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Welcome to Grand Valley State University

This handbook is designed to assist you in your role as an Adjunct Executive, Administrative and Professional staff member.  If you have any questions regarding the material found in this booklet, please contact the Human Resources Office at (616) 331-2215.  
Grand Valley State University is an affirmative action/equal opportunity institution. It encourages diversity and provides equal opportunity in education, employment, all of its programs, and the use of its facilities. It is committed to protecting the constitutional and statutory civil rights of persons connected with the university.

General Information About Grand Valley

The main campus is located near Allendale, midway between downtown Grand Rapids and Lake Michigan. Grand Valley’s 1,237 acre campus is designed to take advantage of the area’s scenic wooded ravines. A 230-foot pedestrian bridge, “Little Mac”, spans a 70-foot-deep ravine to connect the north and south sections of the campus. 
The Pew Campus in Grand Rapids is located just west of the Grand River on Fulton Street and includes the Richard M. DeVos Center, the Cook DeVos Center for Health Sciences, the L.V. Eberhard Center, the Keller Engineering Laboratories, the State Headquarters of the Michigan Small Business Technology and Development Center, WGVU/WGVS, and the Meijer Public Broadcasting Center.  
The University’s downtown living centers, Winter and Secchia Hall, can accommodate 370 residential students.  The Pew Campus offers a variety of undergraduate courses as well as majority of the University’s master degree courses. GVSU also offers courses on our Meijer Campus at 515 Waverly Road in Holland; in Muskegon at 221 South Quarterline Road on the campus of Muskegon Community College; and in Traverse City at 2200 Dendrinos Dr., Suite 200M. Muskegon is also the site for the Lake Michigan Center, home of the University’s Water Resources Institute, at 740 West Shoreline Drive and the Michigan Alternative and Renewable Energy Center (MAREC), at 200 Viridian Drive.
Employment Status

ADJUNCT EXECUTIVE, ADMINISTRATIVE, AND PROFESSIONAL

Adjunct Executive, Administrative, and Professional Staff, are staff members appointed to part-time or full time non-teaching exempt (qualifying for exemption from federal and state overtime provisions) positions created for temporary purposes such as working on grants or contracts, filling in for regular staff members who may be absent, completing specific projects, augmenting regular staff, and for other similar purposes. 

1. Appointments. Appointments will be made for a limited and expressly stated term of a year or less. Appointments may be renewed for additional limited and expressly stated terms of a year or less.  Adjunct Executive, Administrative and Professional staff are employed at the will of the University and have the right to terminate their employment at any time, with or without notice or cause. Likewise, the University may release Adjunct Executive, Administrative and Professional staff, with or without notice or cause, as it deems appropriate.  All Adjunct Executive, Administrative and Professional staff shall be appointed in one of the following categories:
Category A - Full time or part-time for a full year. 

Category B - Full time or part-time for a specific period of less than a full year. 

Category C - Employment contract: appointment specified by contract. 

All appointments shall be made in accordance with the provisions of this policy. 

2. Compensable Service. 

1. Compensation Rates. A compensable pay period will be any period when one has fulfilled all assigned responsibilities. For all or any part of such period when a staff member has failed to meet the requirements of compensable service, he or she will incur proportionate lost-time forfeiture at a rate determined by dividing the base salary by the total number of payroll days during the term of appointment. 

There are normally 260 payroll days per full year, 190 payroll days per academic year, and 95 payroll days per academic semester. Pay checks shall normally be semi-monthly. 

If a professional staff member believes that the University has made an impermissible deduction from his or her pay, they should immediately report the matter to Human Resources. The University will investigate the matter and, if the deduction was improper, the University will promptly make a reimbursement and will take steps to ensure that improper deductions are not made in the future. The University will not retaliate against the person who makes a complaint under this policy.

2. Starting Rates. Starting rates for any staff member will be set by the appointing officer in consultation with Human Resources at a level judged to be commensurate with the applicant's educational credentials, prior experience, special skills, promising qualities, and job duties. The minimum rate will normally apply for all staff members possessing qualifications not significantly greater than the minimum required. Staff members who are appointed for additional limited and expressly stated terms of a year or less may be eligible for advancement within an authorized salary range for the same position provided that such opportunity will be granted only once within a fiscal year and such advancement is based on meritorious service. 

3. Benefits. Benefits for Adjunct, Executive, and Administrative staff are limited to those listed below. Benefits for Category C staff are limited to those listed in the employment contract.

1. Holidays. For Adjunct Executive, Administrative and Professional staff, the following are the University's holidays (usually the Friday preceding any such holiday which falls on Saturday and the Monday following any such holiday which falls on Sunday): 
	           New Year's Day  
	Thanksgiving Day 

	           Memorial Day 
	Day following Thanksgiving Day 

	           Independence Day 
	Day preceding Christmas Day 

	           Labor Day  
	Christmas Day 

	           Day preceding New Year's Day 
	


Two (2) floating holidays scheduled during the Christmas break; plus up to two (2) additional floating holidays scheduled during the Christmas - New Year's break, if the University is officially closed. Adjunct Executive, Administrative and Professional staff will be paid for the above listed holidays that occur during their appointment. A staff member is not eligible for holiday pay if the holiday falls during a suspension without pay, or if the holiday occurs during a time when the staff member is not on pay status. 

2.  Vacation. Adjunct Executive, Administrative and Professional staff do not accrue vacation; however, Category A staff members appointed one-half-time or more may be allowed paid time off with the approval of the appointing officer, provided such arrangements are made at the time of appointment, not to exceed 10 days per year. 

3. Salary Continuation. Adjunct Executive, Administrative and Professional staff may not participate in the University's salary continuation program. Appointing officers may, in consultation with the Associate Vice President for Human Resources, allow Category A staff members to have time off for illness without loss of pay in lieu of vacation, as outlined in 5.3.2, providing arrangements are made to fulfill all responsibilities. In no case shall the total amount of paid time off for illness exceed the amount allowed under 5.3.2. 

4. Group Life and Medical Insurance. The University will provide coverage for all Category A Adjunct Executive, Administrative and Professional staff appointed half-time or more and their dependents to the extent of the group insurance policies in effect, provided the staff members’ appropriate payments are maintained.

5. Tuition Reduction Programs

a. Academic Participation for Category A Adjunct Executive, Administrative and Professional staff. 
Category A staff members may, with the approval of his/her supervisor, enroll in Grand Valley State University courses tuition free, one of which may be taken during working hours each fiscal year. The materials describing the program are available in Human Resources. 

b. Reduced Tuition for Spouses and Eligible Dependents of Category A

 HYPERLINK "http://www.gvsu.edu/admin_manual/Includes/" \l "A"  Adjunct Executive, Administrative and Professional staff. 

The spouse and eligible dependents of Category A staff members are eligible for a 50 percent reduction of their tuition costs for all Grand Valley State University courses. Spouses and eligible dependents that use this benefit are subject to the admission and academic requirements of the University. The materials describing the program are available in Human Resources.

6. Supplemental Retirement Accounts. Adjunct EAP staff may elect to have the University provide payment for tax deferred saving plans which qualify for IRS Code Section 403(b) and beginning July 1, 2002 section 457(b) status through companies approved by the University. Staff members can defer in such amounts as permitted by the IRS Code Section 403(b) and 457(b). The University retains the right to modify or terminate this optional deferral program upon reasonable notice to the participating staff member. Plan information is available in Human Resources. 

Bus Service

The Campus Connector provides easy and convenient transportation between the Pew Campus and the Allendale Campus. The Campus Connector runs Monday through Friday when classes are in session and only requires a valid University ID to use. Buses leave every 30 minutes from each campus and operate approximately from 7:00am until 11:00pm. The Campus Connector also makes four stops along Lake Michigan Drive throughout its route. A complete schedule of departure times and stop locations can be obtained in Allendale at the Office of Student Life and on the Pew Campus at the Security Office. In addition, schedules are available at the Student Assistance Centers on both the

Allendale and Pew campuses. Any questions regarding the Campus Connector should be directed to the Pew Campus Operations Office at (616) 331-6700.

Theme Park Discounts

• Walt Disney Magic Kingdom Club Membership

• Anheuser-Bush Theme Parks Club USA

• Henry Ford Museum & Greenfield Village

For more information contact Human Resources at (616) 331-2215.
Arts at Noon Series – Allendale Campus
The Arts at Noon Series features professional level music, theater and dance performances. Events are held in either the Louis Armstrong Theater in the Performing Arts Center or in the Cook-DeWitt Center.  Both are located on the Allendale campus.  All events begin at 12 noon and are approximately 50 minutes in length with free admission to the general public. A new schedule of events is published at the beginning of each school year and can be obtained from the Music Department, 1300 Performing Arts Center.

Identification Card

You may need to show a valid identification card when using the recreation facilities, golf course, bus service, and when cashing checks.  You can obtain an ID card in Human Resources on the Allendale campus at 140 Lake Michigan Hall and at the Student Assistance Center at DeVos Hall on the Pew campus. A library card can be issued after showing your identification card.

Parking Permits

A parking permit/sticker will be issued after the signed appointment letter has been received in Human Resources. The parking permit/sticker will allow faculty and staff members to park in the faculty/staff parking lots. Parking permits/stickers are valid on the main campus in Allendale and at the Pew Campus in Grand Rapids. If assigned at one of GVSU’s other locations, parking arrangements or instructions will be given.
Pay Schedule and Pay Check Distribution
Pay checks shall be semi-monthly and available the 15th and the last working day of each month. Direct deposit is available at no cost for your convenience. Your money will be in your account on payday and immediately available. When you sign up for direct payroll deposit, you authorize the Payroll Office to deposit all or part of your pay automatically to your checking and/or savings account. If all of your pay is direct deposited, on payday, instead of a check, you will receive an electronic statement that shows your gross pay, deductions, net pay, etc. The statement will be your notice of deposit. You may structure your direct payroll deposit to make as many as 14 separate transactions to participating financial institutions.

Compensable Pay Periods

In order to receive full compensation per pay period, one must work all assigned hours and fulfill all allocated responsibilities. In the event that one doesn’t fulfill the requirements during a pay period, he or she will incur only a portion of pay determined by the percent of the pay period in which work was completed.

Work Life Connections
Work Life Connections is available to all GVSU faculty, staff, and their families.  Work Life Connections in collaboration with Encompass, an employee assistance program (EAP), can assist with many problems including stress, anxiety, depression, financial problems, legal problems, and substance and alcohol abuse. 
Other Campus Facilities

University Bookstore - Allendale campus

(Located on the main level of the Kirkhof Center)

Open 8:00am – 6pm, Monday through Thursday; 8:00am – 5:00pm on Friday and 10am – 5:00pm on Saturday.  The bookstore carries textbooks and supplies required for students taking classes on the Allendale campus, as well as having a variety of GVSU imprinted clothing and gifts, general reading books, postage stamps, film processing, and class rings.

University Bookstore - Pew Campus

(Located off of the Plaza, Building C of the DeVos Center)

Open 8:00am - 7:00pm, Monday through Thursday; 8:00am – 5:00pm on Friday and 8:00am – 2:00pm on Saturday.  The bookstore carries textbooks and supplies required for students taking classes on the Pew Campus, as well as having a variety of GVSU imprinted clothing and gifts, general reading books and postage stamps.

The Meadows Golf Course - “A Golfer’s Haven”
(Located on the western edge of the Allendale campus) 
A championship 18-hole public golf course where players will appreciate the flexibility of five tee options at every hole, with back tees playing more than 7,000 yards and the front tees less than 4,000 yards. Open 7:40am-until dark weather conditions permitting early Spring until late Fall.
Student Recreation Center - Allendale campus

Located in the Fieldhouse, the Student Recreation Center has the capacity to serve approximately 4,000 persons a day. It features a two-level fitness center, an elevated track, a climbing wall, 3 wood basketball playing courts, overlays for three volleyball courts, and six badminton courts. The fitness center includes a ground floor area with approximately 35 weight machines. The second-floor balcony houses approximately 40 pieces of cardiovascular equipment, including stair steppers, bicycle machines, rowing machines, ergometers, and treadmills. The elevated four-lane jogging and walking track separates runners from the active sports on the main floor.  The Student Recreation Center is open 6:30am - Midnight Monday through Thursday; 6:30am - 9pm on Friday; 9am - 8pm on Saturday; and 11am – 11:30pm on Sunday.

Department of Public Safety – Allendale Campus

The Department of Public Safety is located in the Service Building, at the north end of the Allendale campus and operates 24 hours a day, seven days a week. Students, faculty or staff members may report criminal incidents by calling GVSU’s Department of Public Safety Services at (616) 331-3255. Medical, police and fire emergencies may be reported by calling 911, or 9-911 if using a campus phone.  Public Safety Officers are dispatched by the Ottawa County Central Dispatch Authority (911) as well as through the Department of Public Safety Services Office.

Pew Campus Security

The Pew Campus Security Office is located on the first floor of the Eberhard Center and operates 24 hours a day, seven days a week. The Pew Campus Security Office can be reached anytime by calling (616) 331-6677. Students, faculty or staff members may contact Pew Campus Security to report criminal incidents, request an escort or make an inquiry regarding parking. Any medical, police or fire emergencies may be reported by calling 911. The Security Office also maintains the lost and found for the Pew Campus.

Additional Security

Muskegon Center: (231) 777-0315
Holland Campus: (616) 355-1200 (Holland Police)

If an emergency situation arises, you may dial 911 for immediate assistance from any location.

Campus Dining Facilities – Allendale Campus
Kleiner Commons

Kleiner provides customers with a pleasant, contemporary atmosphere and great food. Located among the residence halls and living centers, visitors will find a Convenience Store, Java City coffee bar and the Marketplace. The Marketplace includes Bene Pizzeria for you Italian favorites and Montague’s Deli where customers can build their own deli sandwiches or try one from the custom creations menu. For those who prefer a burger and fries, the Marketplace has a grill station with a traditional menu. Also, prepared fresh in front of your eyes, the Saute Station offers American or world cuisine. With late night hours and around the clock service at the C-Store, customers can enjoy Kleiner’s atmosphere at their leisure.

Commons

Fresh Food Company is an all-you-care-to eat buffet that features a diverse and satisfying menu.  In this new, state of the art restaurant, guests enjoy all-you-care-to-eat dining.  Select from: the Mediterranean Oven, the Produce Market, Traditions, the Champion Grill, and the Bake Shoppe.
The Food Court is located in the lower level of the Commons. Pizza Hut Express, Subway, and Taco Bell Express serve your favorites fast. Yogurt, soup, fruit, ice cream, novelties and many other fun food items are also awaiting you.  Einstein Bros. Bagels is located near the Fresh Food Company.  Einstein Bros. Bagels features fresh baked bagels, muffins, pastries, sandwiches, and specialty salads.  Also, a great place to grab fresh brewed coffee.  Open Fall and Winter.
Kirkhof Center

River Landing is located in the lower level of the Kirkhof Center and offers a variety of crisp grab and go salads, Bene Pizza and Pasta, Tortilla Fresca, the Grille, Subway, and made to order sushi. 
The Lobby Shop is a convenience store located on the main level of the Kirkhof Center. It is perfect when you’re on the run.  There are specialty drinks galore with Java City and the Freshens Smoothie Company.  The Convenience Store is also a great place to get a snack for now or later.
The Meadows Restaurant

Enjoy stepping away from hectic campus life and relax in a casual, fine dining atmosphere. The Meadows Restaurant is located in the clubhouse at the Meadows Golf Club. This public restaurant offers a menu that is both elegant and simple. From Chicken Marlino and Eggplant Parmesan to Nine Iron Nachos and Divots, there is something for all tastes. A great campus escape!

Campus Dining Facilities – Pew Campus

The Gazebo - Plaza, DeVos Center

The Gazebo is your quick stop if you are looking for an in-between snack.  Offering Starbucks Coffee and Big Apple Bagels, this is your destination for a pick-me-up beverage and snack. Look for pastries, muffins and other quick serve items to round out your selection.

The Plaza Cafe - Plaza, DeVos Center

The Plaza Cafe offers several topnotch meal choices.  The Plaza Cafe allows you to choose items from Homezone, the Grille, Tortilla Fresca, Bene Pizza, sushi, salad, or soup. 

Grand Valley Anti Harassment Policy

The University has a strong anti harassment policy which includes specified sanctions for violations of the policy. It outlines expectations for institutional and individual conduct of all University faculty and staff members. Copies of this policy are available at Human Resources in 140 Lake Michigan Hall on the Allendale campus.

We hope that this information has been helpful. If you have any questions, please contact Human Resources at (616) 331-2215.
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