POLICY AND PROCEDURE STATEMENT ON RESEARCH AND EXTENSION
ASSOCIATES FOR THE
DIVISION OF AGRICULTURE, FORESTRY AND VETERINARY MEDICINE
AND THE DIVISION OF RESEARCH AND ECONOMIC DEVELOPMENT
at
MISSISSIPPI STATE UNIVERSITY

Purpose @a

A comprehensive university requires a cadre of personnel who are able to devote fu
research and extension. The purpose of this document is to establish a consistent
such positions and to establish promotion criteria and approval process as it rel

323 for the positions. Existing procedures are to be used for establishing p wadvertising
vacancies, and filling positions. Affirmative action regulations apply to sitions, except
that there are no advertising requirements for the Postdoctoral Associ

Policy 0

All regulations of Mississippi State University concerninéemp ent and promotion must

adhere to the By-Laws and Policies of the Board of Tr f State Institutions of Higher
Learning (1970, with subsequent amendments). Eve n employed by the University is
expected to meet high standards of professional i collegiality and objectivity, and to
further the goals of his/her unit(s) and the Uniygre addition, a person of research/extension
rank must have an appropriate degree, or its nt in training and experience; a strong
commitment to higher education, and in garticU¥r to the mission of Mississippi State University;
and a willingness to assume the respons%es and obligations appropriate to a professional

university employee. v
* Position Titles

Four levels of appoin@re to be used for professional (support/service) positions:

1. /Extension Associate |
2. Sweflrch/Extension Associate |l
3. esearch/Extension Associate 111

enior Research/Extension Associate

\I appointed to these positions should: (a) be involved in research/extension support; (b) hold
ity a bachelor's or a master’s degree in the appropriate discipline and (c) meet specific criteria
eloped by the organizational unit where the person is located.



General Criteria for Appointment to Research/Extension Positions

Criteria for appointment/hiring, promotion and retention of Research/Extension Associates outlined in this
policy are the same regardless of fund source.

1. Beginning with a bachelor’s degree:
a. A professional employee with a bachelor’s degree and demonstrated competence can begin wor
the Research/Extension Associate | level. b
b. To begin at the Research/Extension Associate 1l level, one must have a bachelor’s degree a
minimum of 3 years of relevant experience and the equivalent of a master’s degree.
c. To begin at the Research/Extension Associate III level, one must have a bachelor’s deghe a
minimum of 6 years of relevant experience and the equivalent of a master’s degree. %
2. Beginning with a master’s degree: %e
a. A professional employee with a master’s degree and a minimum of 1 year of g€%v
demonstrated competency can begin work at the Research/Extension Assa’%

xperience and

vel.

b. To begin at the Research/Extension Associate III level, one must have a degree and a
minimum of 3 years of experience.

c. To begin at the Senior Research/Extension Associate level, one % e a master’s degree and a

minimum of 6 years of experience.

3. Beginning with a doctoral degree: %
a. A professional employee with a doctoral degree with 2 yqars ofs€levant experience and
demonstrated competence can begin work at the Rese tension Associate 11 level.

b. To begin at the Senior Research/Extension Associ V& one must have a doctoral degree and a
minimum of 3 years of relevant experience.

Suggested PerformangsStari¥ards of Professional Activities

In every case, the performance of res extension personnel will be judged by all parties
involved in promotion decision basis of written policy statements or criteria (i.e., specific
requirements) developed by the sfgific units with which the individual is associated. All criteria
should be based on the appi%on of the highest professional standards associated with the
university work. Some @st d items to consider in establishing evaluative criteria at the unit
level follow.

anluation and Review of Research/Extension Associates

Supervisors%esearch/Extension Associates are required to annually evaluate employee performance.
orrMfance evaluations should provide Research/Extension Associates with insight regarding
ards promotion. On an annual basis, each department head or appropriate officer and

0
&omotion criteria for research/extension positions of the department, specific unit and the
University. This agreement will be reviewed by the next appropriate administrator, and a copy
placed in the employee's promotion file. If the department head and employee cannot reach an
agreement, the matter will be referred to the next appropriate administrator.

An annual performance review, based on the predetermined agreement, will be conducted by the
department head or appropriate officer and each research/extension employee in his/her



department before the budget is made for the next year or when specified by the central
administration of the University, whichever occurs first. A copy of this review, signed by both
parties, will be reviewed by the next appropriate administrator and placed in the employee’s
promotion file. The employee may attach a dissenting statement to all copies of this review.

A permanent, confidential file for each research/extension employee is to be maintained by the
department head or appropriate officer. No record in the file is to be added, changed, or
withdrawn without the knowledge of both parties. The responsible administrative officer wj
make all pertinent information available to the appropriate individuals when the employ, %
candidate for promotion, or when the information is needed in an appeals or grievan

Guidelines for Promotion of Research/Extension Assoc'@%
C

It is desirable for the University’s Research/Extension Associates to ad\% ofessionally. The
purpose of these guidelines is to describe promotion criteria for eac esearch/Extension
Associate levels to qualify for advancement to the next level. Perfo e is defined and
evaluated in an individual’s annual evaluation as outlined in Usmv&i#y Operating Policies and
Procedures 13.24: www.msstate.edu/dept/audit/1324.html. L%

The promotion of Research/Extension Associates wil
with supporting documentation as appropriate, an
Vice President for Research and Economic Dev
Forestry and Veterinary Medicine or both w

ted by a letter from the supervisor
approved by signature through the
t or the Vice President for Agriculture,
is a joint appointment.

In every case, the performance of resear tension personnel will be judged by all parties
involved in promotion decisions on t ¥ of written policy statements or criteria (i.e., specific
requirements) developed by the sp8if§¢ units with which the individual is associated. All criteria
should be based on the applicati% e highest professional standards associated with the
university work. Some sugge$ed it€ms to consider in establishing evaluative criteria at the unit
level follow.

Performance Stand@ r:gromotion of Research/Extension Associates

The Universi nizes achievement of Research/Extension Associates by advancement.
Promotion ver granted routinely for simple satisfactory accomplishment. Rank also reflects
compa ure with others in similar disciplines in other university settings. Promotion is
rformance and demonstrated competence and not solely on length of service, but a
time must elapse for the individual to demonstrate competence and have it confirmed
periodic evaluation. Professional achievement elsewhere will be considered for

&o otion.

Evaluation criteria within DAFVM and ORED are listed in Table 1. Criteria are based upon levels
of independence/leadership, creative contribution/scientific endeavor, and professional
development/activities.



file:///C:/Documents%20and%20Settings/meh342/My%20Documents/GroupWise/www.msstate.edu/dept/audit/1324.html

TABLE 1.

DAFVM and ORED

Evaluation criteria for promotion of Research/Extension Associates within the

Research/Extension Associate Promotion Level

Ito Il

I1to I

W

I11to

Minimum Years of
Employment at
Previous Level

3 years

3 years

Minimum Educational
Requirement

M.S. or Equivalent *

Performance**
Standards

Excellence in 1 area
with satisfactory ing ,
least one additigmal ar

g

&

M.S.

Excellence in 2 areas

Excellence in 2 areas
with satisfactory in at
least one additional area

Annual Evaluation***

A ra@rall rating of

r higher on each of
he 1®st three annual
luations

Average overall rating of
3.0 or higher on each of
the last three annual
evaluations

Average overall rating of
3.0 or higher on each of
the last three annual
evaluations

V

* [tems whic used to demonstrate equivalency include, but are not limited to: a second bachelor’s

trainin

relat\ experience.

degree, pranal certifications, continuing education units (CEU’s) earned, advanced
rksMops completed, graduate courses completed, current progress toward an M.S. degree, and

efformance is defined in DAFVM Application for Promotion, section VII, accomplishments A - D
cfolarly Activities, Oral Presentations, Impact and Outcome Measures and Grants, Contracts and
sources related to Program Mission).

*** Documented in the DAFVM Annual Evaluation Form



http://www.dafvm.msstate.edu/resources/forms/app-for-promotion.doc
http://www.dafvm.msstate.edu/resources/forms/faculty-evaluation.pdf

Responsibilities for Supervisors of Research/Extension Associates

Supervisors of Research/Extension Associates are responsible for providing a working environment that
allows the employee to function as a professional member of the University and achieve orderly growth in
professional stature and rank.  Specific responsibilities of supervisors include:

1. Conduct an annual performance appraisal based on job-related criteria and submit on the appropriat
form www.hrm.msstate.edu/.
2. Submit a “Progress Toward Promotion” form, in addition to the “Annual Performance Apprais T

www.hrm.msstate.edu/.

3. Assist Associates in collecting and preparing documents for “Applications for Promotiony o

4. Provide opportunities for professional development and achievement. %

5. Acknowledge the intellectual contributions of Associates by including them as coa% esearch
and extension publications, when appropriate.

6. Supervisors should involve Associates in classroom/workshop instruction, pr s to professional
groups, outreach and technical assistance activities and the writing and admQi n of grants

consistent with source of funds and time and effort reporting.
7. Incorporate potential salary adjustments in development of extramura ets, since
Research/Extension Associates are often extramurally funded.

Compensation for Educational Achievement or Promotion
The University grants an increase in annual salary, subje evailability of funds, to employees who
become certified by a recognized and accredited certifi ogram, or who earn an associate's,
bachelor’s, master's, or doctoral degree. This certif] degree must be in an academic discipline that
is relevant and related to the employee's current ®y1%and should enhance the employee's ability to
perform the duties of that position. If the comgleti certification or degree is a condition of
employment, employees are ineligible for a%wal compensation. Please see:
www.hrm.msstate.edu/compensation/polgmigs/es®/. Mississippi State University recognizes promotion with
an incremental adjustment of annua@ .mafes.msstate.edu/faculty-

jons

staff/pdf/criteria for%20 ras.pdf.

Schedule for Promotio

Departmental recomm ons may be submitted to the appropriate dean, director and then to the
appropriate vice idgnt(s) anytime of the year. The vice president(s) will evaluate the
recommendati e dean/director based on applicant satisfying the criteria, as set forth.

A letter re(@ing an appropriate salary increase must accompany the promotion packet. Letters
shoul ude the current salary and proposed post promotion salary. Signature approval for
sal \ ases should follow guidelines in HRM’s Staff Compensation Program (HRM 60-323).

ie
is policy and procedure will be reviewed every four years or as needed by the Vice President
for Research and Economic Development and the Vice President for the Division of Agriculture,
Forestry, and Veterinary Medicine or when revisions are made to HRM 60-323 with

recommendations for revisions presented to the President. Input may be provided to the Vice
Presidents by Human Resources Management.
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