College of Liberal Arts (CLA)
OUTSIDE THE UNIVERSITY: GRADUATE PRELIMINARY ORAL/DISSERTATION COMMITTEE MEMBERS APPOINTMENT PROCEDURES
Occasionally there is not sufficient expertise among the faculty to examine a graduate student with a very narrow or specific research focus.  In these instances, the student's department may consider a request for an individual who is not included on the List of Faculty with Graduate Education Responsibilities (http://www.grad.umn.edu/faculty_rosters/faculty.html) to serve as a Non-voting or Voting member of the student's committee.  
Non-voting Members: Preliminary and Final Oral Committees

Individuals who do not hold graduate faculty membership here (i.e., faculty from other academic institutions or individuals from the professional community) may serve as extra, Non-voting members on student examination committees (i.e., preliminary and final oral).

Non-voting members: 
· are listed in addition to the official examining committee; 
· do not count towards the minimum committee requirements;
· cannot serve as advisers, co-advisers, chairs, or thesis reviewers;
· do not vote on the outcome of the examination. 
Because students’ committees already will meet the minimal requirement for Voting members, the College does not need to approve Non-voting members of the committees. Non-voting member service first is approved by the Director of Graduate Studies of the student's major field. The non-voting member's name is listed, with a notation of "non-voting", on the transmittal page of the student's Degree Program Form or Thesis Proposal Form when it is submitted to the College for approval. The College will inform the Graduate School who, in turn, will create a PeopleSoft Record for Non-voting faculty members.  


Voting Members: Preliminary and Final Oral Committee
The college, on occasion, will entertain a request for an individual who is not a member of the graduate faculty (i.e., a faculty member from another academic institution, or a practitioner from the professional community) to serve as a Voting member of the student's examining committee. Requests of this kind should be made only under rare circumstances; they should not be considered routine. 

There are two distinct types of external member appointments: 1) one-time only assignment, which relates specifically to the issue at hand, and 2) appointments for ongoing faculty service.  One-time only assignments do not provide graduate faculty status in CLA.  Ongoing faculty service appointments may include graduate faculty status within the Affiliate Member or Senior Affiliate Member categories.
One-time Only Assignments
This type of external member assignment is graduate student specific.  The external member is proposed as a committee member a) immediately prior to the time the student files her/his milestone form (e.g., Degree Program form or Thesis Title form), or b) when a subsequent change to a previously approved committee is requested.  Eligibility to serve on a specific student’s committee will be confirmed in CLA before the forms/requests are submitted to the Graduate Student Services and Progress (GSPP) office in the graduate school for final processing.  External voting members should have the appropriate terminal degree and expertise in the appropriate areas. 
The request should be addressed to the CLA Associate Dean for Graduate Programs (“collegiate authorizer”) and be signed by the student's adviser and the Director of Graduate Studies of the student's major field. Such forms/requests must include the following elements:

· The name of the student, the student's major field and degree sought, the particular examination for which the request is made, and the date of the examination, if known.

· Other committee members and role they will play (e.g., chair, member, reader).

· A statement describing the reason for the request. (Normally the reason given will be “insufficient expertise among the graduate faculty in the area of the student's specialty to adequately examine the student.”)

· A description of the role the external faculty member will play on the committee (e.g., major field representative, minor field representative, thesis reviewer, representing another discipline).  

· The external faculty member's curriculum vitae and summary of previous advising or examination committee experience.

· Assurance that either the adviser or the Director of Graduate Studies in the student's major field will inform the external faculty member about examination procedures and requirements at the University of Minnesota and the College of Liberal Arts prior to the examination.

· A statement acknowledging that the College of Liberal Arts and the Graduate School cannot bear any travel costs in connection with the faculty member's service on the examination. If the faculty member must travel to participate in the exam, expenses must be the responsibility of the department, the student, and/or the outside faculty member. Also, CLA and the Graduate School will not provide honoraria or other payment for these services.

Appointments for On-going Faculty Service (see College of Liberal Arts Graduate Faculty Policy for details)
This type of external faculty appointment occurs when the graduate program proposes the on-going participation of someone outside the University of Minnesota in various capacities such as ongoing advising, teaching, or research responsibilities, and participation on student examination committees.  Once approved, these on-going faculty service appointees will be designated as Affiliate Member or Senior Affiliate Members of CLA’s graduate faculty and will be added to the list of faculty with Graduate Education Representatives maintained by the Graduate School as well as CLA’s list of Graduate Faculty.
The University’s position with respect to ongoing service of this type is that the non-University faculty member must hold an HR appointment, which can be without salary, thereby providing a legal basis for the individual’s association with the University and graduate program.  
For procedures for On-going Faculty Service appointments refer to Appointment of Graduate Faculty. (Document in preparation).  
Creating a Without Salary (WOS) Appointment for Committee Members from Outside the University
Per ruling by the General Counsel’s Office, individuals with vote in a student advising and/or examining committee role at the University must be actively affiliated with or have a legal relationship with the institution.  The process requires the creation of a Without Salary (WOS) Appointment for 1) one-time voting committee members; 2) retired individuals who accept new graduate student advising and/or examining committee commitments after retirement; 3) individuals who leave the University but wish to continue current committee assignments (Once all committee assignments at the time of departure are completed, the department may consider inviting the individual to be appointed as an On-Going External Faculty Member.  These procedures are found at http://cla.umn.edu/assets/doc/ohr_42177.pdf. The department is not obligated to continue the association with the departed faculty member once the original committee assignments are complete); and 4) adjunct persons (i.e., external affiliates) who agree to advise graduate students and/or serve on graduate examining committees and who have no prior relationship with the University. 
Process for One-Time WOS Appointments:
No “academic appointment” or related cost-pool contribution is required in this case, nor is the name of the external member published in the graduate program’s faculty list.  A PeopleSoft (PS) record must be established, however, for the external member’s committee service to be tracked in UM Reports.  
The responsibility for creating the required PS record for one-time only committee assignments resides with the CLA payroll preparer in the department of the graduate student’s major.  The job code is 9996-Grad School Committee Member.  The process is described in the HRMS Business Process: WOS Appointments for Retired and Adjunct Members of the Graduate Faculty: http://www1.umn.edu/ohr/prod/groups/ohr/@pub/@ohr/documents/asset/ohr_42177.pdf. 
1.  The student’s advisor and Director of Graduate Studies of the student’s graduate program, prepares the request to include an external member on a student’s examining committee and submits it to the administrative assistant for the collegiate authorizer (the CLA Associate Dean for Graduate Programs).
2.  The collegiate authorizer assures that the request is in compliance with CLA’s guidelines on external committee members, and communicates to the graduate program regarding any outstanding issues and/or the collegiate authorizer’s final decision.
3.  Once the collegiate authorizer approves the request, the DGS will provide the program department’s payroll preparer with the external committee member’s information. The HRIF (Human Resources Information Form) needs to be filled out and attached to the HRMS Worksheet to complete the WOS appointment. http://policy.umn.edu/categories/hr/form/hrisf.pdf
4. The department’s payroll preparer determines whether the external committee member has previously been assigned a PeopleSoft (PS) person record (Empl ID number).  If the individual does not already have the required PS record, it needs to be created by the CLA payroll staff.
5.  Once the department’s payroll preparer staff identifies the existing PS person record (Empl ID number), or if necessary, creates one for the individual, s/he provides the DGS with the required Empl ID information.
6.  The Director of Graduate Studies (DGS) includes the name and Empl ID number of the external member on the Student’s Degree Program Form or Thesis Proposal Form. The Form then is submitted to the College.
7.  The collegiate approver submits the approved Degree Program Form or Thesis Proposal Form to the Graduate Student Services and Progress (GSSP) office in the Graduate School.
8.  If the preliminary or final oral committees already have been approved and the external member is a substitute, once collegiate approval is received the DGS submits the request for a substitute to the Graduate School directly.  An Empl ID needs to accompany this request to the Graduate School. 
9.  The GSSP staff completes the review/approval process of the milestone form/committee substitution request and forwards committee data to the Graduate School’s Data Management office for data input into PS including the assigned Empl ID number for the external committee member, which ensures accuracy of committee data in UM Reports. The GSPP also sends the graduate student a .pdf and the DGS a photocopy of the approved form.
10.  The Graduate School’s Data Management enters the requisite data into PS.
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