines [As of 6/26/07, superseded by new Policy 
              No. 2.10.4] 
7.0.2 Gift Processing  
7.0.3 Purchasing [As of 6/26/07, superseded by new Policy No. 2.10.2] 
7.0.4 Expense Reimbursement [As of 6/26/07, superseded by new Policy No. 2.10.1] 



SECTION            NO.   
 GENERAL               1.0.1 
CHAPTER           DATE ISSUED DATE REVISED 
 INTRODUCTION         6/03 
SUBJECT             Senate 02/04 
 FOREWORD AND RESERVATION OF RIGHTS  PAGE     1          OF        1  
 
 
 
Effective November 13, 2006, Policy No. 1.0.1 is no longer in effect.  Please see Policy 
No. 1.1 in the University of San Diego’s new Policy Manual.  
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Effective November 13, 2006, Policy No. 1.0.2 is no longer in effect.  
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Effective November 13, 2006, the University’s Mission Statement and Core Values 
are set forth in Policy No. 1.2 of the University of San Diego’s new Policy Manual.  
This Policy No. 1.1.1 is no longer in effect. 
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Effective November 13, 2006, the University’s Vision Statement and Strategic Goals are 
set forth in Policy No. 1.3 of the University of San Diego’s new Policy Manual.  This 
Policy No. 1.1.2 is no longer in effect.  
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Effective November 13, 2006, Policy No. 1.1.3 is no longer in effect. 
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Effective November 13, 2006, Policy No. 1.1.4 is no longer in effect.  
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Effective November 13, 2006, Policy No. 1.1.5 is no longer in effect. 
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Effective November 13, 2006, the University Senate’s constitution and by-laws are set 
forth in Policy No. 1.5 of the University of San Diego’s new Policy Manual.  This Policy 
No. 1.1.6 is no longer in effect. 
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Effective November 13, 2006, the Staff Employees Association constitution and by-laws 
are contained in Policy No. 1.6 of the University of San Diego’s new Policy Manual.  
This Policy No. 1.1.7 is no longer in effect. 
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GUIDELINES AND PROCEDURES FOR REQUESTING 
ACCREDITATION/APPROVAL 

 
 
I. GUIDELINES 
  
  A. General 
  
  A program requesting consent to seek formal accreditation or approval from a 
professional organization should have compelling reasons for seeking such 
accreditation or approval.  There must be a clear congruence between the 
accrediting/approval group's mission and the mission and Long-range Plan of USD; and 
the value of the accreditation or approval must outweigh the financial and personnel 
costs involved in seeking and maintaining it. 
  
  B. Undergraduate Programs 
  
  When seeking accreditation/approval for a program at the undergraduate level, the 
academic area must show how the accreditation/approval will enhance the quality of 
that program.  The academic area must also demonstrate that such 
accreditation/approval will not be contingent upon curricular changes that would infringe 
on the liberal arts core central to USD's undergraduate majors.  Curricular revisions 
likely to be recommended by the accrediting/approval body must neither encroach on 
the University's Foundations Curriculum nor present the likelihood of limiting the breadth 
of intellectual experience now provided by the elective component of the undergraduate 
curriculum. 
  
  C. Graduate Programs 
  
  When seeking accreditation/approval for a program at the graduate level, the 
academic area involved must present full and compelling evidence that the 
accreditation/approval will advance the mission of the program and the professional 
status of its graduates. 
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II. FINANCIAL IMPLICATIONS 
  
 In considering whether to seek such accreditation/approval, all financial implications 
must be taken into account.  These include:  all costs, including personnel; frequency of 
review; effect of agency requirements on program finances; membership costs; any 
scholarship or fellowship expectations; and any other pertinent financial information. 
  
III. PROCESS 
  
 A. Agreement by academic area regarding the desirability of accreditation/ approval. 
   
  B. Presentation of written proposal including: 
  
  1. Demonstration of the value of the accreditation/approval to the academic area 
and to the University as a whole; 
  
   2. Analysis of conformance to the guidelines as set out in I, above; 
  
   3. Rationale for seeking accreditation/approval from the particular professional 
organization in question rather than from any other accrediting body having 
 jurisdiction over the discipline; 
  
   4. List of other institutions that have received accreditation/approval from this 
organization; 
  
   5. Analysis of financial implications as set out in II, above. 
  
  C. Review and approval by Dean and by Vice President/Provost. 
  
  D. Request of Budget Committee, if pertinent. 
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The University of San Diego's mission statement and stated goals reflect its 
commitment to the view that a community is enriched by the diversity of points of view 
that individuals from a wide variety of backgrounds bring to it.  When shared and 
actually put to use, diversity in culture, life experience, and perspective among students 
and employees informs, enriches, and expands upon the University’s central mission to 
pursue truth, academic excellence, and the advancement of knowledge within the 
values provided by its Catholic heritage. 
 

Accordingly, within the general framework provided by its educational mission, 
academic standards, Catholic heritage, and conformity to applicable law, the University 
commits to a process of formal and verifiable assessment of campus diversity in pursuit 
of the following goals: 

 
1. continuing development of University culture, policies, and programs that 

demonstrate respect for and encourage the sharing, consideration, and 
accommodation of a wide variety of points of view, experiences, and 
traditions. 

 
2. promotion of the knowledge, skills, attitudes, habits, beliefs, and behaviors 

that enable individuals to define themselves, to understand and to 
negotiate successfully the interactions between individual self-definitions 
and collective identities (whether historically given, socially imposed, or 
freely elected), to relate successfully to others, and to function 
constructively in diverse social environments. 

 
3. active recruitment and retention of students and employees who 

contribute to a campus culture characterized by respect, tolerance, 
inclusion, and belief in the importance of diversity to its academic 
enterprise. 

 
This policy does not alter any existing University policies, including diversity policies (for 
example, on employee recruitment, non-discrimination, harassment) and diversity-
related policies (for example, on academic freedom, guest speakers).  Instead, this 
policy provides a way to assess the University's progress in the pursuit of diversity. 
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Diversity and Diversity Assessment 
 

One's answer to "what makes me unique (diverse)" in relation to an institution 
may be different, in material respects, from that institution's answer to "what makes you 
different (diverse) from the rest of us."  In this policy, attempts are made to recognize 
"diversity" from the perspectives of both the institution and the individuals it comprises, 
with full recognition that these perspectives may contradict as often as coincide with 
each other. 

 
Each member of this University is entitled to determine his or her individuality 

and what makes him or her "diverse" in relation to every other member.  For example, 
each member may determine whether, and the extent to which, he or she is diverse 
from others by virtue of his or her cultural or socio-economic background, race, gender, 
sexuality, religious beliefs, life experiences, interests, perspectives, activities on and off 
campus, or participation in roles and relationships with others.  Each member must 
assume the responsibilities that attend his or her efforts at self-determination.  The 
University commits to respect this self-determination and to encourage and offer 
opportunities for its expression, within the University's larger commitment to its 
academic mission and Catholic character. 
 

Accordingly, diversity assessment becomes the continuing responsibility of the 
University and of each of its participants.  University participants owe it to themselves 
and to each other to develop awareness and appreciation of their own and others' 
unique contributions to the University's academic mission and social milieu.  The 
University's institutional components must regularly assess the extent to which they are 
contributing to an academic and social environment that encourages respect for the 
individual and seeks to accommodate differences in participants' characteristics, 
backgrounds, and points of view.  

 
Within the constraints imposed by law, by its stated mission and goals, by its 

policies relating to academic excellence, employment status, and non-discrimination, 
and by its commitment to respect the self-determination of its members, the University 
and its units are entitled to correlate institutional diversity with various group 
characteristics.  For example, the University may measure its general diversity by 
referring to such characteristics as gender, race, ethnicity, age, disability, religious 
affiliation, socio-economic background, national or geographic origin, perspectives, 
education, and cultural background within its constituent populations, and may adopt 
strategies to increase diversity within its populations by resort to such characteristics. 
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Units Responsible for Diversity Assessment 
The President will have oversight responsibility of University diversity 

assessment.   
 
In large measure, diversity on campus is the product and reflection of diversity 

within the University's units.  In some and perhaps most respects, each of the 
University's units is currently diverse, has diversity needs, confronts diversity issues, 
requires diversity strategies, and must respond to constraints on diversity development 
in ways that differ significantly from every other unit.  Accordingly, each of the following 
University units, led by its chief administrative officer, is primarily responsible for the 
management of diversity assessment within the unit: 

 
• President's Office and University Standing Committees (President) 
• Provost's Office (Provost) 
• Student Affairs (Vice President of Student Affairs) 
• Finance and Administration (Vice President of Finance and Administration) 
• Mission and Ministry (Vice President of Mission and Ministry) 
• Development and University Relations (Vice President of University 

Relations) 
• College of Arts and Sciences (Dean) 
• School of Business (Dean) 
• School of Education (Dean) 
• School of Law (Dean) 
• School of Nursing (Dean) 

 
and such other units as may be designated by the appropriate administrative officers. 
 

The Director of Campus Diversity Development will report to the Provost and will 
have the following responsibilities:  providing guidance, assistance, and suggestions to 
unit assessment on request of the unit's chief administrative officer or of the Provost; 
compiling and communicating information generated by the assessment process; 
developing and sponsoring programs for the University community that explore or 
provide information on issues relating to diversity and its accommodation, development, 
and assessment; and such other responsibilities as may be indicated in this policy or 
assigned by the Provost. 
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The Diversity Advisory Committee will consist of the Director of Campus Diversity 

Development, five faculty representatives (one appointed by the College and one by 
each of the Schools), two administrators appointed by the President, three 
representatives appointed by the Staff Employees Association, three undergraduate 
students appointed by the Associated Student Body, one student appointed by the 
Student Bar Association, and one graduate student appointed by the Graduate Student 
Council.  The Committee will function as the consultative body for the President on 
matters covered by this policy.  In addition to performing the more specific charges 
stated in this policy, the Committee will express the University's interests in the diversity 
assessment process and will evaluate University progress in pursuit of the goals stated 
in this policy. 

 
Initial Diversity Assessment 

 
Each responsible University unit will engage in diversity assessment and publish 

its report of that initial assessment by January 2004.  The report will be divided into 
three sections:  (1) descriptive information; (2) assessment of diversity needs; (3) 
proposed diversity goals and strategies.  The report will be prepared under the 
supervision of the unit's chief administrative officer and will provide evidence of 
widespread participation in the assessment by the unit's employees and/or students. 
The unit's chief administrative officer will prepare a summary of the information 
contained in the report's "descriptive information" section and will transmit the summary 
by January 31, 2004 to the members of the Diversity Advisory Committee and to each 
of the campus libraries.  The unit will transmit copies of the full report by May 30, 2004 
to the President and the Director of Campus Diversity Development. 

 
Guidelines and suggestions for undertaking, organizing, and completing the initial 

assessment, and for providing information with respect to each of its topics, are 
provided in Appendix I of this policy. 

 
By September 2004, the President, in consultation with the Director of Campus 

Diversity Development, the unit's chief administrative officer, the Diversity Advisory 
Committee, and University legal counsel, will review and comment in writing on the 
unit's initial diversity assessment.  Comments will include (1) an evaluation of the 
strategies, instruments, and mechanisms used in the unit's initial assessment, (2) an 
evaluation of each of the unit's stated diversity needs and proposed diversity goals and 
strategies, and (3) any recommendations for unit policies or procedures that emerge 
from the evaluation. 
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By January 2005, the President will publish a University Report on Campus 
Diversity in which the initial diversity assessments of the University's units will be 
summarized, a general assessment will be made of campus diversity, and strategies will 
be announced for continuing achievement of the University's goals as they evolve 
through this assessment process. 

 
Continuing Diversity Assessment 

 
Commencing in January 2004, each responsible University unit is charged with 

continuing diversity assessment.  Continuing assessment will involve opportunities for 
participation by all of the unit's members and will be predicated on the unit's next 
previous diversity assessment report, on the written comments on that report by the 
President, on the next previous University Report on Campus Diversity, and on such 
other information as the unit's membership may find desirable to use. 

 
By June 2005, the President will propose strategies and mechanisms, and will 

provide the University's units with instruments that, while allowing for variations within 
and among units, will facilitate the organization and collation of information and the 
review of continuing unit diversity assessment by the Director of Campus Diversity 
Development and the Diversity Advisory Committee.  These materials, and any 
amendments to them, will be submitted for approval to the University Senate and will be 
included as appendices to this policy. 

 
By January 31, 2007, and every three or more years thereafter as the President 

directs, each responsible University unit, under the supervision of its chief administrative 
officer, will prepare a report on its continuing diversity assessment and will transmit this 
report in the same way and to the same recipients as specified for its initial diversity 
assessment report.  To the extent practicable, the information in the report on 
continuing diversity assessment will be expressed on or with reference to the 
instruments, strategies, and mechanisms in this policy's appendices.  The unit's chief 
administrative officer will prepare a summary of the descriptive information in the report 
for transmission, on or about the same date the full report is transmitted, to the unit's 
members, to the members of the Diversity Advisory Committee, and to each of the 
campus libraries. 
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By September 2007, and by September in any year thereafter that the President 

has designated for a continuing assessment report, the President, in consultation with 
the Director of Campus Diversity Development, the unit's chief administrative officer, the 
Diversity Advisory Committee, and University legal counsel, will review and comment in 
writing on the unit's report on continuing diversity assessment.  Comments will include 
(1) the evaluation of the strategies, instruments, and mechanisms used in the unit's 
continuing assessment, (2) an evaluation of each of the unit's stated diversity needs and 
proposed diversity goals and strategies, and (3) any recommendations for unit policies 
or procedures that emerge from the evaluation.  By the following January, the President 
will publish a University Report on Campus Diversity in which the most recent diversity 
assessments of the University's units will be summarized, a general assessment will be 
made of campus diversity, and strategies will be announced for continuing achievement 
of the University's goals as they evolve through the assessment process. 
 

Appendix I 
Guidelines and Suggestions for Unit Diversity Assessment 

 
The Policy on the Diversity Assessment Process requires each of the University 

units it defines to undertake, and by January 2004 to complete, an initial diversity 
assessment.  The unit must cover, in three distinct sections, the topics indicated in the 
policy for this initial assessment.  The basic requirement of the policy is that these topics 
be considered and covered seriously and in a way that encourages widespread 
participation in the assessment by the unit's individual members. 

 
Section 1.  Descriptive Information (as of June 2003). 
 

It is likely that a unit's assessment of its diversity needs (Section 2), as well as the 
development of its diversity goals and strategies for the next three years (Section 3), will 
grow out of the descriptive information it accumulates.  Each of the "descriptive 
information" topics that follow should be covered in the unit's assessment, with supporting 
documentation attached to the unit's "full report" as indicated in the "Initial Diversity 
Assessment" section of the policy.   
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As the policy recognizes, the importance, character, and amount of descriptive 
information with respect to each of the topics indicated in the policy will differ from one 
unit to another.  The quality and usefulness, not quantity, of the diversity-related 
information produced by the unit is of primary importance in the initial assessment.  The 
Provost's Office and Office of Institutional Research will supply a packet of basic 
demographic data on the institution, and other relevant data, so as to assist units in data 
collection. 

 
The examples provided here are meant as suggestions for the accumulation and 
organization of information and discussion of the topics for initial assessment.  They 
should not be understood either as confining a unit's inquiry into the topics or as requiring 
response regardless of their meaningfulness in the unit's assessment process. 
 

1.  Diversity in the unit's current membership.   
How do the unit's members assess the diversity of their unit?  How do unit 

members describe themselves in resumes or personal biographies?  How and to what 
extent do unit members commonly describe themselves in terms, for example, of age, 
educational background, ethnicity, gender, geographic region of origin, languages 
spoken, marital and family status, outside-of-unit activities, political affiliation, race, 
religion, research interests, skills, socioeconomic background, unit role? 

 
2.  Diversity considerations in published and unpublished employee/student 
recruitment policies and practices.   
For example, which diversity characteristics are mentioned in job advertising, unit 

marketing, or student recruitment publications?  In which non-University publications does 
the unit advertise for prospective students or employees? 

 
3.  Diversity considerations in published and unpublished employee/student hiring/ 

appointment/admission policies and practices.   
For example, what diversity characteristics are mentioned in application forms?  Do unit 
personal-interview practices search and account for diversity considerations in the hiring 
or student-admission process?  To what extent (at what stage) do race, gender, or age 
become factors in the faculty appointment or student admission process?  What 
incentives does the unit offer to insure the acceptance of positions offered to applicants 
with particular diversity qualifications? 
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4.  Treatment of diversity considerations in new employee/student orientation 
programs. 

 
For example, to what extent do the University's commitment to respect the dignity 

of the individual and stated diversity goals and objectives, non-discrimination and 
harassment policies, and other policies related to diversity receive discussion in the unit's 
published orientation materials for new employees or students?  To what extent do these 
and similar matters receive explicit consideration in the unit's formal and informal 
orientation programs and practices? 

 
5.  Diversity considerations in published and unpublished employee/student 

retention/ reappointment/promotion policies and practices. 
 
For example, where and how are diversity considerations covered in the unit's 

written policies on employee or student retention, graduation requirements, or employee 
promotion?  Which diversity considerations, with what kinds of input from unit members, 
figure in the decision-making process concerning an employee's or student's retention on 
probation, termination, or promotion? 

 
6.  General diversity considerations in employee/student financial policies and 

practices. 
 
For example, to what extent do personal attributes, socio-economic characteristics, 

and/or skills characteristics figure in the unit's offer of financial aid packages, scholarships 
and grants, employee benefits, housing or other special financial assistance?  To what 
extent are the diversity contributions of individual unit members used in allocating work 
opportunities, providing job retraining or tutorial assistance, or setting employee salaries 
and raises? 

 
7.  Manifestation of diversity and inclusion in continuing and periodic programs, 

curricula, and course or program components. 
 
For example, does the unit require or explicitly encourage its members to attend 

post-orientation programs or courses dealing explicitly, in whole or in part, with diversity 
and inclusion?  Does the unit offer degree programs, courses or seminars, committees or 
student groups, or guest-speaker programs on such topics for unit members or the  
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campus community?  Does the unit require or explicitly encourage supervisors or 
instructors to include diversity components in programs or courses?  Does the unit 
regularly assess the way its curriculum or programs systematically incorporate diversity, 
inclusion, and related topics? 
 

8.  Formal efforts undertaken by the unit within the past three years to encourage 
sensitivity to, respect for, unit recognition of, and members' contributions to unit and 
University diversity.   

 
For example, to what extent are differences such as physical disabilities, 

communications or language skills, or religious beliefs taken formally into account in the 
rules and decisions that govern the unit?  What incentive programs are offered to 
encourage unit members to engage in self-determination or to articulate their individual 
perspectives in unit problem-solving or educational endeavors?  What incentive programs 
are offered to encourage unit members to develop awareness of and inclusive behaviors 
toward groups that have been historically underrepresented, marginalized, or excluded?  
To what extent are members encouraged to participate in unit decision-making or to 
comment on unit supervisor or teacher instructions?  

 
9.  General and individual complaints, claims, and grievances involving apparent 

failures of the unit or its members to recognize, express respect for, or accommodate 
differences in members' cultural backgrounds and points of view, and efforts taken to 
resolve them.   

 
Identify the formal claims or grievances involving diversity issues (including alleged 

non-discrimination or harassment policy violations) that a unit member has registered 
against another or other unit members during the past three years.  Identify and discuss 
any general complaints about current or recent unit insensitivity to, disrespect of, or failure 
to accommodate individual and cultural differences or points of view.  Explain the efforts 
the unit has taken to resolve these matters, and discuss current members' opinions about 
the success of those efforts. 

 
10.  Other information found useful in describing diversity within the unit. 
 
Include here any additional information that unit members believe is not responsive 

to previous topics but that serves to complete or clarify the unit's understanding of its 
internal diversity. 
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11.  The strategies, instruments, and mechanisms used in defining unit diversity 
and in acquiring and testing this descriptive information.   

 
For example, how has the unit defined "diversity" for purposes of this 

assessment?  Have questionnaires dealing with these topics been used?  Have 
discussion groups or interviews been used?  Has the unit found it necessary or useful to 
create internal subdivisions in dealing with the informational components of its diversity 
assessment?  To what extent has the assistance of sources outside the unit been sought, 
received, and found helpful?  How long has it taken the unit to develop and organize the 
information included in this section of its report?  Have drafts of this section of the report 
been circulated to the unit's members for comment?  Is the report primarily the work 
product of a unit committee or of a particular unit member? 

 
Section 2.  Assessment of Diversity Needs 
 

In this section of its assessment, the unit should identify, with as much specificity 
as feasible, the diversity needs it has recognized as a result of the participation of its 
membership in accumulating and organizing the descriptive information in Section 1.  
These needs should have some support in the information provided in response to 
Section 1, and should be organized as follows: 

 
1. Arrangement of important diversity needs from most to least pressing or 

important, providing an explanation of each need's position in the 
arrangement. 

 
2. Efforts and changes required or desired to enhance sensitivity to individual 

differences, accommodation of unit members' backgrounds and points of 
view, and encouragement of individual contributions to unit diversity.   

 
3. Obstacles confronting the unit in meeting diversity needs and making 

changes to enhance sensitivity to individual differences, to accommodate 
unit members' backgrounds and points of view, and to encourage 
individual contributions to unit diversity. 

 
4. Assistance required or desired from the University to enhance unit 

diversity and its expression. 
 

 
 
 
 
 
 



SECTION            NO.   
 GENERAL          1.1.9 
CHAPTER          DATE ISSUED DATE REVISED 
 UNIVERSITY MISSION, STRUCTURE AND   07/04 
 GOVERNANCE  
SUBJECT         
 DIVERSITY ASSESSMENT PROCESS   PAGE     11    OF        11       
 
 
Section 3.  Proposed Diversity Goals and Strategies for the Next Three Years. 
 

On the basis of the information it has accumulated and provided in Sections 1 
and 2, the unit's members should discuss its goals to achieve more diversity, more 
recognition and respect for existing diversity, and/or more acceptance of the unique 
contributions each of its members can make to the unit's purposes and functions within 
the larger University enterprise.  The report should indicate the extent of consensus 
achieved by the unit's membership with regard to these goals, and with regard to the 
strategies that would be useful to reach them during the ensuing three-year period.   

 
Units may find it helpful to organize discussion and expression of this section of 

the report according to the topics covered in the first section, as follows. 
 
the unit's membership. 
 
employee and/or student recruitment policies and practices. 
 
employee and/or student hiring/appointment/admission policies and practices. 
 
new employee and/or student orientation programs. 
 
employee and/or student retention/reappointment/promotion policies and 
practices. 
 
employee and/or student financial policies and practices. 
 
programs, curricula, and course or program components manifesting diversity 
and inclusion. 
 
plans by the unit to encourage sensitivity to, respect for, unit recognition of, and 
members' contributions to unit and University diversity.   
 
assessment strategies, instruments, and mechanisms to engage in continuing 
unit diversity assessment. 
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SCOPE 
 

Campus Community 
 

USE OF UNIVERSITY NAME, SYMBOLS AND OTHER PROPERTY 
 
 1. Introduction 
 
 "The University of San Diego" and the University's seal and other identifying symbols 
are the property of the University.  This policy addresses the permissible use of this and 
other University property in connection with actions by University employees.  The 
University intends to protect its property to the extent allowed by law. 
 
 The University takes and asserts a position on matters of public concern only rarely, 
through expressly authorized agents or through statements issued by its Board of 
Trustees.  The University recognizes, however, that its employees are entitled to 
express themselves as private citizens on matters of public concern.  It also recognizes 
that academic excellence and the pursuit of truth are advanced by the presence of 
diverse viewpoints within the University community.  Such diversity implies that some 
employees' personal views will conflict with those of other members of the community, 
and even with official University positions; this diversity of viewpoints lies at the heart of 
any University worthy of the name.  The University does not routinely respond to views 
that are contrary to its own; accordingly, neither the public nor any member of the 
University community should draw any inference respecting the University's position on 
a matter simply because the University does not respond to an employee's expression 
of a personal view on the matter.  Similarly, the University recognizes that its employees 
act in capacities other than as University employees, but the University does not 
generally take a position respecting those personal actions. 
 
 2. Identification with the University 
 
 When speaking or acting as a private person, a University employee must avoid 
actions that might cause a reasonable person wrongly to believe that the employee's 
opinions reflect an official position of the University, including any of its segments, or  
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that the employee's actions are undertaken as part of the employee's University 
position. 
 
 Even if the standard set forth in the preceding paragraph would not permit an 
employee's conduct, an employee's conduct is automatically permitted in three 
situations: 
 
 a. Though some employees may abstain from even nonassertive conduct to avoid 

 harm to the University, any employee may speak or act without violating this 
 policy if the employee does not reveal the employee's affiliation with the 
University. 

 
 b. Any employee may speak or act without violating this policy if the employee 
explicitly disclaims that the University endorses the employee's speech or action. 
 
 c. An employee may use the name of the University, together with the employee's 
job position, for purposes of self-identification.  However, this automatic right to use the 
University's name for self-identification does not authorize the use of University 
stationery when such use is otherwise proscribed, and it does not apply (1) to 
commercial or political activity or (2) to the President, vice presidents, deans, or director 
of public relations, or to an employee in the office of any of those persons. 
 
  When the automatic right to use the University's name for self-identification 
 does not apply, the employee may nevertheless use the University's name if an 
 explicit disclaimer is made or if the factually sensitive standard in the preceding 
paragraph permits the use. 
 
 3. Stationery and Symbols 
 
  In addition to the limitations imposed above, an employee may only use the 
University's stationery in connection with activities undertaken as part of the employee's 
University position.  Use of the University's seal and other identifying symbols -- for 
example, to create individual stationery for a particular University event -- is 
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permitted only as authorized by the publications office.*  The University's stationery and 
symbols may not be used in connection with commercial or political activity. 
 
 4.  Other USD Property 
 
 In addition to affiliating the University with certain activities or opinions, use of 
University property -- including the services of University employees -- also can impose 
direct costs on the University.  Accordingly, except as otherwise provided in this policy, 
University property may be used only for activities undertaken as part of the employee's 
University position, and University property may not be used for political or commercial 
activity.  However, when the costs imposed on the University are de minimis, and when 
use of the property is incidental to the employee's University responsibilities, use is 
permitted; responsible use in such situations can benefit not only the employee but also 
the University.  For example, a local, personal telephone call will often impose only a de 
minimis cost on the University, and it may benefit the University by permitting the 
employee to remain at the employee's office when pressing personal business would 
otherwise require the employee's temporary absence.  But the same could not be said 
of repeated local calls by an hourly employee who does not make up the University time 
spent on personal business.  Receiving occasional personal mail at the office imposes 
only a de minimis cost on the University; inviting responses to a personal mass mailing 
to an office address may not.  Caution should be employed before imposing other than 
de minimis costs on the University; if imposed, arrangements should be made to 
compensate the University within three business days. 
 
 The preceding paragraph does not preclude the University from implementing other 
policies requiring compensation for costs, whether de minimis or not.  Nor does it 
require that the employee reimburse the University for expenses within three business 
days if the expenses are covered by a policy providing for reimbursement on a different 
schedule.  Moreover, it allows administrative decisions to waive reimbursement for 
certain expenses and allow, limit, or disallow use of certain  
property. 
 
*   Information on the applicable policies may be found in the Logo Standards Manual 
available from the publications office. 
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 5. Definitions.  As used in this policy -- 
 
  a. "political activity" means a statement 
 
   (1) advocating the election or defeat of any candidate for public office; 
 
   (2) made in connection with any appeal for funding for a political   
    candidate or party or ballot proposition; or 
 
   (3) made in the officially distributed statements for or against a ballot   
    proposition. 
 
  b. "commercial activity" means activity, including consulting and the making of
 speeches or other presentations, for which the employee receives compensation 
from a source other than the University.  However, the following activities are deemed 
not to be "commercial activity" regardless of whether compensation is received: the 
writing or editing of work for publication or the creation, performance, or exhibition of 
artistic work related to the field within which the University employs the employee; 
applying for or performing duties pursuant to a grant supporting the employee's 
scholarly work; holding office in a scholarly or professional organization; performing 
duties for a scholarly journal; attending or organizing professional meetings, colloquia, 
symposia, site visits, and similar gatherings; and refereeing or reviewing manuscripts, 
publications, or proposals. 
 
  c. "activities undertaken as part of the employee's University position" include 
scholarly activities, professional correspondence, and community service. 
 
 6. Exceptions 
 
 Notwithstanding the other provisions of this policy, the President or Provost, or their 
designee, may authorize use of the University's name, symbols, or other property if the 
circumstances so warrant. 
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All Employees 
 

INTELLECTUAL CREATIVITY POLICY STATEMENT 
 
 1. The University of San Diego strongly encourages the intellectual creative efforts 

of all its employees. 
 
  a. The intellectual creative efforts of University employees include the creation 
of such diverse products as books, compilations and collections, articles, sound 
recordings, audio-visual materials, works of art and music, computer programs, and 
dramatic interpretations.  Typically these efforts require only routine support on the part 
of the University and its other employees.  In some instances, however, these efforts 
require substantial University support. 
 
  b. For purposes of this Statement, University employees are those who may 
engage in intellectual creative efforts in the course of their employment with the 
University.  They include not only employees who are University faculty members, but 
also non-faculty employees such as those of the Copley Library, the Legal Research 
Center, the Media Center, Academic  Computing, and the Print Shop. 
 
 2. In addition to its interests in encouraging its employees to engage in intellectual 
creative efforts, the University expresses the following interests in those efforts  and 
their products: 
 
  a. Acknowledgment:  The University expects that an employee who produces 
 intellectual creations will suitably acknowledge the general and/or specific support 
provided to him or her by or through the University or other University employees. 
 
  b. Routine support:  The University expects that employees' intellectual creative 
efforts and products will require routine support by the University, including but not 
limited to use of secretarial time, University property (such as computers, office space, 
supplies, etc.) and non-substantial intellectual  
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support from other University employees.  Aside from its general interests in 
encouragement and acknowledgment, the University asserts no interest in  
its employees' creations produced with such routine University support. 
 
  c. Reimbursement:  The University asserts a reimbursement interest where non-
faculty employees of its library, Media Center, Academic Computing, and Print Shop 
units participate in a substantial manner with regard to their time in the production of 
other employees' works of intellectual creativity. 
 
   These University units will define "substantial manner with regard to time" 
 and describe the University's interest in reimbursement as pertains to them,  and 
will publish these matters to the University community. 
 
   When the University has identified a reimbursement interest as set forth in the 
published statements of these units, it may expect funding to be arranged in advance to 
permit the replacement of the work hours of the employees of these units who are 
involved in a substantial manner, with regard to time, in the intellectual creative efforts 
of other University employees. 
 
  d. Pecuniary and/or participation interest:  In certain situations involving 
substantial non-faculty employee time and effort, the University may wish to share in 
pecuniary gains or losses deriving from the intellectual creative efforts of its employees.  
Normally, the University will identify these situations in advance of the intellectual 
creative effort undertaken by the employee or employees. 
 
   Units of the University may be of assistance to its employees in identifying, 
clarifying, and developing pecuniary gain possibilities with respect to employees' 
intellectual creative efforts. 
 
   All arrangements in which the University expresses a pecuniary or 
participation interest in the intellectual creative work of its employee or employees will 
be identified in advance of the University's assertion of its interest.  Each such 
arrangement will be made on an ad hoc basis with the University and its employee or 
employees. 
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HONORARY DEGREES 
 
 In conferring its honorary doctoral degrees, the University of San Diego accords 
public recognition to individuals whose service or accomplishments the University 
considers to be extraordinary.  The University's honorary degrees reflect the types of 
recognition it wishes to accord: 
 
 Doctor of Humane Letters, honoris causa (L.H.D.), for those whose service is to the 
greater community or whose accomplishments are of considerable breadth; 
 
 Doctor of Laws, honoris causa (LL.D.), for those whose service or contribution is of 
greater specificity, usually within the scholarly, professional or legal communities, than 
that required of L.H.D. recipients; 
 
 Doctor of Science, honoris causa (D.Sc.), for those whose accomplishments are in 
science or science-related scholarly or professional areas. 
 
 The University's honorary degree recipients typically come from a pool of 
candidates, approved by the Board of Trustees, who have been recommended to the 
Board by the University Senate upon nomination of an academic unit, student 
organization, or faculty member.  To facilitate its role in the process, the University 
Senate has a Committee on Honorary Degrees, the charge of which is to receive 
honorary degree nominations from the University community, evaluate them, and make 
recommendations to the Senate.  To the extent possible, nominations to the Committee 
should contain the information and otherwise conform to the form attached to this policy. 
 
 Although affiliation with the University does not disqualify a potential candidate from 
consideration for a University honorary degree, the awarding of the honorary doctoral 
degree traditionally is the way in which institutions of higher learning have recognized 
the accomplishments and contributions of individuals who are not directly involved in 
their own programs.  Therefore, in the absence of extraordinary circumstances, neither 
current University employees nor current members of its Board of Trustees may be 
nominated for honorary degrees. 
 



 
SECTION            NO.   
 GENERAL          1.2.3 
CHAPTER          DATE ISSUED DATE REVISED 
 USE OF UNIVERSITY PROPERTY  
 OR AFFILIATION 
SUBJECT         
 HONORARY DEGREES     PAGE      2      OF         4   
 
 
 Candidates for honorary degrees must respect the values, goals, and Catholic 
identity of the University, as expressed in its mission and goals statements.  In addition, 
the candidates must have demonstrated one or more of the following general attributes: 
 
  - exemplary service to the community, the nation, or the world which is   
   consistent with the University's philosophy and goals; 
 
  - commitment to peace and social justice; 
 
  - commitment to equality among persons and respect for the variety of cultural 
traditions in societies; 
 
  - support of the search for truth and the appreciation of human dignity in a 
tradition that combines professional competence with an awareness of the broader 
imperatives of being human. 
 
 One or more honorary degrees may be conferred at each of the University's three 
commencements.  In addition to demonstrating one or more of the general attributes 
previously set forth: 
 
  - a candidate for honorary degree at the undergraduate commencement   
  should have made an impressive contribution to contemporary intellectual life, 
attained excellence in his or her profession or service, or demonstrated in a preeminent 
way a commitment to the values for which the University stands; 
 
  - a candidate for honorary degree at the graduate commencement should have 
made a significant contribution in scholarship, research, practice, and/or service to one 
of the fields of the University's graduate degree recipients; 
 
  - a candidate for honorary degree at the law commencement should have 
made a significant contribution to the field of law or legal education. 
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 The Board of Trustees must give its final approval of all candidates for honorary 
degrees.  Except in extraordinary circumstances, the Board of Trustees will not approve 
a candidate for the University's honorary degrees if conferral of the degree on the 
candidate could reasonably be interpreted as an implicit endorsement of a controversial 
position or other action that the Board of Trustees would not explicitly endorse. 
 
 Recommendations and actions on nominations for honorary degree candidates 
ordinarily take place 12-24 months in advance of the commencement at which an 
honorary degree may be conferred.  Invitations to honorary degree recipients for the 
undergraduate commencement are extended by the President.  Invitations to honorary 
degree recipients for law and graduate commencements ordinarily are extended by the 
Dean of the School of Law and the Dean of the lead graduate unit for that year, 
respectively, and are confirmed by the President. 



             PAGE      4      OF         4   
 

Nomination for Honorary Degree 
 
 
 Candidates for honorary degrees must respect the values, goals, and Catholic identity of the 
University, as expressed in its mission and goals statements.  In addition, the candidates must have 
demonstrated one or more of the following general attributes: 
 
  [ ] exemplary service to the community, the nation, or the world which is  consistent with the 
 University's philosophy and goals; 
 
  [ ] commitment to peace and social justice; 
 
  [ ] commitment to equality among persons and respect for the variety of cultural traditions in 
 societies; 
 
  [ ] support of the search for truth and the appreciation of human dignity in a tradition of liberal 
education that combines professional competence with an awareness of the broader imperatives of being 
human. 
              [ ] Undergraduate 
Name of nominee:__________________________________   [ ] Law 
              [ ] Graduate 
Nominee's Affiliation/Address:________________________________________________ 
 
Why is this person worthy of receiving an honorary degree from USD? 
Check the appropriate box(es) above and elaborate.  In answering, indicate how the person demonstrates 
one or more of the four attributes listed above.  Please continue on reverse side. 
 
 
 
 
 
 
Is this person a good speaker?____________            Do you know her/him personally? ______________ 
 
Who else might be able to make the contact? _________________________________ ______________ 
 
Append any other appropriate personal or professional information about the nominee. 
 
Submitter:__________________________________ Dept./Area:_____________________________ 
            (Please Print) 
 
Signature:_________________________________         Date:__________________________________ 
 
Please RETURN TO:  
 
Undergraduate Commencement................Chair, Senate Honorary Degrees Committee, c/o Provost 
Office 
 
Graduate or Law Commencement..............Dean of appropriate school/college 
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Effective May 8, 2008, Policy No. 2.0.1 is no longer in effect.  Please see Policy No. 3.5 
in the University of San Diego’s new Policy Manual.
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Effective May 8, 2008, Policy No. 2.0.2 is no longer in effect.  Please see Policy No. 3.4 
in the University of San Diego’s new Policy Manual.
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Effective May 8, 2008, Policy No. 2.0.3 is no longer in effect.  Please see Policy No. 3.4 
in the University of San Diego’s new Policy Manual.
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Effective May 8, 2008, Policy No. 2.0.4 is no longer in effect.  Please see Policy No. 3.4 
in the University of San Diego’s new Policy Manual.
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Effective December 10, 2007, Policy No. 2.0.5 is no longer in effect.  Please see Policy 
No. 3.5.3 in the University of San Diego’s new Policy Manual.
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Effective May 8, 2008, Policy No. 2.0.6 is no longer in effect.  Please see Policy No. 3.5 
in the University of San Diego’s new Policy Manual.
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As of May 22, 2008, Policy No. 2.0.7 is no longer in effect.  Please see Policy No. 3.6 in 
the University of San Diego’s new Policy Manual. 
 



SECTION            NO.   
 HUMAN RESOURCES       2.1.1 
CHAPTER         DATE ISSUED DATE REVISED 
 EMPLOYEE RECRUITMENT, SELECTION   07/03 P.A.C. 2/99 
 AND APPOINTMENT 
SUBJECT         
 GENERAL POLICY       PAGE     1     OF        1 
  
 
 
Policy No. 2.1.1 is no longer in effect.  Please see Policy No. 2.2.1 in the University of 
San Diego’s new Policy Manual. 
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A.  School or College-Specific Procedures.  Each school or college must have written 
policies and procedures governing appointments to its faculty, with specific provisions 
regarding: 
 
 1. respective responsibilities of faculty, school or college administration, and 
University administration in making faculty appointments 
 
 2. procedures to be followed in recruiting and interviewing prospective faculty 
members, in assuring the participation of faculty in the appointments process, and in 
making recommendations of faculty appointments to the University; 
 
 3. criteria for faculty grievances, as well as intra-school procedures to deal with 
those grievances, with regard to particular appointment recommendations, the 
appointment process used in particular cases, and/or general appointment policy, 
procedure, or practice. 
 
 The University Senate will review a school or college's proposed appointment 
policies and procedures, as well as any proposed amendments to such policies and 
procedures, to determine whether they insure faculty participation in appointment 
decisions and provide an intra-school process for the determination of faculty 
appointment-related grievances. 
 
B. Affirmative Action Requirements.  Positive efforts must be made to advance 
affirmative action academic personnel programs that conform to all current legal 
requirements, that are consistent with the University standards of quality and 
excellence, that are specific in identifying areas of underutilization, and that establish 
means of identifying potential candidates for academic positions. 
 
  Under-utilization exists when the number of minority group persons or women 
employed is significantly fewer than would reasonably be expected based on the 
availability of qualified persons for employment. 
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  Goals are targets for increasing the employment of minority group persons 
andwomen in units where they are underutilized.  Goals are not rigid targets or quotas. 
 
  Timetables are estimates of the time required to meet specific goals, taking into 
consideration anticipated appointments each year for each academic unit. 
 
 1. Determination of Underutilization.  Each department and/or school will receive an 
annual report from the Office of the Provost identifying academic employees according 
to rank, ethnic code, and other pertinent information.  The Deans will compile data on 
the availability of women and minorities for academic recruitment and then conduct a 
utilization analysis to determine if there is substantial disparity between availability and 
employment of minority group persons and women. 
 
 2.   Goals.  Each department and/or school will establish goals and timetables for 
eliminating underutilization by taking into consideration anticipated growth or reduction, 
as well as availability of positions and qualified candidates. 
  
 3.   Search.  An active and thorough search must be made for qualified candidates, 
including minority group persons and women, before new appointments are made.  The 
appointing authority will take affirmative action goals into consideration when selecting 
from among candidates. 
 
 4. Recruitment Procedure.  Since the success of the Affirmative Action Program 
 will depend upon the breadth and depth of the search for qualified candidates for 
academic appointments, the following recruiting procedure or appropriate substitute 
shall be undertaken prior to the submission of a name for  appointment: 
 
  a. A brief position description detailing the duties, competence in specific areas, 
experience, other required qualifications, and salary range shall be  disseminated to 
appropriate minority group and women's organizations. 
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  b. An advertisement clearly stating requirements for the position shall be  placed 
in at least one national learned journal or publication whose readership would include 
persons qualified for the position.  Copies of the advertisement with the cost, number of 
responses, etc., shall be kept for purposes of documentation. 
 
  c. Minority groups or professional women's groups in the appropriate discipline 
should be contacted for the purpose of soliciting applications. 
   
  d. An Academic Appointment Affirmative Action Report (see following page) 
 plus any supporting documentation shall be submitted to the appropriate Dean and 
the Provost for all appointments made. 
 
 5. Internal Audit.  In order to determine compliance with Affirmative Action 
obligations, internal audits of departments and schools will be made at least annually by 
the appropriate Dean. 
 
 6. Responsibilities of Academic Administrators.  Deans and Department Chairs are 
responsible for insuring compliance with this policy and its accompanying procedures, 
and must establish and maintain pertinent records for three years. 
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UNIVERSITY OF SAN DIEGO AFFIRMATIVE ACTION REPORT 

 
Department:_________________________________    College/School:____________________ 
 
Candidate Selected:____________________________  Annual Salary: _________________ 
 
Rank:___________________     Effective Dates:__________________ to_________________ 
 
Ethnic Origin:    Black   Asian or Pacific Islander   American Indian   Hispanic   Caucasian 
       (Please circle one.)                          Sex:__________ 
 

CANDIDATES CONTACTED 
 

Name       Sex  Ethnic Origin   Date 
________________________ ________ ______________________ ________ 
 
________________________ ________ ______________________ ________ 
 
________________________ ________ ______________________ ________ 
 
Using the rejection code below and attachments as appropriate, please indicate the reason for 
disqualifying any candidate PERSONALLY INTERVIEWED, but not appointed: 
 
A-Poor References B-Unsatisfactory Interview C-Unsatisfactory Research D-Refused Offer (attach 
correspondence) E-Other(explain) 
 

Name       Sex  Ethnic Origin   Date 
________________________ ________ ______________________ ________ 
 
________________________ ________ ______________________ ________ 
 
________________________ ________ ______________________ ________ 
 

RECRUITMENT PROCEDURES:  Attach copy of POSITION PROFILE.  Please list publications in which 
position was advertised, cost of ad, and number of responses. Attach copy of ad and list of other 
recruiting sources contacted.  No. of responses___________ 
 
Publication:_____________________________  Dates:________________   Cost:__________ 
 
______________________________ ___________________________ ____________ 
Department Signature    Provost Office Signature  Date 
 

Final Action     Date   Rank/Salary 
  Offered  ________________________ ________________________ 
  Accepted  ________________________  ________________________ 
  Declined  ________________________ ________________________ 
 
This form shall not be included in any individual's personnel file. 
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SCOPE 
 

Administrative and Staff Employees 
 

EMPLOYMENT PROCEDURE 
A member of the Human Resources Recruitment staff will meet with the recruiting 
supervisor to advise and help create a recruitment strategy to achieve the successful 
recruitment of a qualified candidate. The Human Resources Recruitment representative 
will serve as a consultant throughout the search and hiring process, and be instrumental 
in the design and set-up of search committees for administrative hires when 
appropriate.   
 
A. FILLING CONTINUING POSITIONS 
 

1. Recruitment 
It is necessary that all newly budgeted positions are classified by Human 
Resources prior to recruitment.  The completed Job Description is 
submitted to Human Resources by the hiring supervisor for classification. 

 
a. The hiring supervisor completes the Personnel Requisition section 

of the Personnel Requisition/Hiring Ratification form, noting if a 
newspaper/journal or internet WEB advertisement is desired. 

 
b. The hiring supervisor reviews/updates the job description, noting 

whether skills and knowledge are required, preferred or acquired. 
 

c. The hiring supervisor attaches the completed Job Description form 
to the Personnel Requisition which must be received by Human 
Resources by 5:00 p.m. Tuesday to ensure posting and advertising 
for the following week.  All openings will be required to have a 
closing date which will be determined by the hiring supervisor. 

 
d. Human Resources conducts on-campus recruitment through 

weekly postings of job openings and the Human Resources 
telephone job line. 
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e. To meet cultural diversity objectives and recruitment requirements, 
positions may be advertised in local and national publications 
(newspapers, journal, newsletters etc.)  In consultation with the hiring 
supervisor Human Resources will suggest appropriate advertising 
resources, prepare and place the advertisement. 

 
 f.  All resumes and applications will be routed through Human Resources in 

order to maintain statistical information and ensure cultural diversity and 
recruitment policy objectives are being met.  All applicants will be notified 
by mail when an application and/or resume has been received and 
informed that further contact will be made if an interview is desired.  
Applications will be available for hiring supervisors review 48 hours after 
receipt in Human Resources.   

 
2. Selection Process 

 
a. If requested by the hiring department, Human Resources screens 

applications and conducts preliminary interviews.  In consultation 
with Human Resources the hiring department will design the 
interview process and create appropriate interview questions.  The 
scheduling of interviews is the responsibility of the department. 

 
b. The hiring supervisor will consult with Human Resources if 

applicant testing is desired. 
 

c. In consultation with Human Resources reference checking and the 
final selection of the candidate is the responsibility of the hiring 
supervisor as delegated by the appropriate Vice President.  
Consideration is given to the following criteria when selecting a 
finalist: promotion from within the University if qualified employees 
are available; lateral transfer, recall of qualified employees on layoff 
status; qualified candidates that meet cultural diversity objectives. 
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d. After the final selection has been made, the hiring supervisor 
completes the hiring report indicating reasons for not selecting 
other interviewed candidates.  The completed hiring report is given 
to Human Resources before an employment offer is made.  Human 
Resources will review the Hiring Report to ensure that cultural 
diversity and recruitment policy objectives have been met. 

 
3. Employee Time-Off for On-Campus Interviews.   

Employees in non-temporary positions are granted time-off (absence with 
pay) for interviews with USD departments. 

 
4. Offer of Employment 

 
a. Offers of employment and salary commitments are made by 

Human Resources.  Exceptions may be made for specific 
administrative positions and some internal promotions upon 
consultation with Human Resources.  Before an employment offer 
is extended, the applicant will receive a benefits overview. 

 
b. Human Resources advises the hiring supervisor of the candidate’s 

acceptance or rejection of the employment offer.  The hiring 
department will contact all unsuccessful interviewed candidates.  
Internal candidates not selected for a position will be personally 
contacted by Human Resources or the hiring supervisor. 

 
c. Hiring Authorization for Staff Employees: After the selected 

applicant has accepted the job offer, Human Resources returns the 
Personnel Requisition to the department, which circulates it for 
proper signatures before returning it to Human Resources. 

 
d. Hiring Authorization for Administrative Employees: The hiring 

supervisor will contact the appropriate Vice President’s office who 
will develop a new hire letter and submit a copy to Human 
Resources Records. 
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e. All original resumes and applications are returned to Human 
Resources for appropriate storage. 

 
B. FILLING CONTINUING POSITIONS WITHIN A DEPARTMENT 

When there is a qualified candidate in a continuing benefit-based position within 
the department, the hiring supervisor may choose to open the position to the 
department employees only.   

 
Recruitment 
It is necessary that all newly budgeted positions are classified by the Human 
Resources Compensation Manager prior to recruitment.  The completed Job 
Description is submitted to HR by the recruiting supervisor for classification. 
 
1. The hiring supervisor completes the Personnel Requisition section of the 
 Personnel Requisition/Hiring Ratification form. 
 
2. The hiring supervisor reviews/updates the job description, noting whether 
 skills and knowledge are required, preferred or acquired. 
 
3. The hiring supervisor attaches the completed Job Description form to the 
 Personnel Requisition which must be received by Human Resources by 
 5:00 p.m. Tuesday to ensure posting and advertising for the following 
 week. 
 
4. A posting will be created for the individual department, to be posted and 
 circulated to all department employees. 
 
5. Only non-temporary continuing department employees may be considered 
 for the position.  
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C.  FILLING TEMPORARY POSITIONS 
 Departments with approved temporary positions may recruit through Human 
 Resources.  Recruitment procedures as set forth for continuing positions will be 

followed and all hiring paperwork will be required to go through Human 
Resources Employment. 
 
Temporary positions will be benefit-based if the number of hours worked per 
week and the duration of the position result in the employee working 1000 hours 
in a calendar year. 

 
An employee will become benefits-eligible, except for tuition remission, if the 
hours worked for USD exceed 1000 hours in a calendar year. 

 
D. FILLING PART-TIME, TEMPORARY NON-BENEFIT BASED POSITIONS 

The University gives preference to USD students in the filling of part-time, 
temporary, non-benefit based positions. 

 
1. Recruitment 

 
a. The hiring department completes a student job posting form and 

sends it to Student Employment, or calls Student Employment with 
the information. 

 
b. Student Employment posts the job. 

 
c. Students interested in the posted position will complete a student 

job application form and submit it to the appropriate department. 
 

d. The hiring department selects a qualified student, completes the 
appropriate section of the Personnel Requisition and sends it to 
Student Employment. 

 
e. Student Employment completes the Personnel Requisition, an 

Employment Application Form, I9 Immigration Form, W-4 form and 
forwards them to Human Resources Employment Office . 
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f. If the hiring department cannot find a suitably qualified USD 
student, Human Resources is contacted by the hiring supervisor for 
recruitment.  The hiring supervisor submits a Personnel Requisition  

 along with documentation from Student Employment that were no 
acceptable candidates. 

 
g. If the department is re-hiring a USD student, the hiring supervisor 

will complete the student’s Department Action Form.  If the student 
has not worked for three (3) years, an I9 Immigration Form will be 
required.  These documents must be submitted to Human 
Resources Payroll/Record’s Department within three (3) days of the 
student’s employment state. 

 
h. All questions regarding pay rates and classifications will be directed 

to Human Resources. 
 

i. If temporary positions of twenty (20) hours or more per week are 
approved for more than six month duration, employees in such 
positions will be eligible for benefits except tuition 
assistance/remission. 

 
E. FILLING GRADUATE ASSISTANT POSITIONS 
 Departments with approved Graduate Assistant positions will be responsible for 

completing all paperwork relating to the hire of a Graduate Assistant.  If the 
department would like the Graduate Assistant position to be posted on Human 
Resources’ bulletin boards, the hiring supervisor will submit a posting to Human 
Resources.  .  Graduate Assistantships will be posted for three weeks unless a 
different time line is submitted by the hiring supervisor.    
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As of May 22, 2008, Policy No. 2.1.4 is no longer in effect.  Please see Policy No. 3.2.1 
in the University of San Diego’s new Policy Manual. 
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SCOPE 
 

Selected Administrative Employees 
  

 
A.  Campus-Wide Searches.  For purposes of this procedure, campus-wide searches 

are searches to fill administrative positions which have significant impact on student 
life.  The Office of the Provost, in conjunction with leaders of student governments, 
maintains a list of such positions. 

 
 1. Administrative Responsibilities.  As soon as a determination is made to begin a  
  campus-wide search, the head of each student government will be notified and  
  provided with pertinent information, including the general time-line of the search  
  process; the last active day of the incumbent in the position; and the estimated  
  appointment date of the new person. 
 
 2. Student Government Responsibilities.  The President of the Associated   
  Students appoints five undergraduate students to serve on the Student   
  Interviewing Committee, and one to serve as co-chair of that committee.  The  
  Graduate Students Association and Student Bar Association, in cooperation  
  with one another, assign five graduate or professional students to serve on the  
  Student Interviewing Committee, and one to serve as co-chair of that committee. 
 
 3. Student Interviewing Committee Responsibilities.  The Student Interviewing  
  Committee is responsible for seeking out the qualifications and characteristics  
  desired by the student body in potential candidates, and relaying student input  
  and feedback to the Search Committee.  Each student committee member must  
  interview all candidates brought on campus by the University in the campus- 
  wide search, unless unable to do so because of confidentiality issues (see  
  subsection 4 immediately below); provide a written evaluation of the candidates  
  he or she has interviewed; 
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  provide the student co-chairs with an evaluation based on his or her   
  experience of participation in the selection process.  These evaluations are  
  passed on to the Search Committee Chair and the University Provost. 
 
 4. Co-Chair Responsibilities.  The co-chairs of the Student Interviewing Committee  
  serve on the Search Committee and, where required, act as student liaisons to  
  the Selection Committee.  They co-chair all Student Interviewing Committee  
  meetings, and are responsible for presenting evaluation results of the Student  
  Interviewing Committee to the Search Committee. 
 
  In the event the entire Student Interviewing Committee cannot meet the   
  candidate(s) because of confidentiality issues, the co-chairs are responsible for  
  meeting with the candidate(s) and representing student interests. 
 
B.  Dean Searches. 
 

1. Administrative Responsibilities.  The Office of the Provost, in conjunction with  
 the leaders of the student governments, maintains a list of student constituencies 

affected by the selection of new deans in Arts and Sciences, Business 
Administration, Education, Law, and Nursing.  As soon as a determination is 
made to begin the search process for a new dean, the head of each student 
government affected by the search will be notified and provided pertinent 
information, including the general time-line of the search process; the last active 
day of the incumbent in the position; and the estimated appointment date of the 
new person.  The heads of the affected student groups are included in all 
mailings regarding the search. 

 
 2. Student Government Responsibilities.  Student representative(s) from affected  
  schools are selected by their respective governments to serve on the   
  committee.  The student governments use the list maintained in the Office of the  
  Provost to determine the number of representatives required on the Search  
  Committee and on the Student Interviewing Committee. 
 
 3. Student Interviewing Committee Responsibilities.  The Student Interviewing  
  Committee is responsible for seeking out the qualifications and characteristics   
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  desired by the student body in potential candidates, and relaying student input  
  and feedback to the Search Committee.  Committee members are responsible  
  for determining the manner in which additional student input is solicited and  
  compiled, as well as for interviewing all candidates brought on campus by the  
  University and providing a written evaluation of the candidates he or she has  
  interviewed; and providing the student co-chairs with an evaluation based on  
  his or her experience of participation in the selection process.  These   
  evaluations are passed on to the Search Committee Chair and the University  
  Provost. 
 
 4. Student(s) on Search Committee.  Student Search Committee members are full  
  participants in committee meetings, with vote. 
 
 C.  Non-Conforming Search Committees.  If a University search committee is formed 

or operates in a manner which makes any portion of these procedures 
impossible or impracticable to follow, these procedures are to be complied with to 
the extent possible, and the search committee members who are students should 
at all times be treated as fully-participating committee members. 
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Please see Policy No. 3.2.3 in the University of San Diego’s new Policy Manual.
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