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DATE:
October 1, 2003 

TO:
Executive Committee Members, Assistant Vice Presidents, Chairs, Directors, Department Heads, Assistants to the Deans and Vice Presidents, and Departmental Administrators  

FROM:
Harry S. Lynch, Jr.
Executive Vice President for Business Affairs/CFO  


Business Affairs Bulletin No. 02- FY 2004

SUBJECT:
Non-employee Service 

This policy replaces the current policy 4.5.15 – Volunteer Service.  

It is the policy of the Health Science Center to allow appointment of individuals to perform services that are non-remunerative and that are for the benefit of the institution.  Such individuals will be designated as non-employees and may be granted access to Health Science Center property, facilities or information systems necessary for the services they perform.  To minimize the risk of the services and access privileges granted to such individuals, Health Science Center departments and administrative staff are required to follow this policy and the procedures for appointing non-employees.  Further, to ensure the safety of personal and Health Science Center property, non-employee positions are considered security sensitive, and therefore are subject to the Health Science Center’s Criminal Background Check policy (Handbook of Operating Procedures, Section 4.4.1).  

A non-employee is an individual or entity appointed to perform non-remunerative services that directly or indirectly benefit the Health Science Center.  No employer-employee relationship shall be deemed to exist between an individual serving in a non-employee position and the Health Science Center.  There is no promise to pay or hire a non-employee for services rendered.  Appointments, assignments of duty, and dismissals of individuals in non-employee positions are the responsibility of the department chair or director and not subject to the employment policies in the Handbook of Operating Procedures (HOP).  

For all non-employee appointments, the Non-Employee Appointment Form and the Authorization for Security Background and Sanction Check form must be submitted by the initiating department to Human Resources prior to appointment.  The Authorization for Security Background and Sanction Check will not be necessary if the individual is a current employee who has undergone a security check consistent with U.T. policy.  Emeritus appointments will not require a background check.  

Applicability

This policy applies to all Health Science Center departments and individuals who provide services for the Health Science Center in a non-employee capacity as defined herein.  

For more detailed information, please refer to this policy in the HOP section 4.5.15.
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