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I. POLICY STATEMENT

Employment categories have been established to group similar position types and provide a consistent
definition over time and across the University. All employees will fall into one of the categories based on the
primary assignment. Employment categories help determine employee duties, potential management
responsibilities, and benefits eligibility.
e Executive - The President, Provost, and all others who regularly serve as members of the
President’'s Cabinet. The President may specifically designate an appointment in special situations.
e Administrator - The head of a major organizational unit within the university, including Deans. For
some reports and other specific purposes, Administrators also include Executives.
e Faculty - Positions with formal academic appointments and other positions designated by the
President/Provost. Employees in this category are primarily engaged in teaching and research.
Examples include Associate or Assistant Deans, Department Chairs, Librarians, and full- and part-
time faculty members.
e Staff - All positions not covered in the “Executive”, “Administrator”, or “Faculty” definitions.
Employees in this category are engaged in a non-teaching role for their primary assignment.

An employee may hold multiple roles at the University, but everyone has a primary assignment that is indicated
with the HR system. The primary assignment is defined as follows:

e Therole an employee spends the mosttime in
e The position that the employee’s benefits eligibility comes from

Employees are also classified as regular, contract, or temporary:

Regular
Faculty - Refer to the Faculty Handbook Section 1, “Definition of Faculty Status” for details.
Staff — Staff are considered regular if the position is within the base budget and expected to continue on
an ongoing basis.

Contract
Faculty — This classification does not apply to Faculty positions.
Staff — Staff are classified as contract if the position funding is not typically within the base budget or if
the assignment is for a specific time period. If base funding does not exist, the position must be
contract. The funding could be grant or revenue based. Contracts are typically renewed annually.
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Temporary
Faculty — Refer to the Faculty Handbook Section 1.4, “Full-Time, Non-Tenure-Track, Temporary
Faculty” for details.
Staff — A staff employee is considered temporary if scheduled to work on either an intermittent basis or
working in a block of time for no more than three (3) months (12 weeks) at 37.5/40 hours per week. In
no event should a temporary employee work more than 975 hours in a calendar year.

Full-time and part-time classifications are determined as follows:

Full-time
Faculty — Refer to the Faculty Handbook Section 1, ““Definition of Faculty Status” for details.
Staff — A staff employee is considered full-time if scheduled to work 37.5/40 hours of regular time (not
overtime) per week over the entire calendar year to equal 1,950/2,040 hours of regular time.

Part-time
Faculty — Refer to the Faculty Handbook Section 1.5, “Part-Time Faculty” for details.
Staff — A staff employee is considered to be part-time if scheduled to work fewer than 37.5/40 hours of
regular time (not overtime) per week over the entire calendar year to equal fewer than 1,950/2,040
hours of regular time.

Unless otherwise stated in the Faculty Handbook or Chairs Handbook, University policies apply to these
categories.

II. ENTITIES AFFECTED

This policy applies to all NKU employees, except student employees, based on their primary assignment.
1. EXCEPTIONS

This policy does not apply to student employees.

IV. REFERENCES AND RELATED MATERIALS

RELATED DOCUMENTS

Chairs Handbook: https://www.nku.edu/academicaffairs/resources/faculty/handbook.html
Faculty Handbook: https://www.nku.edu/academicaffairs/resources/faculty/handbook.html

REVISION HISTORY

REVISION TYPE MONTH/YEAR APPROVED
Revision - combines and replaces 4 policies: December 7, 2018

Employee Category Definition

Contract Employees

Temporary Employees

Definition and Grouping of Staff Positions
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