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Eastern Illinois University 
Department of Intercollegiate Athletics 
Mission Statement and Core Values 

 
 
 

MISSION STATEMENT 
 

The mission of the Eastern Illinois University Department of Intercollegiate Athletics is to 
provide an environment in which student-athletes complete their undergraduate college 
education and achieve athletics success at the highest possible level.  The Department 
is committed to offering a first-class competitive athletics program at the NCAA Division 
I (FCS) level that promotes the values of Eastern Illinois University mission. 
 
 

CORE VALUES 
 

Eastern Illinois University considers intercollegiate athletics to be an integral part of the 
University, providing students, faculty, alumni, and friends with an opportunity to share 
in the life of the collegiate community.  The Department has a responsibility to advance 
the University’s role, ensuring athletics will be conducted in accordance with Eastern 
Illinois University educational mission while maintaining and building Panther Athletics. 
 

 Maintain a proper balance between academics and athletics. 
 

 Support the student-athletes as a whole person, academically and athletically, in 
career development, community service, and related to personal well being. 

 

 Develop discipline, character, and teamwork….all necessary ingredients for 
individual leadership and achievement. 

 

 Student-athletes, coaches, and staff must uphold a sense of character, honesty, 
and integrity as they serve Eastern Illinois University. 

 

 Long term success increases exposure for Eastern Illinois University and 
provides regional and national exposure. 

 

 Achieve athletic success on a regional and national level, without compromising 
any core values. 

 

 Operate in a fiscally sound manner, balancing state, university and self 
generated resources to create a competitive and appropriate budget. 
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 2 

 Build, renovate and maintain facilities to provide a first class environment to allow 
competition at the highest level of success. 

 

 Recruit Illinois students who are prepared for NCAA Division I competition. 
 

 Be a campus partner by strengthening and building relationships with students, 
faculty, administrators, and staff from other areas of campus community. 

 

 Be a positive city, county, and state partner by strengthening and building 
relationships with Charleston and Mattoon City Councils, operating departments, 
and county government officials. 

 

 Empower individuals (student-athletes, coaches and staff) to make decisions in a 
responsible and accountable manner that will lead to their success. 

 

 Provide excellence in customer service by communicating openly and honestly 
with constituents, treating every EIU alumnus, ticket holder, fan, or contributor 
with the utmost respect.   

 

 Promote good sportsmanship in all athletic endeavors. 
 

 Maintain an environment that promotes gender equity and embraces diversity, 
providing fair and equitable treatment of all student-athletes and staff. 

 

 Maintain a positive, enjoyable, and family friendly work environment. 
 
 
 
 
 
 
          (February, 2009) 
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Mission of Excellence Goals 
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ATHLETICS PHILOSOPHY OF EASTERN ILLINOIS UNIVERSITY 
 
 
 

At Eastern Illinois University, student-athletes will be provided with the 
opportunity and encouraged to progress towards a degree of their choice, in an 
environment consistent with high standards of academic scholarship, 
sportsmanship, leadership, and institutional loyalty.  Participants in intercollegiate 
athletics at Eastern Illinois University must be enrolled in at least a minimum full-
time program of studies, be in good academic standing and maintain satisfactory 
progress toward a baccalaureate degree. 
 
It is recognized that Eastern Illinois University Intercollegiate Athletics program: 
 

1. is a important part of the well-rounded university dedicated to the service 
of a broad range of students, faculty and public interest; 

2. is important in community support for the institution at the legislative, state 
and local levels; 

3. fosters pride in Eastern Illinois University among faculty, students and 
citizens of Illinois; 

4. can and should develop character, maturity and a sense of fair play in its 
student-athletes. 

 
Athletic Objectives 
 

1. To have Eastern Illinois University represented by men and women whose 
conduct reflects credit upon the institution and who are making normal 
progress in degree programs with appropriate academic counseling, 
advisement and support; 

2. To field disciplined, healthy and competitive amateur student-athletes and 
teams recruited, coached and supported by skilled people who are 
dedicated to the spirit and intent of all conference and NCAA rules and 
regulations; 

3. To strive for improvements in the system of intercollegiate athletics by 
cooperating with institutions to reduce pressures toward improprieties; 

4. To provide quality medical support for all student-athletes; 
5. To provide a positive learning environment that is culturally and gender 

diverse. 
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STATEMENT OF PURPOSE 
 

Eastern Illinois University Intercollegiate Athletic Department is a service 
organization for several constituent groups that include:  our student-athletes, the 
student body, faculty and staff, alumni and friends, the sports media, and the 
general community.  Our basic obligations to these groups are twofold: 
 

1. To develop and maintain a competitive athletic program that can be a 
source of pride; 

 
2. To allow members of these groups the opportunity to become involved 

in the program, whether as a participant, contributor or spectator. 
 
As stated in our philosophy, our primary purpose is to direct each of our student-
athletes toward growing as a total person, earning a meaningful degree, and 
developing as an athlete.  We should provide each student-athlete with the 
chance to be involved in all areas of student life while in school and with the tools 
to be successful in his/her career after graduation. 
 
We should also strive to allow every member of the student body the opportunity 
to be a part of the athletic program.  Some students can be actively involved as 
athletes, trainers, managers, cheerleaders, band members or student-assistants.  
For the majority of students who participate as spectators, we have an obligation 
to field competitive teams that represent the quality and purpose of the university.  
Our program can and should be the single most important generator of positive 
school spirit on campus.  We must be receptive to student suggestions and 
inquiries and must always treat students with courtesy. 
 
The faculty and staff are the heart of the University and can be a very valuable 
resource for the athletic program.  As we perform our duties in an open, 
competent and professional manner, we will be viewed with respect by the other 
academic departments on campus and will be seen as an integral part of the 
school.  A sound, competitive athletic program will be a source of pride for faculty 
and staff members.  We must always be certain the faculty understands our 
commitment to academics and is aware of our activities and plans.  The 
Intercollegiate Athletics Board is an excellent means to accomplish this goal. 
 
Alumni and friends are the financial backbone of the athletic program, and we 
must be sensitive to their needs.  We must have a service attitude, which means 
that every alumni, friend, or visitor should always be treated with complete 
courtesy and respect.  We must make purchasing tickets as convenient as 
possible and always a pleasant experience.  Many alumni and friends want to 
become actively involved in recruiting, marketing, or fund-raising, and we should 
allow them, under our direction, to assist our program in these areas. 
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 2 

In dealing with sports media, we have an obligation to help them be successful in 
their jobs.  We must be honest, open and supportive at all times and never 
attempt to conceal unfavorable news.  Each member of the media should feel 
welcome to our program. 
 
We can and should be a source of pride to our community.  A quality, competitive 
athletic program can be a positive focal point for the community.  We must be 
willing to donate our time and resources to civic and charitable efforts, and every 
employee in the Intercollegiate Athletic Department is encouraged to become 
involved in community activities.  Whenever we help our community, we help 
ourselves and our program. 
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Brian Allen

Head

Cheerleading

Instructor

TBD

Account Tech

Kaye Talbott

Assistant

Business

PT

Ryan Sweitzer

Assistant Coach
Jason Dorey

Assistant Coach
Craig Toler

GA
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Eastern Illinois University

Department of Intercollegiate Athletics

Director of Athletics

Sport Supervision

Organizational Chart

Tracy Scott

Associate AD

Athletic Support 

Services

Cindy Tozer

Director

Academic Services

TBD

Compliance

Assistant

LaVeasey Carter

Assistant Director

Academic Services

TBD

Assistant

Dominic Morais
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Eastern Illinois University 
PANTHER ATHLETIC SUPPORT SERVICES 

 
Introduction: 
 
The fall of 2006 brought the completion of the Student-Athlete Academic Center. 
This state of the art facility tremendously supports our academic unit. The 
Academic Service support staff, located in the center, has over 10 computers, 
study tables, and will assist the unit in meeting their goals. 
 
EIU’s Academic Services for student-athletes is a service supporting the 
academic, career, and personal development of student-athletes as they 
participate in intercollegiate sports. The program is dedicated to helping student-
athletes reach their maximum academic, athletic and personal development 
potential. 
 
The Athletics Academic Program wants to ensure that student-athletes succeed 
to their highest academic ability and that any possible educational disadvantages 
resulting from their participation in intercollegiate sports are offset. Inherent in the 
program is the philosophy that student-athletes take responsibility for their own 
growth and development while receiving maximum support. 
 
Personal Development: 
 
The Athletic Academic Services staff is available to counsel student-athletes on 
issues relative to personal, career, academic and athletic concerns. In addition, 
referral for specific assistance in other areas is also available, (such as 
drug/alcohol concerns, etc.) 
 
Academic Progress Review: 
 
In cooperation with faculty members, the Academic Service staff periodically 
reviews the academic performance and class attendance of all student-athletes. 
The staff monitors the progress of each student-athlete toward graduation. All 
academic progress information is shared with the athlete, coach, sport 
supervisor, and compliance. 
 
Orientation: 
 
A special orientation program helps students in their transition from high school 
to college. 
 
The debut program will provide an opportunity to accomplish a number of 
important tasks including: 
 

 Learn about academic degree requirements 
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 Meet with your academic advisor 

 Use P.A.W.S. to register for your fall classes 

 Specific majors require mandatory testing 

 Learning the ropes from current students 

 Becoming more familiar with campus facilities 

 Learning about campus support services and programs 

 Programs designed to help parents and students in their transition to EIU 
 
In addition to the University’s Orientation program, the Academic Services staff 
and Assistant AD for Compliance meet with each team to inform them of what is 
expected of them, the University’s responsibility to them and adjustments they 
will need to make in order to succeed. 
 
Workshops: 
 
The Academic Services staff in conjunction with other campus entities will 
conduct test taking, time management, resume writing, and other workshops in 
an effort to help student-athletes be as successful as possible. 
 
Academic Advising: 
 
STUDENT-ATHLETES HAVE THE PRIVILEGE OF PRIORITY REGISTRATION. 
ALL STUDENT-ATHLETES ARE ASKED TO TAKE ADVANTAGE OF THIS 
OPPORTUNITY IN ORDER TO MEET THEIR PRACTICE AND COMPETITION 
SCHEDULES. 
 
Student-athletes will receive academic advising from the college of their major 
course of study (College of Education, School of Business, etc.). The Academic 
Services staff supports this advising by assisting student athletes in scheduling 
appropriate courses. Student-athletes are reminded to use their college advisors 
to select the courses that lead to graduation. 
 
The Academic Services staff is always available to assist student-athletes with 
any academic concern, most importantly pre-advising schedule development. 
 
Tutoring: 
 
Individual tutoring in all subjects is available to every student-athlete free of 
charge. Tutors are available in the Academic Center. Schedules will be 
established early each fall for all tutoring sessions. 
 
Most tutors are honors students who have been highly recommended by 
individual department faculty members and chairpersons. Those tutors chosen to 
work with student-athletes are trained to maintain confidentiality and to work on a 
one-to-one basis while reinforcing a positive attitude. Student-athletes are 
advised to use tutoring to improve learning, not as a substitute for studying or 
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class attendance. Student-athletes are expected to review and complete all 
required reading prior to a tutorial session and be prepared for further learning 
and clarification. 
 
Study Halls: 
 
The Athletic Director requires each coaching staff to maintain a study hall for all 
freshman and some upper-class students below a specified cumulative grade 
point average. These study halls are assigned and maintained by the Academic 
Services staff. 
 
Life Skills Program/Extend-A-Paw: 
 
The Academic Services staff is interested in the total development of student-
athletes, not only academically, but also in their athletic, social, personal and 
interpersonal growth. The Life Skills program provides periodic “special 
emphasis” seminars and workshops in such areas as interview techniques, 
money management, communication skills, test-taking strategies, time 
management, drug/alcohol awareness and many other pertinent areas. The 
program also provides opportunities to get involved in the community as well. 
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Panther Athletic Support Services  

Temporary removal of property (laptop) 
 

 
 

 

I certify that the property will be used exclusively for university-related business or 

activities, and agree to assume responsibility for the equipment during the time the 

property is removed. I understand that I shall be liable for any losses, damage or 

destruction, or impairment of function or useful life of the property that may result due to 

negligence or carelessness. 

 

______________________    ____________________ 

Student-athlete-print name    Signature 

            

       ___________________ 

       Date 

 

Equipment Description    EIU Tag Number 

__________________    ___________________ 

 

 

Location of Equipment when removed from campus: 

 

_____________________________________________________________ 

 

 

________________________________________________________________________

________________________________________________________________________ 

 

 

Property returned (time, date):____________________________________ 

 

 

Acknowledgement of return 

 

___________________________________________  __________ 

Director/Asst. Director of Panther Academic Services  Date 

lrdaubs
Typewritten Text
Page 45.1



Eastern Illinois University 
Intercollegiate Athletics 

Background Investigations for Positions of Trust 
 
 

In compliance with the Campus Security Act (Public Act 88-629) the following 
positions have been identified as “positions of trust” in the Intercollegiate 
Athletics Department (see attached): 
 

 All Administrative & Professional Positions, including Coaches and   
 Assistant Coaches 

 Athletic Business Manager 

 Director of Athletics 
 
Background investigations will be initiated as part of the search process for 
administrative positions, and by the Department of Human Resources for civil 
service positions, by contacting the Illinois State Police prior to employment.  The 
signed Criminal Background Form is sent to Paula Embry, Human Resources.  
The cost of conducting said background investigations will be paid by Athletic 
Operations fund. 
 
A Background investigation must be conducted on any current employee who is 
promoted or reallocated from a position exempt from this rule to any position 
listed above or any position that would otherwise require a background 
investigation. 
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EASTERN ILLINOIS UNIVERSITY 

Background Investigation for Employment 

Illinois State Police 

 
**CONFIDENTIAL** 

 
(Please Print) 

 

 

Name:__________________________________________________________________ 
  First                                                 Middle                                   Last 

 

Address:________________________________________________________________ 

 

 ____________________________________  _______ _________    _________ 
               City                                                                      State          Zip Code          Ext. 

 

 

Sex:_____________________  Race:________________________ 
Codes for Sex                                                  Valid Codes for Race 

Male……………M   White………………………W 

Female………….F   Black/Afro-American……...B 

Unknown………U   Asian/Pacific Islands………A 

     American Indian/Alaskan…..I 

     Hispanic……………………H 

     Unknown…………………..U 

 

 

 

Social Security Number:_______-______-_______  Date of Birth:_____________________ 
                                                                                                                                     Month             Day         Year 

 

Applicant’s Signature:___________________________________________________ 

 

 

FOR OFFICE USE ONLY: 

 
Charge back to:   ATHLETIC OPERATIONS              24E002 

                                                                                          Banner Account # 

 

Requested by:     Marsha Figgins – Athletics            _________________________________ 

                                                                                                                    Date 

 

Type of Position:           STATUS      EXTRA-HELP 

 

 

Date of Hire:  ______________________ 

 

 

 

Revised 2010 
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Policy Number: 3  

  

BACKGROUND INVESTIGATIONS FOR POSITIONS OF TRUST 

  

Background investigations shall be conducted as part of the search process for all employees hired into 

"positions of trust.”  The department extending the employment offer is responsible for sending the 

Background Investigation for Employment form for completion.  Upon receipt of the completed form, it will 

be forwarded to the Department of Human Resources for submission to the Illinois State Police.  The 

Department of Human Resources is responsible for ensuring background investigations are completed prior 

to entering the employment contract. 

  

Background investigations must be completed prior to employing individuals in positions of trust.  

  

The cost of conducting background investigations will be paid by the appropriate vice presidential area from 

funds identified by the Vice President.  

  

The following positions have been identified as positions of trust at Eastern Illinois University for the 

purpose of compliance with the Campus Security Act (Public Act 88-629).  

  

Academic Affairs  

     Child and Infant Development Laboratory All office personnel 

     Registrar All office personnel 

 

Business Affairs A background investigation is required on all personnel in 

Business Affairs, with the exception of person(s) in the 

following series of classification:  Office Support 

Assistants/Associate/Specialists and their extra-help 

equivalents. 

 

External Relations  

     Student Affairs All office personnel 

     Philanthropy All office personnel 

 
 

President All office personnel 

     Internal Auditing All office personnel 

     General Counsel All office personnel 

     Vice Presidents All office personnel 

 

Student Affairs A background investigation is required on all personnel in 

Student Affairs, with the exception of person(s) in the 

following series of classification:  Office Support 

Assistants/Associate/Specialists and their extra-help 

equivalents. 

                              

A background investigation shall also be conducted on any current employee who is promoted or reassigned 

from a position exempt from this rule to any position listed above or any position that would otherwise 

require a background investigation.  A background investigation may also be required for other positions if 

requested by the hiring agent. 

  

Approved:  

President  

July 28, 2008 

  

Monitor: President 

http://www.ilga.gov/legislation/ilcs/ilcs3.asp?ActID=1054&ChapAct=110%26nbsp%3BILCS%26nbsp%3B12%2F&ChapterID=18&ChapterName=HIGHER+EDUCATION&ActName=Campus+Security+Act%2E
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Eastern Illinois University 

INTERCOLLEGIATE TEAM CHAMPIONSHIP GIFT POLICY 
 

Student-athletes, coaches, trainers, student trainers, student managers and 
administration may be recipients of EIU championship gifts under the conditions 
delineated below. 
 
WHO IS ELIGIBLE: 
 

 Regular season conference team champions 

 Conference tournament champions with a regular season finish in the top 
30% 

 Individual student-athletes who are NCAA national qualifiers 

 Teams participating in the second round of an NCAA championship 
tournament 

 Number of awards:  NCAA/OVC travel squad limit (players), NCAA 
maximum coaching staff, not to exceed number of EIU coaches.   

 Full-time support personnel (i.e., trainers, staff, administration) are not 
eligible but may purchase the gift at 50% of EIU’s cost.  Student-athletes 
on squad list but not on travel squad may purchase gift at 50% university 
cost. 

 Special circumstance – at Director of Athletics’ discretion. 
 
 
WHAT: 
 

 One gift per sport per year (i.e., Cross Country, Indoor and Outdoor Track 
considered only one sport.)   

 The type of championship gift will be determined in conjunction with 
Director of Athletics, Head Coach and Sports Supervisor. 

 
 
The Director of Athletics will review all recommendations for awarding of gifts as 
well as any special circumstances. 
 
 
 
 
 
 
Adopted 10-05-99 
Revised 08-26-08 
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Revised 2009 1 

Eastern Illinois University 
Compliance Forms – due dates 

 
 

Countable Activities log 

 Due Tuesday at 12:00 p.m. 
 

 
Contact and Evaluations form 

 Due the first Tuesday of the month at 12:00 p.m. 
 

 
Official and Unofficial forms 

 As received 
 

 
Financial Aid forms  

 As received 
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Countable Activity Log 
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Eastern Illinois University  
Athletics Compliance Office          Countable Activities Log 

   
 

 

 

 

NCAA Bylaw 17.01.1 Institutional Limitations.  A member institution shall limit its organized practice activities, the length of its playing seasons and the number of its regular-season contests and/or dates of 

competition in all sports, as well as the extent of its participation in noncollegiate-sponsored athletics activities, to minimize interference with the academic programs of its student-athletes (see Figure 17.1 

and 17.2 in NCAA Manual). 

NCAA Bylaw 17.1.6.1 Daily and Weekly Hour Limitations--Playing Season.  A student-athlete’s participation in countable athletically related activities shall be limited to a maximum of four hours per day 

and 20 hours per week.   

NCAA Bylaw 17.1.6.2 Weekly Hour Limitations--Outside the Playing Season.                

 

                                                                                                                                                              

                                                                                                                                                                                                         

 

 

 

 

Please Note:  The following activities are not to be counted: 

*Training table or competition related meals *Participation in regular P.E. courses 

*Training room or therapy/rehabilitation    *Voluntary individual workouts and film review,  

*Study hall, tutoring, academic advising    provided SA’s are not required by coaches [may  

*Meeting with coaches--non-athletic related   be monitored by strength or coaching staff for safety 

*Travel to & from practice or competition   *Individual consultation initiated at the request of  

*Medical exams or treatments     the SA provided no ARA takes place 

 

Sport Season Segment 

Practice Dates Practice Location if Off-Campus Signature of Head Coach Date 

Student Signature Date 

1 

 

2 

 

3 

 

4 

 

DESCRIPTION SUN. MON. TUES. WED. THURS. FRI. SAT. 

Competition 
       

Practice with Coach 
       

Weights/Conditioning 
       

Required, Supervised, or Monitored 

Film Review 
       

Meetings with any Coach 
       

Individual Workouts 
       

Other on-field/court activities 
       

TOTAL HOURS 
        

COACHES:  This form is to be submitted to the Athletics Compliance Office on a weekly basis (every TUESDAY).  You MUST record the hours on a daily basis.  Record and total 

the          exact number of hours spent (in quarter hour increments) on each activity noted below.  At the end of each week, record and total hours.  Note that competition always 

counts for three (3) hours.  Only student-athletes designated as “captains” are required to sign this form.                                                                                                                                                                      

I certify that the hours noted below are correct. 

Any exceptions are noted on the reverse. 

    

         Any 

exceptions are noted on the reverse.                         
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Contact and Evaluations form 
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Eastern Illinois University  
Athletics Compliance Office  RECRUITING CONTACT AND EVALUATION SUMMARY 

   
 
 
 

COACHES:  This form summarizes the contacts and evaluations for all sports, and is to be submitted to the Athletics Compliance Office on a MONTHLY 
basis by every designated recruiter, regardless of whether any contacts or evaluations are made.                                                                                                          

NCAA Bylaw 13.1.6 permissible number of contacts; 13.1.8 limitations on number of evaluations – all sports 
 
Sport Coach Recruiting Dates (month) 

 
 
 

No Contacts or Evaluations were made during the specified period.  
 

Prospect/Parent/Administrator Date Contact Evaluation Site (e.g. – Home, School, etc) 
City, State 

Person(s) Present School 

       
       
       
       
       
       
       
       
       
       
       
       
*  Fill in the name of the school administrator who approved the school site contact (if applicable) 
 
I hereby certify that I have reported all contacts and/or evaluations with the prospects or prospects parents/guardians during the indicated time period.  I affirm that I fully complied with all NCAA, 
Conference, and institutional rules during my recruitment of the above listed prospects. 
Signature of Coach Date 
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Official Visit Tracking form  
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Eastern Illinois University  

Athletics Compliance Office 
OFFICIAL VISIT TRACKING FORM 
 
 
 

COACHES: This form is to be submitted to the Athletics Compliance Office for any prospective student-athlete (high school, two 
year college transfer, four year college transfer, or international prospect) who comes to Eastern Illinois University on an official 
visit. Please fill out only one form for each prospect/student-host. 

 
Name of the Student-Athlete Host (please print) 
 
 

Date of Arrival 

Name of Prospective Student-Athlete(please print) 
 

Date of Departure 

 
RECONCILIATION 
In the spaces provided below, please provide information regarding the amount of money withdrawn and used during the prospect’s official visit. 
Please note that all entertainment of the prospect, prospect’s parents, student host, and any coaches present must be paid for with Student-Host 
money ($30 per day) regardless of whether or not the Student-Host is present during the entertainment. All entertainment must be comparable to 
that of normal student life. 
1. Date of Withdrawal:                                                                          
_______________ 
 
2. Amount of Host Money Withdrawn:                                               
$_______________ 
 
3. Total Amount Spent:                                                                       
$_______________ 
 
4. Total Cash Returned to Coach/Business Office:                             
$_______________ 
 

Note: Please explain any discrepancy between the amount from line 2 
and the total of lines 3 and 4: 

 
LOST RECEIPTS  
In the Spaces provided below, please provide information and an explanation regarding any receipts which were lost during an official visit. 

Individual Losing Receipts Location Explanation of Activity/ Expense Total Amount 

    

    

    

    

I certify that the information on this form is complete and accurate. Itemized, dated receipts have been submitted for all 
expenditures incurred by the Student-Athlete host and/or all coaches involved in entertaining the prospect. Any receipts 
lost by coaches or student-athletes are noted above. 

 

Signature of Student-Athlete Host Date 
 

Signature of Head Coach 
 
 

Date 
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Unofficial Visit Tracking form 
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Eastern Illinois University  

Athletics Compliance Office 
UNOFFICAL VISIT TRACKING FORM 
 
 

 

COACHES: This form is to be submitted to the Athletics Ticket Office prior to the prospect’s visit. Please keep a copy for the 
prospect’s recruiting file. Note that each person on the player’s pass list must appear in person and present a valid form of 
identification under Ticket Office policy. 

NCAA Bylaw 13.6.6.2 Complimentary Admissions: During the official visit, a maximum of three complimentary admissions to a home athletics event at any 
facility within a 30-mile radius of the institution's main campus in which the institution's intercollegiate team practices or competes may be provided to a prospect. 
Such complimentary admissions are for the exclusive use of the prospect and those persons accompanying the prospect on the visit and must be issued only through 
a pass list on an individual-game basis. Such admissions may provide seating only in the general seating area of the facility utilized for conducting the event. 
Providing seating during the conduct of the event (including intermission) for the prospect or those persons accompanying the prospect in the facility's press box, 
special seating box (es) or bench area is specifically prohibited.  
NCAA Bylaw 13.6.6.5 Student Host: The institution may provide the following to a student-host entertaining a prospect: (c) a complimentary admission to a 
campus athletics event provided the ticket is utilized to accompany a prospect to that event during the prospect’s official visit. 
Requesting Sport: Requesting Coach: 

TICKET OFFICE: We are requesting that the names below be placed on a pass list for the following game/event: 
Sporting Event Opponent Date of Game 

 
Prospect Guest 1 and relationship to prospect 

Student-Host Guest 2 and relationship to prospect 

 
Prospect Guest 1 and relationship to prospect 

Student-Host Guest 2 and relationship to prospect 

 
Prospect Guest 1 and relationship to prospect 

Student-Host Guest 2 and relationship to prospect 

Please note other terms and conditions:  
 This request must be filled out, completed and submitted to the Ticket Office before the visit. Please keep a copy for the 
   prospect’s file.  
 List the full name of each prospect. All guests must be listed.  

 
I certify that I have read the above and that the information given here is correct and complies with NCAA rules on complimentary 
admissions.  
 

Signature of Head Coach 
 
 

Date 
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Initial Athletic Financial Aid form 

lrdaubs
Typewritten Text
Page 66



 
BOARD OF TRUSTEES OF EASTERN ILLINOIS UNIVERSITY 
2009-2010 INITIAL ATHLETIC FINANCIAL AID AGREEMENT 

 
TO: 
____________________________________________  Sport: ____________________________________ 
 
___________________________________________         E#:  ____________________________________             
 
____________________________________________  Date: ____________________________________ 
 
 
Award:   ___________________________________________________________________________________________  

 
Period of Award: _____________________________ 

      
                

___ IN-STATE         ___OUT-OF-STATE     ___INTERNATIONAL 
 
 
 
__________________________________________________________________________________ 
 (Financial Aid Representative Signature, date)     (Coaches’ Initials, date) 
 
Conditions of Financial Aid 
I understand that to qualify for this financial aid, I must 

 Fulfill the admission requirements of Eastern Illinois University, and 
 Meet and maintain the eligibility requirements for athletics participation and financial aid established by the NCAA, 

conference, and Eastern Illinois University. 
 
NCAA regulations restrict the total amount of financial aid a student-athlete can receive. If I receive a federal grant or some other 
scholarship or financial aid, I will notify the financial aid office. Those funds may replace a portion of my athletics grant to meet NCAA 
and conference regulations. I understand that I may be required to file the appropriate financial aid forms. My financial aid will not be 
increased, reduced or canceled during the period of its award on the basis of my athletics ability, performance or contribution to my 
team’s success, because of an injury or illness that prevents me from participating in athletics, or for any other athletics reason. My total 
financial aid may not exceed the limits set by the NCAA. 
 
I am aware that the amount of this aid may be immediately reduced or canceled during the term of this award if: 

 I become ineligible for intercollegiate competition (e.g., by carrying less that 12 credit hours); 
 I give false information on my application, letter of intent or financial aid agreement; 
 I engage in serious misconduct that brings disciplinary action from this institution; 
 I voluntarily withdraw from the sport for personal reasons; or 
 I commit a violation of team rules resulting in my suspension or dismissal from the team. 

 
I am also aware that this aid must be reduced or cancelled if; 

 I sign a professional sports contract for this sport; 
 I accept money for playing in an athletics contest that causes me to exceed cost of a full grant; 
 I agree to be represented by an agent and accept money that causes me to exceed the cost of a full grant; or 
 I receive other aid that causes me to exceed my individual limit. 

(Note: A student-athlete who signs a professional sports contract, accepts money for playing in an athletics contest or agrees to be 
represented by an agent jeopardizes his or her eligibility under NCAA amateurism regulations.) 
 
Please indicate your acceptance of this award by signing this agreement and returning it to Eastern Illinois University Athletics 
Compliance Office, 600 Lincoln Ave.,, Charleston, IL 61920 no later than ____________. 
 
______________________________      ______________________________                                                ____________ 
       (Student-Athlete’s name-please print)       (Student-Athlete’s Signature)             (Date) 
 
______________________________     _______________________________     ____________ 
    (Parent’s Signature, if student is a minor)       (Student’s SS#)                        (Date) 
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Renewal Athletic Financial Aid form 
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 ___ OUT-OF-STATE 

 
                          BOARD OF TRUSTEES OF EASTERN ILLINOIS UNIVERSITY 

2010-2011 RENEWAL ATHLETIC FINANCIAL AID AGREEMENT 
                                  
             TO: 

                   __________________________________ Sport:   _______________________ 

      __________________________________ E#:      _______________________ 

      __________________________________ Date:    _______________________ 

             Award:   _____________________________________________________________________________ 

                                   Period of Award:  2010-2011

     

     

                                                          
____________________________________________________________________________________________  

                        (Financial Aid Representative Signature, date)                                                      (Coaches’ Initials, date)                                       

         Conditions of Financial Aid 
       I understand that to qualify for this financial aid, I must 

 Fulfill the admission requirements of Eastern Illinois University, and 
 Meet and maintain the eligibility requirements for athletics participation and financial aid established by the NCAA, 
     conference, and Eastern Illinois University. 
 

 NCAA regulations restrict the total amount of financial aid a student-athlete can receive. If I receive a federal grant or some other 
 scholarship or financial aid, I will notify the financial aid office. Those funds may replace a portion of my athletics grant to meet NCAA 
 and conference regulations. I understand that I may be required to file the appropriate financial aid forms. My financial aid will not be 
 increased, reduced or canceled during the period of its award on the basis of my athletics ability, performance or contribution to my 
 team’s success, because of an injury or illness that prevents me from participating in athletics, or for any other athletics reason. My total 
 financial aid may not exceed the limits set by the NCAA.  
 
I am aware that the amount of this aid may be immediately reduced or canceled during the term of this award if: 

 I become ineligible for intercollegiate competition (e.g., by carrying less than 12 credit hours);  
 I give false information on my application, letter of intent or financial aid agreement; 
 I engage in serious misconduct that brings disciplinary action from this institution; 
 I voluntarily withdraw from the sport for personal reasons; or 
 I commit a violation of team rules resulting in my suspension or dismissal from the team. 

 
          I am also aware that this aid must be reduced or cancelled if;  

 I sign a professional sports contract for this sport;  
 I accept money for playing in an athletics contest that causes me to exceed cost of a full grant;  
 I agree to be represented by an agent and accept money that causes me to exceed the cost of a full grant; or 
 I receive other aid that causes me to exceed my individual limit.  

(Note: A student-athlete who signs a professional sports contract, accepts money for playing in an athletics contest or agrees to be 
 represented by an agent jeopardizes his or her eligibility under NCAA amateurism regulations.)  
 
Please indicate your acceptance of this award by signing this agreement and returning it to Eastern Illinois University 
Athletics Compliance Office, 600 Lincoln Ave., Charleston, IL 61920 no later than ____________________ 

   

 

  

______________________________            _____________________________                     ____________  
   (Student-Athlete’s name-please print)                             (Student-Athlete’s Signature)                                        (Date)  
  
   (Student-Athlete’s name-please print)                             (Student-Athlete’s Signature)                                        (Date)  

______________________________            _____________________________                     ____________  
   (Parent’s Signature, if student is a minor)                     (Student’s SS#  LAST 4 DIGITS ONLY)                                 (Date)  

   ___ IN-STATE ___ INTERNATIONAL 

XXX-XX- 

lrdaubs
Typewritten Text
Page 69



Elevation to NCAA Division I Status 

lrdaubs
Typewritten Text
Page 69.01



 

PROCEDURES FOR CLUB SPORTS CONSIDERATION 
OF 

ELEVATION TO NCAA DIVISION I STATUS 
 
 

 For a club sport to receive consideration for elevation to NCAA Division I status 
the following procedures must be followed.  At minimum, the club must be sanctioned 
and sponsored by the Eastern Illinois University Department of Student Life.  
 
 In addition, please take into consideration the following: 
 

• Opportunities for student-athlete recruitment within the state and surrounding 
region. 

• Opportunities for quality competitions. 
• Travel factors as they relate to scheduling opportunities. 
• Does the NCAA consider the sport an emerging sport/sponsored sport? 
• Does the NCAA sponsor a championship? 
• Does the existing conference sponsor a championship? 
• Opportunities for student-athlete participation. 
• Regional fit as a viable sport. 
• University fit as a viable sport. 

 
 
 
 

DIRECTIONS: 
 
1. Complete attached questionnaire. 
2. Submit written request along with questionnaire to the Department of 

Intercollegiate Athletics. 
3. The Director of Athletics and/or designee will schedule a meeting with the club 

representative. 
4. Club representative will make presentation to the Intercollegiate Athletic Board at 

one of their regularly scheduled meetings. 
5. The Intercollegiate Athletic Board will make the final recommendation to the 

President’s office. 
6. If the request is approved through all of the above stages, discussion will begin at 

the first available Eastern Illinois University Board of Trustees meeting. 
7. The President in conjunction with the Eastern Illinois University Trustees renders 

final decision. 
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          CLUB SPORT QUESTIONNAIRE 
 
 
1. Club Name:_____________________________________ 
 
2. Number of years club has been sponsored by the Univ.:_____________________ 
 
3. Club Representative:___________________________  Phone #:______________ 
 
4. Number of total contests competed in during current school year:_____________ 
 
5. Attach schedule indicating number of outside competitions:__________________ 
 
6. Attach club participation names, phone numbers and E Numbers. 
 
7. Attach a breakdown of squad gender (i.e., male to female), including total 

numbers. 
 
8. Attach a breakdown of club budget. 
 
9. Attach a narrative of justification for elevation of club sport.  (Take into 

consideration the recommendations as stated on cover page). 
 
 
 
 
SIGNATURES: 
 
CLUB REPRESENTATIVE: ____________________________________DATE:____________________ 
 
ATHLETIC DIRECTOR/DESIGNEE: ____________________________DATE RECEIVED:__________ 
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Eastern Illinois University 

Eastern Illinois University 

 

Policies and Procedures for Reporting Outside Income 

 
Policy: 

 

In accordance with NCAA bylaw 11.2.2, it is the policy of the Department of Athletics to require 

approval by both the Director of Athletics and the President of the university for all outside income 

earned by staff and coaches. 

Procedure: 

 

During the fall semester, the Director of Athletics Office will distribute the Outside Income Form to all 

applicable coaches and staff. The coaches and staff will complete the form  

(sign/date) and then return it to the Director of Athletics Office in a timely manner. The  

Director of Athletics Office will then review the form and seek additional information if necessary. 

After the form is reviewed (and necessary changes are made), the form will be approved by the Director 

of Athletics. After the Director of Athletics approves the form (sign/date), it will then be forwarded to 

the Vice President for Student Affairs and the President for final approval.  

Upon final approval by the President, the form will then be returned and filed in the Director of 

Athletics Office. 

 

Please note that if new sources of outside income occur, the coach or staff member will be required to 

complete an Addendum to their original Outside Income Form. This Addendum will outline the new 

income source/sources. The Addendum procedure will be the same as the original Outside Income Form 

procedure.  

 

In addition, as new personnel are hired, they will be required to complete the Outside Income Form 

within a timely manner.  
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Eastern Illinois University 

EASTERN ILLINOIS UNIVERSITY 

ATHLETIC DEPARTMENT STAFF 

OUTSIDE INCOME APPROVAL FORM 
July 1, 2010- June 30, 2011 

 

Name       Position        
 

As per NCAA bylaw 11.2.2, athletics department staff members are required to receive annually prior written approval from the chief executive 

officer for all athletically related income and benefits from sources outside the institution. An institutional athletic department staff member must 

receive prior annual written approval from the chief executive officer to: 

1.      RECEIVE all athletically related income and benefits from sources outside the institution. 

2.     USE directly or by implication the institution’s name or logo in the endorsement of commercial products or services for personal gain. 

3.     ACCEPT outside compensation or gratuities from athletics shoe, apparel, or equipment manufacturers in exchange for use of such merchandise 

during practice or competition. 

 

Athletically Related Income 

(See reverse side for Note Explanations) 
     Actual (09-10)         Projected (10-11)       
1.                           Projected Annual Base Salary (Note 1) 

2.                           Salary Supplements (from outside the athletics department) (Note 2) 

3.                           Previous approved outside compensation for this fiscal year (carry forward from prior form) (Note 3) 

4.                           Speaking Engagements  

5.                                                                             Endorsement of consultation contracts-athletic shoes, apparel, equipment (Provide name of 

company)   (Note 4) (Name of Company (if applicable):      

6.                          Television appearances or commercials (Note 5) 

7.                          Radio appearances or commercials (Note 5) 

8.                           Income from corporations in exchange for charitable work (Provide name of company) 

9.                          Annuities 

10.                        Sports camps (Note 6) 

11.                        Housing benefits 

12.                        Courtesy Car (Note 7) 

13.                         Complimentary tickets (Note 8) 

14.                        Ticket Sales Incentives (Note 9) 

15.                        Other (please specify)         

                

                

16.                       Subtotal Outside Income (Add lines 2 through 15) 

17.                       Grand Total (annual base salary plus outside income, Add line 1 + line 16) 

 
Signature:       Date:      

       Athletics Staff/ Coach 

 

Approved by:       Date:      

        Director of Athletics 

 

Approved by:       Date:      

        Vice President of Student Affair 

 

Approved by:       Date:      

        President 

I hereby certify that I am in compliance with all NCAA, Ohio Valley Conference and Eastern Illinois University regulations governing 

outside income. I will notify the Compliance Office of any new information or sources of income that affect the agreement so that 

revisions (addendums) can be completed. Clarification of reporting requirements is identified in Section 11 of NCAA bylaws. 

           Check here if no outside income will be earned for the 2010-2011 year (July 1, 2010- June 30, 2011). Sign below and return 

document to the Compliance Office. If athletically related income and benefits will be earned from sources outside the institution, 

please complete document. 
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Eastern Illinois University 

 

KEY NOTES: 

 

Note 1:   Represents projected base salary for 2010-2011 at July 1, 2010. 

 

Note 2:   Any supplements/ monies earned excluding those provided by sports broadcasting services. 

 

Note 3:   List previously approved amounts included on a prior form. 

 

Note 4:   Include amounts (estimated value) for endorsement contracts: athletic shoes, apparel, 

equipment, etc. This includes estimated value of “coaching packages.” Please provide the name of the 

company/companies (e.g. Adidas, And One, etc.) 

 

Note 5:    Include amounts expected from EIU coaching shows and other media appearances. 

 

Note 6:   Actual value earned for sports camps that occurred from June 1, 2010-May 31, 2011. 

 

Note 7:   If a courtesy car is provided insert the amount of $4,800 for the year. Pro-rate at $400 per 

month for partial year. 

 

Note 8:   Use the value of $45 per each complimentary season football ticket provided.  Use $100 for 

each complimentary general admission season ticket for basketball in 10-11. Use $185 for reserved 

lower level tickets for basketball. 

 

Note 9:   Insert maximum per contract.  
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Eastern Illinois University 
Intercollegiate Athletics Department 

Crisis Management Policy 
 
 

Listed below you will find a crisis management worksheet for Eastern Illinois 
University Intercollegiate Athletics Department.  Please keep in mind that each 
situation is difference but these are some basic guidelines and reporting 
structures should a crisis arise.  A list of cell phone numbers is included at the 
bottom for athletic contacts: 
 
Intercollegiate Athletic Contacts: 

 Barbara Burke – Director of Athletics 

 Rich Moser – Associate AD for Media Relations 

 Mark Bonnstetter – Associate AD for football, M/W soccer, 
baseball, M/W track, cross country, tennis, athletic trainers 

 Mary Wallace – Assistant AD/SWA for volleyball, M/W basketball, 
softball, rugby, golf, swimming 

 Tracy Scott – Assistant AD/Support Services  
 

Non-Athletic Contacts to be considered: 

 Dr. William Perry – EIU President 

 Dr. Dan Nadler – Vice President of Student Affairs 

 Rob Miller – University Legal Council 

 Vicki Woodard – University Public Relations 
 
Student-Athlete Crisis 
 
Should a student-athlete from a sport have a crisis, they will contact their coach 
first. That coach should contact the sports supervisor who will then tell the 
Director of Athletics and SID.  We will discuss how to react fro that point.  No 
comment would be issued until all parties are involved.  The AD and SID will be 
the spokesperson, either verbal or via press release. 
 
Head or Assistant Coach Crisis 
 
Should a coach from a sport have a crisis, they will contact the sport supervisor 
and head coach (if assistant) who will then tell the AD & SID.  We will discuss 
how to react from that point.  No comment will be issued until all parties are 
involved.  AD or SID will be spokesperson either verbal or press release.  
Contact will also be made with the University PR as it may then involve a 
personnel issue. 
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Administrator Crisis 
 
Should an administrator have a crisis, they will contact the AD or SID who will 
then discuss how to react from that point.  No comment will be issued until all 
parties involved have been interviewed.  AD or SID will be spokesperson either 
verbal or press release.  Contact will also be made with University PR as it may 
then become a Personnel issue. 
 
Team or Athletic Campus Crisis 
 
Should we have a team or athletic campus crisis (i.e., Bluffton University bus 
crash, Baylor basketball player incident, etc.), the AD and SID will meet with 
team or parties involved to discuss response.  We will designate who the 
spokesperson will be, based on the crisis.  The spokesperson may include a 
coach, team captain along with AD or SID.  University contacts will also be 
included with the designated spokesperson. 
 
University Non-Athletic Crisis 
 
Should we have a university crisis, we will direct athletic representatives to differ 
to the University Spokesperson.  Since athletes and coaches are sometimes 
most visible, we will work with the University to designate a possible 
Intercollegiate Athletic Department representative.  That person will speak only 
with the University communications representative or SID. 
 
Cell Phone Athletic List: 
 

Barbara Burke – 217/508-1002 
Rich Moser – 217/581-8317 
Dr. Dan Nadler – 217/549-5081 
Tracy Scott – 217/962-0061 
Mark Bonnstetter – 217/276-5122 
Mary Wallace – 217/512-9558 
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Eastern Illinois University Intercollegiate Athletics 
Departing Athletic Employee Policy 

 
It is the policy of the intercollegiate department to exercise control of those items 
regularly used for daily operations to an employee.  When an employee given 
notice of resignation, the department will notify the Vice President of Student 
Affairs of the resignation and the original signed resignation will be forwarded to 
the University President.   
 
Since the intercollegiate department represents the university, it is important that 
the Sports Supervisor handle an exit interview meeting with the departing 
employee prior to his/her last day of employment.  This also provides the 
department to have facility keys returned, cell phones turned in, check the 
condition of the employee used courtesy car, deactivate computer and email 
usage, have staff Panther Card returned, cancel long distance telephone card 
privileges and other authorizations.  A Departing Athletic Employee Checklist 
form is provided to assist with the departure.  Signatures are required on the form 
to ascertain that each item has been resolved and no item overlooked. 
 
It is of utmost importance that all P-Cards and gas cards be turned in to the 
university; advances be balanced with the Athletic Business Office and a 
forwarding address be provided and on file for W-2 mailing purposes prior to the 
employee leaving employment. 
 
The Compliance Officer is responsible for all outstanding compliance forms 
related to NCAA rules and regulations: 

 Playing & Practice Seasons 

 Completed Game Contracts 

 Contact & Evaluation Forms 

 Telephone Logs 
 
See attached Departing Athletic Employee Check form – attached. 
 
The signed Departing Athletic Employee Checklist form will be maintained in the 
terminated employee’s personnel file. 
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Eastern Illinois University 
Intercollegiate Athletics Department 

Departing Athletic Employee Checklist 
 

 
Name:______________________________  Title:________________________ 
 
Last Day Worked:_________________________________ 
 
 
Sports Supervisor 
 Exit Meeting _____   _______________________   _______________ 
                 Signature          Date 

 

Business Office 
 P Card _____ 
 Gas Card _____ 
 Advances _____ 
 H/R Exit Form_____ 
 Forwarding Address: 
 ____________________ 
 ____________________  ___________________  _____________ 
              Signature          Date 
 

Compliance Office 
 Outstanding Forms: 

 Playing & Practice Seasons_____ 

 Contact & Evaluation Forms _____ 

 Telephone Logs____ 
      __________________     _____________ 

               Signature                                      Date 
 

Facilities & Operations 

 Facility Keys _____ 

 Cell Phone _____ 

 Courtesy Car _____ 

 Keys to Courtesy Car _____ 

 Deactivate Computer/Email _____ 

 Panther Card _____ 

 Cancel signature card authorizations through Kim Bagwell_____ 
 
 
___________________  ______________ 
             Signature                                             Date 
 

Form must be completed prior to employee’s last day of work. 
 
Reviewed & approved by:_______________________________________________ 
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Department of Human Resources

Eastern Illinois University

February 4, 2009

CLEARANCE SHEET

Name:

E#:

Department:

Forwarding Address: ____________________________________________________

Clearance Required: Signature:

Library - Circulation 581-6071 _________________________________

Library Media Services 581-6011 _________________________________

Textbook Rental Service 581-3626 _________________________________

Central Stores 581-7572 _________________________________
                   [Keys & Credit Card (s)]

Benefits Office 581-5825 _________________________________

Records Office  [Grades] 581-3511

_________________________________

Business Office 581-6446

Department Head (Chair/Director) _________________________________

     [for Grade Books, Computer Passwords, EIU Identification Card,

     Departmental Telephone Calling Card, Departmental Issue Keys, Departmental P-card, etc.]

A  routine  procedure  required at the time  you  leave  the  campus is the  completion  of  a clearance 

sheet.  Please supply the information requested, obtain the necessary signatures, and present the 

completed sheet to the PAYROLL OFFICE.

●  If your wages are transmitted electronically, this form should be returned to the Payroll Office by the 

15th of .  If the form is received after the 15th, a paper check will be issued.

              NOTE:  Some of the departments listed below may need at least two days to process this clearance.  

                           Please allow sufficient time.                                                                        
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PROCEDURES FOR EQUIPMENT SUPPORT 
 

Goal: To provide each authorized athlete and coaches with the best 
possible equipment support for their sports program. 

 
General: Procedures outlined herein are published to assist in achieving 

maximum effectiveness in our equipment support program.  In 
establishing these procedures, careful considering has been given 
to all areas requiring support.  Compliance with these procedures 
will insure smooth, efficient support for all concerned. 

 
Responsibilities 
 
Equipment Manager: 
 

 Overall support requirements as determined necessary and coordinated 
by the Associate Director of Athletics and coaches. 

 Security of equipment not issued to individuals or teams. 

 Submission of equipment requisitions after coordination with coaches. 

 Laundry operations as outlined herein. 

 Providing each coach with a list of individual and/or team shortages. 

 Providing the Associate Director of Athletics with the shortage list by 
sports at the end of each season. 

 
Coaches: 
 
Establishing equipment stockage levels for their respective areas. 
 

 Coordinating at least 48 hours in advance all support requirements (to 
include issues and turn-ins) with the Equipment Manager. 

 Providing Equipment Manager with schedule of all games and practice 
sessions in a timely manner. 

 Insuring that all equipment issued to individuals under their control is 
safeguarded. 

 Insuring that all individuals under their control return all equipment issued 
them when no longer required or at the end of the season. 

 
Equipment Issues: 
 
General Equipment 
 

1) All student athletes must clear training room and academics before 
they are issued equipment; 

2) Coaches prepare a list with student managers of athletes name and 
social security number with athlete’s general equipment sizes.  
Coaches or student manager will bring list to equipment manager.  
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Equipment will be pulled and given within two days or sooner with prior 
arrangements. 

3) Items called general equipment each year: 
a) T-shirts 
b) Shorts 
c) Socks 
d) Jock/Towel on request 
e) Sweat suit 

 
4) Items called general equipment given for full term of 4 to 5 years. 
5) When these items are issued, the athlete must sign and date the issue 

form.  (See attachment A) 
6) If the athlete quits or is removed from the team, the Head Coach or 

assistant coach must let the equipment room know in a timely manner 
so the equipment can be returned. 

7) If the equipment is lost or stolen, the student-athlete is responsible for 
this equipment (HOLDS will be placed on student’s account.) 

 
Sport Specific Items 
 

1) Will be issued by coach, equipment manager, or student manager. 
2) Items will be added to issued form that student-athlete has signed. 
3) If student-athlete quits or is removed from team, the Head Coach or 

assistant coach must let equipment room know in a timely manner so 
equipment can be returned. 

4) If this equipment is lost or stolen, the student-athlete is responsible for 
the equipment (HOLDS will be placed on student’s account). 

 
Equipment Check-In: 
 
1) At the end of the season, all equipment clothing will be returned to 

equipment room where checked out. 
2) Any questions regarding equipment check-in, see equipment manager. 

 
Issue of Game Equipment: 
 
Equipment Manager, assistant equipment or student manager will issue all 
needed game equipment for games or meets and coach will furnish the 
equipment room (48 hours in advance of desired issue time) a list of game 
equipment they want for each individual student-athlete to receive. 
 
Locker Assignment: 
 
The Equipment Manager, assistant equipment or student manager will assign 
lockers and locks depending on the sport. 
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Laundry/General: 
 
Each sport that needs laundry done will be issued a laundry bag.  General items 
to be washed such as t-shirts, shorts, socks, jocks, bras, etc., will be placed in 
bag with tag number on outside of bag.  The bag is then secured at the top with 
the rubber closure.  Make sure the closure is completely closed.  Leave the bag 
in the appropriate bin and it will be washed and returned. 
 
Towels and other items can be turned in loose.  The student-athlete may 
exchange towel at main equipment room by bringing the dirty towel and a clean 
one will be exchanged.  Bags not full secured at the top will be washed but 
the equipment room staff is not responsible for lost or missing items. 
 
Laundry Procedures – Football: 
 

1) Place dirty items including socks, jock, t-shirt and shorts in laundry bag 
and secure bag with rubber closure.  Bring to equipment room and 
place in bag chute. 

2) Practice pants, girdle, and practice jersey are turned in on the student-
athlete’s pin only.  Sweats can be turned in loose.  Bring practice 
pants, girdle and practice jersey to the equipment room and turn in bag 
chute. 

3) Towels are to be placed in dirty laundry independent of other items and 
will be return to the player’s small locker. 

 
Equipment Exchange: 
 
Unusable or ill-fitting equipment may be exchanged on an item-for-item basis.  
The exchange point is located at the equipment window where item was issued if 
at all possible.  Please exchange equipment at least one hour prior to practice 
item. 
 
Equipment Repair: 
 
Items(s) needing repair may be turned in to the equipment manager after each 
practice.  Item(s) will be repaired and place back in your locker prior to the next 
practice if at all possible.  Loaner item(s) will be issued until item(s) can be 
repaired if at all possible. 
 
Letter Awards: 
 

1) All coaches must turn in senior ring list by October each year for senior 
ring orders.  The senior ring order form may be picked up from the 
equipment room. 

2) All coaches must turn in participation list along with letter list to sports 
information within 30 days of completion of season. 
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3) Sport information will type letter award sheet and give to equipment.  The 
equipment room will post letter award list on equipment room board so 
student-athletes may be sized. 

4) After jacket(s) have been ordered and received, they will be given to 
coaches to be presented to the student-athlete.  Forms for receiving 
jacket(s) must be signed by student-athlete or coach. 

 
Equipment Inventories: 
 
Immediately after the close of each season, an inventory of all equipment will be 
made by the Equipment Manager, Assistant Manager or Student Manager.  The 
Equipment Manager will notify the Coach and Associate Director of Athletes of 
the inventory results. 
 
Equipment Requisitions: 
 
Based on needs and inventory results, the equipment manager and coaches 
determine the equipment to be ordered for next season.  This needs to be done 
in a timely manner after each season. 
 
EQUIPMENT REQUEST FORM MUST BE USED BEFORE BID: 
 

1) All equipment will be bid and purchase with purchase orders, unless 
total cost is under $2,500.  There exceptions may be purchased by P-
Card. 

2) All purchase orders will have Equipment Manager initials and 
Associate Director of Athletics signature. 

3) All bids must be turned in at least five (5) months prior to being 
needed. 

4) All orders must be approved through proper channels.  (See section on 
proper procedures for Purchase Orders.) 
a) Most orders must be place at least four (4) months before needed.  

(See Equipment Manager for all additional questions) 
b) There are some exceptions to the ordering process.  See 

Equipment Manager when in question) 
 
Security: 
 
Only the Equipment Manager, his assistants and the Director of Athletics shall 
have access to the equipment rooms.  It is under direct authority of the Director 
of Athletics that only the Equipment Manager and his assistants can issue or 
received equipment.  Student Managers may not issue equipment, unless under 
the supervision of the Equipment Manager. 
 
Visiting Teams: 
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Visiting teams for football will use rooms 1577 and 1579 in Lantz.  Basketball 
visiting teams will use 1579 Lantz.  Visiting volleyball and soccer will use the 
main locker room(s) in the Lantz Arena.  If there are conflicts, other locker rooms 
will be assigned by the Equipment Manager. 
 
Officials: 
 
The Official’s Dressing Room(s) are located in 1570 Lantz for football, basketball, 
volleyball and soccer. 
 
Addendum to Policies and Procedures for Equipment Support: 
 
No equipment orders are to be made unless the orders are approved by the 
Equipment Manager and approved by the Director of Athletics.  Ample 
notification must be given to the Equipment Manager on any changes in 
equipment issue times, games times, or cancellation of events, such as 
practices. 
 
There will be no issues of equipment to any student-athlete who has not resumed 
or paid for any equipment issued during the previous year.  Because of the 
amount of money invested in sports equipment, no equipment will be issued to 
any student-athlete who has not cleared his account with the Equipment 
Managers or his assistant(s) at least 48 hours in advance. 
 
Basic Equipment Room Rules: 
 

1) All equipment is the property of Eastern Illinois University. 
 

2) The student-athlete will be held responsible for items which are lost or 
stolen. 

 
3) The student-athlete is required to lock assigned lockers at all times. 

 
4) The general issue equipment is as follows:  sweat suit, t-shirt, two pair of 

socks, towel, athletic supporter (jock) and shorts. 
 

5) Students-athletes will be required to sign a form with name and student 
number when equipment is issued. 

 
6) All equipment will be picked up from the main equipment room window or 

sports specific equipment room.  No one will be allowed in the equipment 
room with permission. 

 
7) At the end of the sports season, all equipment will be checked in at the 

equipment room window where issued. 
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8) Equipment will be washed daily.  Proper procedure for having equipment 
washed is as followed: 

 
Put clothes to be washed in bag or on pin issued.  Make sure your locker 
number or player numbers is on your bag or pin.  Bring bag or pin to 
equipment room or sports laundry hamper.  Place in proper hamper.  
Laundry will either be in your locker or ready to be picked up the next day.  
No personal laundry will be washed. 

 
9) All worn equipment will be replaced.  No equipment will be replaced        

without the old item being turned in.                          
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Eastern Illinois University 

Intercollegiate Athletics 

Exhausted Eligibility Scholarship/Fifth Year Aid Policy 

 

Policy: Exhausted Eligibility Scholarship/Fifth Year Aid is defined as the Intercollegiate Athletic Grant, 

awarded to a student-athlete in his/her fifth or sixth consecutive year time undergraduate collegiate 

enrollment, immediately following completion of his/her fourth year of intercollegiate competition. In 

compliance with NCAA Bylaw 15, a student-athlete may receive athletic aid five or six years from his/her 

initial date of full-time collegiate enrollment provided the student is not under contract or receiving 

compensation from a professional sports organization. Should a student-athlete be granted an 

“Exhausted Eligibility Scholarship,” the student-athlete will receive the same athletic equivalency that 

was awarded during their final year of competition. 

Please Note: 

 The student must return the completed checklist, application, and all support documentation to 

the Compliance Office no later than April 1st. 

 The recommendation will be forwarded to the Director of Athletics for final approval. 

 All funds will be awarded on a case-by-case basis. Exhausted Eligibility Scholarships are not 

guaranteed. Final approval will come from the Director of Athletics or designee. 

Recipient Requirements: 

 Enrolled in at least a full-time academic schedule for the duration of the grant, unless fewer 

hours are required for graduation. 

 Maintain at least a 2.00 GPA each semester and cumulatively for the duration of the award. 

 Maintain all NCAA, Conference, and EIU eligibility standards required for competition as an 

Intercollegiate Athlete. 

 Subject to all EIU Intercollegiate Athletic policies/regulations (i.e., Substance Abuse Policy, 

Student-Athlete Statement, etc.). Subject to completing compliance paperwork (similar to what 

has been done in the past) at the beginning of the Fall semester. 

 Work a minimum of five hours per week during each academic term aid is awarded for the 

Intercollegiate Athletic Department, which will be determined by the Compliance & Academic 

Services Office. Such work will not interfere with academic schedule nor exceed 10 hours per 

week. This is not applicable if the degree program is outside the Charleston area (i.e., student 

teaching or study abroad). 

Should the Exhausted Eligibility Scholarship recipient fail to meet the requirements above, his/her 

award will be cancelled and further expenses will be the sole responsibility of the scholarship 

recipient. 
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INTERCOLLEGIATE ATHLETICS 
Eastern Illinois University 

Intercollegiate Athletics Department 
Federal  Work Study 

 
The purpose of the Federal Work Study program is provide qualified students with 
experience in a work environment and income from the employment to the student to 
offset their educational expenses. 

 
The Intercollegiate Athletics Department partners with the Eastern Illinois University 
Financial Aid Department to provide federal assistance to students who qualify for 
employment.  Athletics usually receives 10 to 12 students to assist with administration, 
game management and Panther Club event functions.  The Director of Athletics’ 
assistant normally supervises and/or assigns the Federal Work Study students.  The 
student is awarded $1500 for fall/spring semesters (or $7.50 per hour as set by the 
minimum wage laws).  The Intercollegiate Athletics Department assigns work 
assignments and supervises work assignments as needed to accomplish specific work-
related projects for this department.  The Athletics Department is responsible for 
tracking, recording and submitting the time worked to the Payroll Department for 
payment to the student worker. 
 
The Federal Work Study student is paid bi-weekly as civil service employees are paid.  
Payment is made for direct deposit.  A current timesheet is available for the student to 
log hours and hours are also logged in the Banner system.  The Federal Work Study 
students will have a work schedule created, based on the semester’s class schedule.  If 
the student is unable to work the hours which is created on the work schedule because 
of illness or class conflicts, then they are required to notify the Athletics Department.   
 
Attached are a Federal Work Study Information Sheet and an informational sheet for 
dress and behavior while employed in the Athletic Department.  These sheets can be 
updated or revised as necessary. 
 
Attached is a sample work schedule sheet for scheduling students each semester.  It is 
recommended that no more than two students be assigned during a time frame period 
for employment. 
 
Summer Federal Work Study students are reduced to usually one to two students.  
Summer camps will receive first assignment for the summer students however. 
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INTERCOLLEGIATE ATHLETICS 
Eastern Illinois University 

Student Work Study 
INFORMATION SHEET 

 
Welcome to the Athletic Department.  We are happy to have you on our staff.  The 
following are guidelines and general information which may be helpful to you as a 
Student Worker.  If at any time during the year you have questions, problems or 
complaints, please see me. 
 
Arrival – Upon arriving for work, please enter your time on your sign-in sheet which is 
located in the black plastic box in the Mail Room.  After arriving, please check with 
Marsha or Cindy to see if anyone needs your immediate assistance. 
 
Departure – Please sign-out daily on the sheet with the time you are leaving. 
 
Absence – You will have a set work schedule, based on your class schedule.  It is 
expected that you report to the Athletic Office at your scheduled time.  If you have 
problems with your schedule, please see me to make adjustments.  If you are unable to 
work your scheduled time because of illness or studying, please call at 581-2319 to 
make arrangements.  If you need off because of a social engagement, please let us 
know 24 hours in advance or trade your schedule with another student worker. 
 
Assisting with Projects – Several regular staff members could ask you to assist them 
with a specific project.  If, after receiving instructions, you still have questions be sure to 
ask the person who has given you the assignment.  Do no change assignments without 
checking with the staff member who you are assisting.  The quality of your work is very 
important and all work should be done neatly, carefully and in a timely manner. 
 
Finish one project before starting another, unless it is an emergency and you will be told 
in advance.  If you must leave before completing the assignment, do not just leave.  
Please report back to the person giving you the assignment and communicate where 
you are with the project—another student may have to pick up where you left 
off…..don’t just leave the project. 
 
Answering Telephones – Please answer a telephone line like this:  Eastern Illinois 
University Athletic Department.  This is ____(your name)________, how may I help you? 
 
Across Campus Deliveries – We normally have many envelopes which need to be 
hand-delivered across campus to the football stadium or Old Main.  To try to eliminate 
unnecessary trips, we will attempt to send a student one time mid-morning and again 
mid-afternoon.  It is possible that more trips may be needed.  When someone asks you 
to go across campus, it is imperative that you check with all staff in the director’s office, 
the ticket office, the Blue Zone and sports information to see if there is anything that 
needs to be delivered.  This will hopefully keep errand-running to a minimum. 
 
Pay Date – You will be paid bi-weekly.  Checks should be set-up for direct deposit but a 
stub will come into the Athletic Office.  Any mail for a student worker will be placed in 
the folder with timesheets.  Please check there. 
 
Once again, if you have questions or problems, please ask. 
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Student Workers 
Just a few notes….. 

 Wear appropriate clothing.  Nice jeans are fine –no holes and no cutoffs.  T-shirts 
can no longer be worn with another school’s name or logo.  Halter tops or short 
shorts are not appropriate as work attire in a business setting.  We would prefer 
Panther logo shirts while working. 

 No foul or suggestive language.  Keep in mind that we are mindful of maintaining 
a professional work environment. 

 Call 581-2319; 581-6014 or 581-2310 until you reach a real person if you can’t 
work your scheduled shift.  Do not leave messages on the Athletic Department 
voice messenger.  We expect you to be here and on time for work. 

 Dress for outside weather – wear coats, gloves, etc. in the winter.  We might ask 
you to make a delivery across campus when the weather is disagreeable…. we 
need for you to be prepared and do not want you to get sick. 

 If you are asked to go across campus to make a delivery, check with each 
administrative staff member prior to making the trip.  This may save an additional 
trip. 

 Place your book bags, coats and personal items under the black counter inside 
the Ticket Office while working in Athletics. 

 You may snack in the Ticket Office when working but you should clean up your 
mess.  Make sure your fingers do not leave smuggles on paperwork. 

 You will be asked to answer the phones when you are not busy—bring books or 
reading materials to occupy your time when you are not busy.  

 Sign in/sign out on your hard copy of the daily timesheet, as well as entering the 
information on the PAWS.  Please sign the timesheet on your first working day.   

 At the end of the bi-weekly period, turn in your timesheet to Brenda Robinson for 
further processing.  Should you have questions about your pay, Brenda Wilson 
will answer your questions concerning the processing of the paperwork. 

 We need a copy of your driver’s license and personal car insurance so that you 
can be cleared to drive a university vehicle when necessary. 

 We must work together to insure that you do not go over $750 per semester—
you have approximately 93 hours you can work each semester.  You cannot go 
over the $1500 awarded by the federal government for this project. 

When you are not busy…. 
 It is important to check the copiers in both the Ticket Office and Copier Room to 

make sure all copiers are full of paper.  Additional paper should be stocked in the 
cabinets as we go through a lot of paper daily.  Do this daily. 

 After 1:00 pm daily, wash out coffee pots and make coffee for next day.  Make 
sure coffee pots are turned off at that time.  Fill water containers daily. 

 After you have finished a project, pick up the area around you and turn the 
assignment that you have not finished back to the person who has made the 
assignment. 

 Strive to communicate.  If you have questions, please feel free to ask. 
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Intercollegiate Athletics

Eastern Illinois University

Semester

Monday Tuesday Wednesday Thursday Friday

9:00 AM

9:30 AM

10:00 AM

10:30 AM

11:00 AM

11:30 AM

12:00 NOON

12:30 PM

1:00 PM

1:30 PM

2:00 PM

2:30 PM

3:00 PM

3:30 PM

4:00 PM

4:30 PM
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Eastern Illinois University 
Athletics Hall of Fame By-Laws 

 
I. Purpose 

 
The Eastern Illinois University Intercollegiate Athletics Department Hall of Fame was 
initiated in 1982.  It is commonly referred to as the EIU Athletic Hall of Fame or Hall of 
Fame.  The purpose is to recognize outstanding contributions to Eastern Illinois 
University by student-athletes either during or after their playing career, by 
coaches/administrators/staff and by “friends of athletics”.  Anyone affiliated with a 
varsity intercollegiate athletic program in the history of Eastern Illinois University will be 
eligible for nomination. 
 

II. Selection Committee 
 

A. The selection committee will include nine (9) individual voting members 
comprised of the following areas:  two (2) athletic administrators; two (2) head 
coaches from a female intercollegiate sport; two (2) head coaches from a male 
intercollegiate sport; three (3) members from the EI Club, as appointed by the 
Director of Athletics or his/her designee. 

 
B. The chair will be one of the nine (9) voting members of the selection committee 

and will be appointed by the Directors of Athletics. 
 

C. The selection committee members must be members of the EI Club and must 
attend the selection meeting in order to be eligible to vote on the nominees. 

 
III. Categories of Membership Criteria 

 
A. Athletes 
 
1) Eligible for election five (5) after final year of intercollegiate athletic competition; 
 
2) Minimum qualification of one or more of the following: 

 Olympic qualifier 

 All-Conference selection 

 Conference specialty award 

 NCAA statistical leader 

 EIU single season/career statistical leader 

 NCAA or national award/honor and/or other significant accomplishments 
3) There will be a maximum of five (5) individuals inducted from categories A, B 

and C. 
 
B.  Coach/Administrator/Staff 
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1) Eligible for election two (2) years after death/retirement/departure from Eastern 
Illinois University; 

2) Nominees made significant contribution to the Intercollegiate Athletics 
Department at Eastern Illinois University; 

3) There may be no more than one (1) coach/administrator/staff inducted per class.  
It is not mandatory than any from category be inducted on an annual basis. 

 
B. Friend of Athletics 

 
1) Eligible for election five (5) years after commencing significant involvement with 

Eastern Illinois University; 
2) Nominees made significant contribution to the Intercollegiate Athletics 

Department at Eastern Illinois University; 
3) There may be no more than one (1) coach/administrator/staff inducted per class.  

It is not mandatory that any from this category be inducted on an annual basis. 
 

C. Friend of Athletics 
 

1) Eligible for election five (5) years after commencing significant involvement with 
Eastern Illinois University; 

2) Nominees made significant contribution to the Intercollegiate Athletics 
Department or team or event at Eastern Illinois University; 

3) There may be no more than one (1) friend of athletics inducted per class.  It is 
not mandatory that any from this category be inducted on an annual basis. 

 
D. Special Category 

 
1) Upon recommendation from the Director of Athletics, eligible immediately due to 

exceptional situation or urgency, as judged by the selection committee; 
2) There may be no more than one in the Special Category inducted per class.  It is 

not mandatory that any from this category be inducted on an annual basis. 
 

IV. Nomination 
 

A. Nominations can only be submitted by members of the EI Club.  The 
membership will receive a form by November 1st, requesting nominations.  The 
nomination form will be available on the website. 

B. Nominations must be postmarked by February 1st and submitted to the Assistant 
Athletics Director for Special Projects, Eastern Illinois University, 600 Lincoln 
Avenue, Charleston, IL  61920.  All nominations must include the documentation 
as to the candidate’s qualification/success as a student-athlete, as a 
coach/administrator and/or as a “friend of athletics”.  Addresses and phone 
numbers are mandatory. 

 
C. Any former student-athlete and any former or current coach/administrator/staff 

member are eligible for membership in the EI Club. 
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V. Voting Procedures 

 
A. Nomination Review 
 
1) The selection committee will meet in February on a date that accommodates 

committee members.  Nominations will be reviewed by the Director of Athletics 
or his/her designee to determine if they meet the criteria to be included on the 
voting ballot. 

 
2) Once the selection committee has determined the final ballot, such ballot will be 

mailed to all selection committee members. 
 

3) If a nominee is not elected following the fifth year on the ballot, his/her name will 
be removed.  They may be re-nominated according to guidelines after being off 
the ballot for one (1) voting year. 

 
B. Voting 
1) The top five (5) vote getters will be inducted.  A minimum of six (6) votes from 

the Selection Committee is required for a nominee to qualify for induction.   
Committee members will vote for two (2) candidates for every five names on the 
ballot (i.e., two votes for 1-5 nominees; four votes for 6-10 nominees; eight votes 
16-20 nominee, etc.) 

 
2) In the event of a large number of nominees where no one received the minimum 

number of votes, the Selection Committee is authorized to conduct second 
balloting to reduce the number of nominees.  In the case of a second ballot, any 
nominee who received two or fewer votes on the first ballot will not be eligible in 
that particular year for induction.  Subsequent balloting will be aimed at 
determining a top five (5) list who meet the voting criteria. 

 
3) In the event that two individuals or more are tied, those individuals who receive 

the same number of votes will be placed on a separate ballot(s).  The selection 
committee will vote until the tie is broken. 

 
4) Upon agreement of the selection committee, ballots will be tallied at the 

conclusion of the selection meeting.  The Director of Athletics has final approval 
for all inductees. 

 
VI. Hall of Fame Induction Ceremony/Timeline 

 
A. Induction Ceremony 

 
1) The induction ceremony will be held on the day of the first home football game.  

If extenuating circumstances dictate, an alternate date is selected by the 
Director of Athletics. 
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2) Inductees will be asked to select a presenter who will be an official member on 
dais and present the plaque to the inductee. 

3) Inductees and their spouse/guest will be invited to the Victory Suite at O’Brien 
Stadium at the football game that day.  Inductees will be introduced to the public 
at halftime on the stadium track. 

4) A permanent plaque with a photograph of the inductee will be presented to each 
member of the Hall of Fame. 

5) A permanent plaque with a photograph of the inductee will be placed in the Hall 
of Fame trophy case. 

6) Each inductee and the presenter will receive a photograph from the induction 
ceremony. 

7) Hall of Fame banquet tickets for the inductee and guest/spouse and the 
presenter and guest/spouse are complimentary along with football game tickets 
for the presenter and guest/spouse. 

 
B. Timeline Dates 

 
November 1st  Nomination forms sent to EI Club members 

 
January 1st  Selection Committee appointed by Director of 

Athletics   
 

February 1st Nominations must be postmarked/returned to 
Committee Chair  

    
February 15-25  Selection Committee reviews nominees/ballot mailed 

 
March 15th Hall of Fame Class notified by the Director of 

Athletics or his/her designee/request photo and 
information 

 
June 1 -15 Letter to Hall of Fame Class, past inductees, EI Club, 

Intercollegiate Athletic staff informing details of 
luncheon ceremony 

 
July 30 Deadline to receive formal photo from inductees for 

plaque 
 

Sept. 1-15 Deadline to receive final luncheon head count or 
other information 

 
 
 
 
Revised  2008 
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Eastern Illinois University Intercollegiate Athletics 
Key Request Policy 

 
 
 
It is of the utmost importance that there be control of Eastern Illinois University 
keys for Lantz and O’Brien buildings.  All key requests will be approved by the 
Assistant Athletic Director of Internal Affairs and will include the requests by 
those individuals with sport oversight responsibilities.  Head Coaches will be 
responsible for the keys of their volunteer coaches.  If a head coaches wishes 
the volunteer coach to have keys of the facilities, it will be the Head Coach’s 
responsibility to acquire said key. 
 
The policy for requesting keys: 
 

1. Complete the NCR key request card, located in the Administrative 
Office filing cabinet.  The Assistant AD/Internal Affairs will approve the 
card by initialing for the department. 

 
2. The person requesting the key must have knowledge of the purpose of 

the key; i.e., what door(s) or building(s) will each key open. 
 

3. Masters and sub-masters will be limited to administrative staff. 
 

4. Key Control, located at Central Stores, will fill the request to provide a 
key to the pre-approved requestor. 

 
5. It is the responsibility of the key holder to be responsible for said key or 

pay for lost or replaced key once the key is issued to the requestor. 
 

6. All keys will be turned in prior to termination on last day of 
employment. 
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Eastern Illinois University 
Intercollegiate Athletics 

Criteria for Jersey Number and/or Jersey Retirement 
 

 
The criteria for jersey number and/or jersey retirement is as follows: 
  

1. The former student-athlete must be a member of the EIU Hall of Fame; 
 

2. The candidates must be nominated and brought before the EIU Hall of 
Fame Committee; 

 
3. Candidate selection must be unanimous selection of the established 

committee or Intercollegiate Athletics Board; 
 

4. Candidates must be recognized as good citizens who have brought 
distinction to Eastern Illinois University and themselves through their 
accomplishments on and off the field, both in the days of enrollment at 
Eastern Illinois University and post EIU careers. 

 
5. Candidates must not have achieved greater fame or identity from 

another institution or university. 
 

6. Candidate must meet or exceed these defined criteria to be 
considered; 

 
7. For modification of these criteria, the suggested modification must be 

unanimously approved by the committee or the Intercollegiate Athletic 
Board; 

 
8. Retired jersey numbers could be reactivated with the permission of the 

athlete or his surviving family member’s approval in writing. 
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Eastern Illinois University 
Intercollegiate Athletics 

Policy for Moving Expense Reimbursement 
 
 
 
 

It is the policy of the Intercollegiate Athletics Department to follow the university’s 
policy for moving expense reimbursement, IGP Policy Number 116, for 
reimbursement for moving expenses when hiring full-time administrative and 
professional, selected civil service employees and/or coaches who are recruited 
from outside the commuting area of 35 miles.  See IGP Policy Number 116 which 
is attached. 
 
The allowable reimbursement shall be the lesser of 60% of actual cost, or 
$2,000. 
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Eastern Illinois University IGPs

Policy Number: 116
 

MOVING EXPENSE REIMBURSEMENT
 

New full-time faculty, selected administrative and professional, and selected civil service 
employees recruited from outside the commuting area (35 miles) may be reimbursed for moving 
expenses within the following guidelines:

1.  The allowable reimbursement shall be the lesser of (a) 60% of the actual cost, or (b) 
$2,000.

2.  Reimbursement is limited to reasonable and actual expenses for moving household goods 
and payment will be made only on the basis of receipts of actual expenses incurred.

3.  For faculty and staff employed through external funding this policy applies only when and 
to the extent that external funding provides for the reimbursement.

4.  If two or more individuals occupying the same household, who qualify for reimbursement 
for moving expenses, are employed with beginning dates not more than 30 calendar days 
apart, they shall be eligible for a single reimbursement for that household with the amount 
to be divided equally between such individuals.

5.  In a very limited number of cases, the total cost of moving expenses is approved by the 
University President as a condition of employment. When approved, the following 
conditions must have been met:

a.  The new employee and the University will agree on the names of at least two 
moving companies that are acceptable to both parties. Names are to be 
submitted to the President's Office for approval.

b.  The new employee will secure firm bids from the two approved moving 
companies. An estimate with a "not to exceed" is considered an acceptable 
bid. The University Department of Procurement, Disbursements and Contract 
Services will assist with this process if requested by the employee.

c.  The University Department of Procurement, Disbursements and Contract 
Services will either issue a purchase order to the recommended moving 
company based upon the bids submitted after approval by the President's 
Office, or provide reimbursement to the new employee.

http://www.eiu.edu/~auditing/IGP/policy116.html (1 of 2) [11/13/2009 12:48:54 PM]
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Eastern Illinois University IGPs

d.  Exceptions to allow reimbursement for a move to a location outside of Coles 
County for dual career couples must be approved by the President on the 
recommendation of the appropriate Vice President and the Director of Civil 
Rights and Diversity.

Approved: 
President 

July 7, 2008
 

Monitor: President

Previous Document | Table of Contents | Next Document > 

http://www.eiu.edu/~auditing/IGP/policy116.html (2 of 2) [11/13/2009 12:48:54 PM]

http://www.eiu.edu/~auditing/IGP/policy115.html
http://www.eiu.edu/~auditing/IGP/index.html
http://www.eiu.edu/~auditing/IGP/policy117.html
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REQUEST FOR PARTIAL REIMBURSEMENT OF MOVING EXPENSES 

Eastern Illinois University, Charleston, Illinois 

 

New full-time faculty and administrative and professional employees who move to Coles County from 

outside the commuting area (35 miles) may be reimbursed for expenses incurred in the actual moving of 

household goods and personal effects, as follows:  60% of actual cost or $2000 whichever is less, based 

on receipts.
* 

 

*  
The University does not reimburse for food, passenger airline tickets, private auto 

mileage, motel expense or for house-hunting trips. 

 

When you have moved to Coles County, please complete and return this form.  The check will be 

processed by our Business Office and mailed to the address below. 

 

Please print or type. 

 

 

 

                   

Name of Employee      Social Security Number 

 

                   

Local Mailing Address      Home Telephone Number 

 

                             

City       State Zip EIU Department 

 

The amount of moving expenses reimbursed must be included in your gross income reported to the 

Internal Revenue Service.  This amount may be subject to income and social security tax withholding. 

 

In order to determine whether this reimbursement is subject to tax withholding, you must provide the 

following information: 

 

1. the number of miles from your OLD home to your NEW workplace       miles 

 

2. the number of miles from your OLD home to your OLD workplace        miles 

 

3. subtract line 2 from line 1            miles 

 

 receipts attached for total amount of moving costs  = $      

 

 60% of above = $       

 

 amount of reimbursement (maximum of $2000) = $       

 

 

 

_______________________________________________  ______________ 

Signature   Date 

 

Note:  Submit this form to the appropriate Dean or Director if you have not already requested 

reimbursement for your expenses.  Please attach receipts. 
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Eastern Illinois University  
Intercollegiate Athletics 

Medical Disqualification (DQ) Policies and Procedures 

 
Intercollegiate Athletic Policies: 
 
A.  EIU team physicians are the official physicians of Eastern Illinois University.  As 
such, only those physicians can medically disqualify a student-athlete from participation 
in Intercollegiate Athletics.  A student-athlete will NOT be medically disqualified based 
upon the opinion of an “outside” physician. 
 
B.  Upon being medially disqualified, the student-athlete must meet with the Compliance 
Office to sign the appropriate paperwork.  The student-athlete will then meet with the 
Assistant Athletic Director for Compliance & Academic Services at which time he/she 
will discuss a probable work schedule in the Intercollegiate Athletics Department. 
 
C.  Any student-athlete that has been medically disqualified during or before their junior 
(3rd) year shall not be eligible for an Exhausted Eligibility Scholarship. 
 
D.  A medically disqualified student-athlete shall receive an athletic grant for a 
maximum of 8 semesters or until he/she receives an undergraduate degree, which 
ever comes first.  The Intercollegiate Athletic Department will NOT pay for a medically 
disqualified student-athlete to attend graduate/post-graduate school. 
 
E.  Generally, a medically disqualified student-athlete will NOT be approved for athletic 
aid to attend summer school. 
 
 
Commitment: 
 
A student-athlete who is medically disqualified from participation in Intercollegiate 
Athletics will commit to the following: 

 
 

1. Enrolled in at least a full-time academic schedule for the duration of the award. 
2.   Maintain at least a 2.0 GPA each semester and cumulatively for the duration 

of the award. 
3. Maintain all NCAA, conference and EIU eligibility standards required for 

competition in Intercollegiate Athletics. 
4.   Subject to all EIU Intercollegiate Athletics Department policies/regulations, i.e., 

Code of Conduct, Substance Abuse Policy, etc. 
5. Complete all compliance paperwork as required by the Compliance Unit. 
6.   Work a minimum of 5 hours per week, during each academic term aid is 

awarded.  Work should not interfere with academic schedule or exceed 10 
hours per week.  This requirement is not applicable if degree is being 
completed outside the Charleston area, i.e., student teaching or study abroad. 
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Should the student-athlete fail to meet the above commitment guidelines, his/her grant 
will be cancelled.  A letter will be issued to the student-athlete at the time of the medical 
disqualification, stating the aforementioned terms and advising him/her that the grant 
can be cancelled.  See Medical Disqualification (DQ) Form attached.  The letter will be 
signed by the student-athlete during his/her meeting with the Compliance Officer. 

lrdaubs
Typewritten Text
Page 103



  Eastern Illinois University  

   Athletics Compliance Office 
  Medical Disqualification (DQ) Form 

 
Commitment: 
A student-athlete who is medically disqualified from participation in intercollegiate athletics will 
commit to the following: 

1. Be enrolled in at least a full-time academic schedule for the duration of the 
award. 

2. Maintain at least a 2.00 each semester and cumulatively for the duration of the 
award. 

3. Maintain all NCAA, Conference, and EIU eligibility standards required for 
competition in intercollegiate athletics. 

4. Be subject to all EIU Athletic Department policies/regulations (i.e. Code of 
Conduct, Substance Abuse Policy, etc). You will complete compliance 
paperwork (similar to what you have done in the past) at the beginning of the 
fall semester. 

5. Work a minimum of 5 hours a week; during each academic term aid is awarded, 
for the Athletic Department, as determined by the office of Compliance & 
Academic Services. Such work will not interfere with your academic schedule 
nor exceed 10 hours a week. Please note that this is not applicable if you are 
completing your degree outside the Charleston area (i.e., Student teaching, 
study abroad, etc.).  

Should the student-athlete fail to meet the above commitment guidelines, his/her grant will be 
canceled. A letter will be issued to the student-athlete at the time of medical disqualification, stating 
the above terms and advising him/her that the grant can be canceled. The letter will be signed by the 
student-athlete during his/her meeting with the Compliance Office. 

 
Important Notes: 

 Any student-athlete that has been medically disqualified during or before their junior (3rd) year, 
shall not be eligible for an Exhausted Eligibility Scholarship. 

 A medically disqualified student-athlete shall receive an athletic grant for a maximum of 8 
semesters or until he or she receives an undergraduate degree (whichever comes sooner).  The 
department of athletics will NOT pay for a medically disqualified student-athlete to attend 
graduate/post-graduate school. 

 
By signing below, I affirm that I will abide by the above guidelines/notes.  Furthermore, I understand that non-compliance 
with these guidelines may result in the cancellation of my award. 
 
Signature: _________________________________________ 
 
Name (Print Please): _________________________________E-mail:___________________________ 
 
Address: ___________________________________________Phone: __________________________ 
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Eastern Illinois University 

Department of Intercollegiate Athletics 
Panther Pack 

 
 
 

 
Theme: “Billy believes in the EIU Panthers!  Do you believe…” 
  2009-2010 Theme 
 
Age Requirement: 
Kindergarten – 8th grade….includes students entering K-8th grades. 
 
Panther Pack includes: 
 

 Free t-shirt 

 Admission to all of Eastern Illinois University Home Regular Season Athletic 
Events 

 Panther Pack Membership Card 

 Free Drink Punch Card for all home football and basketball games 

 Members only invitations to Panther Pack Events and Clinics in various sports 

 Opportunity to be a Ball Boy or Ball Girl 

 Birthday Card – Includes a Pizza Hut Birthday Certificate 

 Panther Team Schedule Cards 
 
Financial Consideration: 
If parent is a season ticket holder: 

 $15 for football per child 

 $15 for basketball per child 
If parent is NOT a season ticket holder:  

 $20 for football per child  

 $20 for basketball per child 
 
 

lrdaubs
Typewritten Text
Page 105



 1 

Eastern Illinois University 
Administrator/Staff Performance Evaluation 

 
 
_________________________________                 _______________________________ 
Employee’s Name       Date 
 
 

_____________________________        __________  _____________________________   
Employee’s Title                               Years at EIU        Dates Covered by Evaluation 

 
 
 
 
 
 
 
 

 
 

INTERPERSONAL CHARACTERISTICS & SKILLS 
 
I. Punctuality 

 
__________ A. Appointments (timely manner) 
 
__________ B. Required paper work, documents, requested items, etc. 
 
    
II. Giving Criticism 

 
__________ A. Communicates in a positive manner with employees and peers 
 
__________ B. Thinks through process and ideas prior to meeting with     

employees and peers 
 
III. Accepting Criticism 

 
__________ A. Is open minded and accepts criticism in spirit in which it is  
                                 intended 
 
__________ B. Takes constructive criticism and applies ideas to effect change 
 
IV. Time Management & Organizational Skills 

 
__________ A. Manages daily tasks in an efficient and effective manner 
 
__________ B. Delegates tasks/job duties and provides direction that allows 
                                 others to complete designated tasks 
 

Key: 
5 Outstanding 
4 Good 
3 Satisfactory 
2 Unsatisfactory 
1    Far Below Satisfactory 
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__________ C. Organizational skills provides for effective planning and 
                                 implementation of job duties 
 
__________ D. Provide positive leadership to subordinates in assigning and 
                          evaluating designated tasks 
 
 
V. Communication Skills 

 
__________ A. Communicates effectively on a daily basis with other 
   administrators  
 
__________ B. Communicates effectively on a daily basis with support staff 
 
__________ C. Communicates effectively with other campus personnel 
 
 
VI. Decision Making Process 

 
__________ A. Claims appropriate ownership of decisions 
 
__________ B. Seeks proper counsel and advice prior to making decisions at 
   appropriate times 
 
__________ C. Has developed a good decision making process/follows a good 
   decision making process 
 
__________ D. Has an understanding as to how all decisions at the administrative  
   level impact the department 
 
 
VII. Loyalty 

 
__________ A. To University 
 
__________ B. To Department and individuals associated to unit 
 
__________ C. To subordinates and peers 
 
__________ D. Demonstrates support for others 
 
VIII. Specific Job Duties 

 
__________ A. Understands and accepts role and responsibility in relation to 
   “big” picture of department 
 
__________ B. Assists others in department when necessary 
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 3 

 
__________ C. Willingness to share ideas with others 
 
__________ D. Willingness to accept others ideas and implement into daily work 
   functions 
 
__________ E. Takes own initiative to begin and complete tasks 
 
__________ F. Offers solutions to problems when appropriate 
 
 
IX. Administrative Duties 

 
__________ A. Manages and monitors budget as appropriate 
 
__________ B. Completes necessary budget and other documents in a timely and 
   effective manner 
 
__________ C. Maintains appropriate office hours 
 
__________ D. Responds to supervisors requests in an appropriate and timely 
   manner 
 
__________ E. Evaluates and supervises assistants in an appropriate manner 
   when appropriate 
 
 
 
X. Public Relations 
 

__________ A. Responds to public in an appropriate manner when necessary 
 
__________ B. Participates in department and university events 
 
__________ C. Participates in civic and community activities 
 
__________ D. Works will with alumni and friends of the department 
 
 
 
 
What can department (supervisor) do to enhance your job performance? 
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What does the department (supervisor) currently do (ask you to do) that hinders your 
job performance? 
 

 

 

 
What goals (objectives) would you like to see established for your position during 
this next year?  What is your career goal? 
 

 

 

 
Other Comments by Evaluator: 
 

 

 

 
Comments of employee being evaluated: 
 

 

 

 

 
Signed: 
 
 
 
 
 
_________________________________    ___________________________________ 
Evaluated Employee      Evaluator 

 
_________________________________    ___________________________________ 
Date            Date 

 
 
_________________________________   ___________________________________ 
Director of Athletics     Vice President of Student Affairs 
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Coach’s Performance Evaluation 
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Eastern Illinois University 
Coach’s Performance Evaluation 

 
 
_________________________________                 _______________________________ 
Coach’s Name       Date 
 
 

_____________________            ____________         ______________________________ 
Sports Program                    Years at EIU                  Dates Covered by Evaluation 

 
 
 
 
 
 
 
 

 
 

INTERPERSONAL CHARACTERISTICS & SKILLS 
 
I. Punctuality 

 
__________ A. Appointments 
 
__________ B. Paper Work 
   (Expense reports, Admissions Reviews) 
 
II. Giving Criticism 

 
__________ A. In constructive, positive manner 
 
__________ B. Well thought out 
 
III. Accepting Criticism 

 
__________ A. Listening 
 
__________ B. Implementing Change 
 
IV. Time Management & Organizational Skills 

 
__________ A. Professional Responsibilities 
 
__________ B. Staff & Delegation of Responsibilities 
 
__________ C. Personal Time 
 
 

Key: 
5 Outstanding 
4 Good 
3 Satisfactory 
2 Unsatisfactory 
1    Far Below Satisfactory 
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 2 

 
V. Communication Skills 

 
__________ A. With Athletes 
 
__________ B. With Assistants 
 
__________ C. With Other Coaches 
 
__________ D. With Support Staff 
 
__________ E. With Administrators 
 
VI. Decision Making 

 
__________ A. Does he/she discern appropriate ownership of decisions 
 
__________ B. Does he/she seek advice at appropriate times 
 
__________ C. Does he/she follow a good decision making process 
 
VII. Loyalty 

 
__________ A. To assistants 
 
__________ B. To team and athletes 
 
__________ C. To the Athletic Department and individuals in it 
 
__________ D. To the University 
 
VIII. Acceptance of new ideas and ways for doing things 

 
__________ A. Implementation of methods 
 
IX. Creativity 

 
__________ A. Willingness to share ideas 
 
__________ B. Try new strategies 
 
__________ C. Initiative 
 
X. General Appearance 
 

__________ A. Physical 
 
__________ B. Emotional 
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JOB RESPONSIBILITIES & DUTIES PERFORMANCE PROFILE 
 

I. The Coach as an Administrator 
 
__________ A. Game Event Management 
 
__________ B. Purchase & Care of Equipment 
 
__________ C. Budget Awareness and Use 
 
__________ D. Evaluation and Supervision of Assistants 
 
__________ E. Knowledge of and Adherence to institutional & association 

rules/regulations 
 
__________ F. Travel planning, execution and completion of expense reports 
 
__________ G. Completion of eligibility forms and other NCAA & conference 

requirements in a timely manner 
 
__________ H. Response to administrator requests 
 
__________ I. Available, when appropriate, during office hours 
 

II. The Coach as a Teacher & Team Leader 
 
_________ A. Organization of Practice 
 
_________ B. Teaching of Skills and Techniques 
 
_________ C. Use of team tactics and strategies 
 
_________ D. Scouting of and preparation for opponents 
 
_________ E. Evaluation and utilization of team personnel 
 
_________ F. Discipline of the team and individual athletes 
 
_________G. Actions reflect a concern for player safety at all times 
 
_________H. Implements appropriate conditioning program for all team 

members 
 
_________ I.  Wins and losses, titles, individual honors 
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III. The Coach and Public Relations 

 
_________ A. Medial relationships 
 
_________ B. Public awareness and Responsiveness 
 
_________ C. Participation in University and Departmental activities 
 
_________ D. Participation in Civic and Community Activities 
 
_________ E. Relationship with alumni and Friends 
 
_________ F. Works closely with Sports Information to publicize respective 

sport 
 

IV. The Coach as a Recruiter 
 

_________ A. Organization 
 
_________ B. Identification and evaluation of prospective student-athletes, 

including relationships with high school coaches 
_________ C. Implementation 
 
_________ D. Signing 
 
_________ E. Communication with Registrar and Financial Aid Office 
 
_________ F. Understanding of NCAA and Conference rules & regulations 
 

V. Relationship with Student-Athletes 
 

_________ A. Team rules and regulations written and available to student-
athletes and Administration 

 
_________ B. All team membership are provided full access to the recourses of 

the Academic Center 
 
_________C. Disciplinary measures are appropriately handled on a consistent 

basis 
 
_________ D. Student-athletes are provided with adequate opportunities for 

communication with the coaching staff 
 
_________ E. The overall purpose and philosophy of the program is adequately 

defined and appropriately communicated to team members 
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_________ F. The specific goals and objects of the program are adequately 
defined and appropriately communicated to team members. 

 
_________ G. Rules and guidelines for player behavior are adequately defined 

and appropriately communicated to team members 
 

VI. The Coach and the Classroom 
 

_________ A. Knowledge of NCAA, Conference and EIU admissions, 
continuance and graduation criteria 

 
_________ B. Academic caliber of recruits 
 
_________ C. Awareness of team and individual academic performance 
 
_________ D. Cooperation with and support of academic advisors 
 
_________ E. Student-athlete retention 
 
Other Comments by Evaluator: 
 

 

 

 
Comments of Coach being evaluated: 
 

 

 

 

 
Signed: 
 
 
 
_________________________________    ___________________________________ 
Evaluated Coach      Evaluator 

 
_________________________________    ___________________________________ 
Date            Date 

 
 
_________________________________   ___________________________________ 
Director of Athletics     Vice President of Student Affairs 
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PAYROLL SUBMIT BY 11:59 OPT DEDUCT SCHED

YEAR NUMBER BEG DATE END DATE PAY DATE PAYROLL OFFICE INS,DUES,BONDS, ETC

2010 14 06-21-10 07-04-10 07-16-10 07-06-10 Second 1/2 Jul

2010 15 07-05-10 07-18-10 07-30-10 07-20-10 No Opt Deduct

2010 16 07-19-10 08-01-10 08-13-10 08-03-10 First 1/2 of Aug

2010 17 08-02-10 08-15-10 08-27-10 08-17-10 Second 1/2 of Aug

2010 18 08-16-10 08-29-10 09-10-10 08-31-10 First 1/2 of Sep

2010 19 08-30-10 09-12-10 09-24-10 09-14-10 Second 1/2 of Sep

2010 20 09-13-10 09-26-10 10-08-10 09-28-10 First 1/2 of Oct

2010 21 09-27-10 10-10-10 10-22-10 10-12-10 Second 1/2 of Oct

2010 22 10-11-10 10-24-10 11-05-10 10-26-10 First 1/2 of Nov

2010 23 10-25-10 11-07-10 11-19-10 11-09-10 Second 1/2 of Nov

2010 24 11-08-10 11-21-10 12-03-10 11-23-10 First 1/2 of Dec

2010 25 11-22-10 12-05-10 12-17-10 12-07-10 Second 1/2 of Dec

2010 26* 12-06-10 12-19-10 12-29-10 12-21-10 No Opt Deduct

2011 1 12-20-10 01-02-11 01-14-11 01-04-11 First 1/2 of Jan

2011 2 01-03-11 01-16-11 01-28-11 01-18-11 Second 1/2 of Jan

2011 3 01-17-11 01-30-11 02-10-11 02-01-11 First 1/2 of Feb

2011 4 01-31-11 02-13-11 02-25-11 02-15-11 Second 1/2 of Feb

2011 5 02-14-11 02-27-11 03-11-11 03-01-11 First 1/2 of Mar

2011 6 02-28-11 03-13-11 03-25-11 03-15-11 Second 1/2 of Mar

2011 7 03-14-11 03-27-11 04-08-11 03-29-11 First 1/2 of Apr

2011 8 03-28-11 04-10-11 04-22-11 04-12-11 Second 1/2 of Apr

2011 9 04-11-11 04-24-11 05-06-11 04-26-11 First 1/2 of May

2011 10 04-25-11 05-08-11 05-20-11 05-10-11 Second 1/2 of May

2011 11 05-09-11 05-22-11 06-03-11 05-24-11 First 1/2 of Jun

2011 12 05-23-11 06-05-11 06-17-11 06-07-11 Second 1/2 of Jun

2011 13 06-06-11 06-19-11 07-01-11 06-21-11 First 1/2 of Jul

2011 14** 06-20-11 07-03-11 07-15-11 07-05-11 Second 1/2 of Jul

Note:   *Denotes the last pay period in the 2010 tax year

**Denotes the fiscal year end 2011 cut-off.

      APPROVED UNIVERSITY HOLIDAYS FOR THE FY'11 ARE:

Monday July 5, 2010 Independence Day

Monday Labor Day

Thurs & Fri Nov 25 & 26,2010 Thanksgiving Holidays

Thurs & Fri Dec 23 & 24,2010 Christmas Holidays

Thurs & Fri Dec 30 & 31,2010 New Years Holidays

Monday Martin L. King Birthday

Friday Lincoln's Birthday

Monday Memorial Day

EASTERN ILLINOIS UNIVERSITY

BIWEEKLY PAYROLL SCHEDULE FY11

PAYROLL PERIOD

Sep 06, 2010

Jan 17, 2011

Feb 11, 2011

May 30, 2011
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PAYROLL SUBMIT by 11:59

YEAR Number BEG DATE END DATE PAY DATE PAYROLL OFFICE

2010 8 07-01-10 07-31-10 07-30-10 08-10-10

2010 9 08-01-10 08-31-10 08-31-10 09-10-10

2010 10 09-01-10 09-30-10 09-30-10 10-11-10

2010 11 10-01-10 10-31-10 10-29-10 11-10-10

2010 12 11-01-10 *11-30-10 11-30-10 12-10-10

2011 1 12-01-10 **12-31-10 01-03-11 01-10-11

2011 2 01-01-11 01-31-11 01-31-11 02-10-11

2011 3 02-01-11 02-28-11 02-28-11 03-10-11

2011 4 03-01-11 03-31-11 03-31-11 04-11-11

2011 5 04-01-11 04-30-11 04-29-11 05-10-11

2011 6 05-01-11 05-31-11 05-31-11 06-10-11

2011 7 06-01-11 06-30-11 06-30-11 07-11-11

**December is paid in January 2011

EASTERN ILLINOIS UNIVERSITY

MONTHLY PAYROLL SCHEDULE

Fiscal Year 2011

PAYROLL PERIOD

 *Last period in 2010 tax year

lrdaubs
Typewritten Text
Page 117



 

lrdaubs
Typewritten Text


lrdaubs
Typewritten Text

lrdaubs
Typewritten Text
Page 118



  July 1, 2009 

 

       Coaches Benefits 

 
 
Health Insurance – All employees pay a monthly premium for their own coverage 
under any of the health plans. The premium amount is based on the employee’s annual 
salary. The cost of dependent coverage varies by the health plan selected. 
 
 
Dental Insurance – Employees pay a monthly premium for their own and any 
dependent coverage under the Quality Care Dental Plan.  
 
 
Sample – Full time 100% employee with annual salary of $45,000 
 

Medical   Single   Emp & Spouse  Family 

HealthAlliance HMO $54.50  $148.50   $187.50 

PersonalCare HMO $54.50  $146.50   $184.50 

HealthLink OAP  $54.50  $159.50   $203.50 

Quality Health Care $79.50  $275.50   $303.50 

Dental   $11.00  $17.00   $19.50 

 
Vision Insurance – Employees and their dependents enrolled in any of the health plans 
are automatically provided this benefit at no cost. 
 
Basic Term Life Insurance – An amount equal to the employee’s annual salary is 
provided at no cost. 
 
Retirement Plan – Offered through the State Universities Retirement System (SURS). 
The employee’s contribution to the retirement plan – 8% of gross earnings – is 
automatically deducted from the paycheck. Contributions made to this plan are not 
subject to federal or state income taxes until funds are withdrawn following retirement.  
 
Disability Plan – Disability benefits for University employees are provided through the 
State Universities Retirement System (SURS) at no additional cost.  Supplemental Long 
Term Disability benefits may also be selected. 
 

Summary of Benefits 
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  July 1, 2009 

 

Paid Time Off 
 

University Holidays 
The University recognizes 11 holidays for all employees, including: 
- New Year's Day  
- Martin Luther King, Jr. Birthday 
- Abraham Lincoln Birthday 
- Memorial Day 
- Independence Day 

- Labor Day 
- Thanksgiving Day 
- Day after Thanksgiving 
- Christmas Day 

Two additional days are determined by the President of the University.  
 

Vacation Leave 
Coaches with 12-month appointments shall earn cumulative vacation leave at the rate 
of two days per month.  (Temporary positions shall earn no vacation leave in the first 
year.) There shall be no lump sum payment or other benefit provided to such coaches 
for unused vacation leave at the end of their term of appointment. 
 

Sick Leave 
Coaches are credited with one non-cumulative day per month of appointment to be 
used during that contract year.  There shall be no lump sum payment or other benefit 
provided to such coaches for unused sick leave at the end of their term of appointment. 
 

 

Tuition and Fee Waivers* 
* Temporary employees receive Tuition and Fee Waivers effective at the beginning of the second fiscal year. 
 

Employee 
Coaches are eligible for a tuition waiver at Eastern Illinois University campus.  An 
employee on a 100 percent time appointment is eligible to receive a waiver for a 
maximum of 6 credit hours per semester at any other state institution. Part-time 
employees may also be eligible for this benefit, but at a reduced number of credit hours. 
 

Child of Employee 
For children of current employees with at least seven years of service, a 50% tuition 
waiver may be available for up to four years at an Illinois state institution of higher 
education, depending on employee’s length of service and appointment status. 
 

Additional Benefits 
- Accidental Death and Dismemberment (AD&D) Insurance 
- Additional Term Life Insurance, including spouse and/or child coverage.   
- Adoption Assistance 
- Employee Assistance Programs 
- Flexible Spending Accounts 
- Long Term Care Insurance 
- Smoking Cessation 
- Supplemental Long Term Disability 
- Supplemental Retirement Plans  
- U.S. Savings Bonds 

 

More information at http://www.eiu.edu/~humanres/benefits/  or www.benefitschoice.il.gov (select “State”) 

http://www.eiu.edu/~humanres/benefits/
http://www.benefitschoice.il.gov/
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REGULATIONS

REGULATIONS 

SECTION: II. Employees

SUBSECTION: B. Faculty and Administrative 
Employees 

Issued: July 12, 1999

B. Faculty and Administrative Employees

1.  Coverage

This Subsection B. applies to all faculty and administrative employees of the University 
unless otherwise provided by these Regulations, by law, or by the terms of a collective 
bargaining agreement. 

2.  Salaries and Compensation

The President shall develop annually guidelines for the award of salary increases. The 
President shall review such guidelines with the Board before implementation.

3.  Administrative Employees with Faculty Rank

The following provisions shall apply to administrative employees with faculty rank 
(including Chairpersons) and shall not apply to employees covered by a collective 
bargaining agreement.

a.  An administrative employee may retain faculty rank in a department (or 
equivalent academic unit) in which it has previously been granted by the 
University. Furthermore, an administrative employee may be granted faculty rank 
at the time of appointment or subsequent thereto or may be promoted in faculty 
rank if such employee satisfies the educational requirements specified in 
Subsection A.6. above and faculty rank or promotion is recommended by the 
appropriate department (or equivalent academic unit), the Dean, and Provost/
Vice President and approved by the President. Granting faculty rank in a 
department to an administrative employee at the time of appointment may not 
result in tenure and does not guarantee the existence of an approved faculty 
position in the department if the employee did not already have a faculty 
appointment in that department.

b.  An administrative employee with faculty rank previously granted tenure by the 
Board shall retain such tenure, which shall not be transferred from one 
department (or equivalent academic unit) to another except by approval of the 
Board upon recommendation by the President after consultation with the 

http://www.eiu.edu/~auditing/botregs/regulat03.htm (1 of 18) [11/16/2009 8:24:47 AM]
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REGULATIONS

departments (or equivalent academic units) involved.

c.  At the time of initial employment by the University, an administrative employee 
may be granted tenure only if so recommended by the department (or equivalent 
academic unit), the Dean, the Provost/Vice President, and the President and 
approved by the Board.

d.  Chairpersons shall be eligible for consideration for tenure during their term of 
service as Chairperson if they hold at least the rank of Assistant Professor and 
meet the following requirements. Such employees may be considered for 
promotion to Assistant Professor and tenure in the same year.

(1) Educational Requirements

A Chairperson shall be eligible for consideration for tenure if he/she meets the 
educational requirements established by the University for tenure for faculty 
employees covered by a collective bargaining agreement.

(2) Years of Service

(a) Except as provided in paragraph (3) below, a Chairperson may 
not apply for tenure before his/her sixth probationary year of 
employment at the University.

(b) A Chairperson who has no previous full-time teaching or 
professional service in a baccalaureate degree-granting institution of 
higher education shall be placed in probationary year one at the time 
of initial appointment.

(c) A Chairperson who has one year of prior full-time teaching or 
professional service in a baccalaureate degree-granting institution of 
higher education shall be placed in probationary year two at the time 
of initial appointment.

(d) A Chairperson who has two years of prior full-time teaching or 
professional service in a baccalaureate degree-granting institution of 
higher education shall be placed in probationary year three at the 
time of initial appointment.

(e) A Chairperson who has three or more years of prior full-time 
teaching or professional service in a baccalaureate degree-granting 
institution of higher education shall be placed in probationary year 
four at the time of initial appointment.

(f) A Chairperson may elect to be placed in a lower-numbered 
probationary year by written notification to the appropriate Provost/
Vice President by the close of the first academic term following his/
her initial appointment.

http://www.eiu.edu/~auditing/botregs/regulat03.htm (2 of 18) [11/16/2009 8:24:47 AM]
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REGULATIONS

(3) Consideration for Tenure on the Basis of Exception

(a) A Chairperson who does not satisfy the educational requirements 
for tenure established pursuant to paragraph (1) above or the years 
of service requirement specified in paragraph (2) above may apply 
for consideration for tenure in his/her fourth, fifth, or sixth year of 
full-time service at the University on the basis of exceptional 
teaching/performance of primary duties, research/creative activity, 
or service.

(b) A Chairperson who applies for consideration for tenure as an 
exception to the educational requirements or years of service 
requirements shall present evidence in support of his/her claim for 
an exception.

(4) Tenure for Chairpersons shall not be acquired automatically by length of 
service. Tenure shall be granted and may be acquired only by specific action of 
the Board after receipt of a specific recommendation of the President. Tenure 
shall be in an academic department or equivalent unit.

(5) The performance of a Chairperson during the entire term of employment shall 
be considered by the Board in determining whether to grant tenure.

(6) An eligible Chairperson must apply to the Dean of his/her college (or 
equivalent unit) prior to the commencement of the tenure process in order to be 
considered for tenure. In the event that an eligible Chairperson does not submit 
his/her application for tenure in the sixth probationary year, such employee shall 
receive a terminal contract for the next subsequent academic year.

(7) Removal From Office

In appropriate circumstances, removal of a Chairperson from office may be 
initiated by vote of a 2/3 majority of all probationary and tenured faculty 
members of the department/division, or by the Dean of the College after 
consultation with members of the department/division and the Provost/Academic 
Vice President. The final decision with respect to removal of a Chairperson shall 
be made by the President. In the event of removal from office, a Chairperson 
shall be entitled to return to his/her department/division to assume faculty 
responsibilities at his/her then current faculty rank. The President shall establish 
guidelines concerning the removal of a Chairperson from office. The guidelines 
shall ensure due process for the incumbent Chairperson. 

●     Reassignment and Termination

http://www.eiu.edu/~auditing/botregs/regulat03.htm (3 of 18) [11/16/2009 8:24:47 AM]
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REGULATIONS

a.  Reassignment

(1) Employees at the University may be reassigned by the President without notice in 
advance. The President shall consult with the Board's Chairperson prior to the 
reassignment of a Provost/Vice President. Employees, other than employees with a 
temporary appointment (including employees whose appointment is supported by grant 
or contract funds), who are reassigned shall receive written notice of any reduction in 
monthly compensation as follows:

(a) in the first year of employment at the University, not later than three 
months prior to the effective date of reduction in monthly compensation; 
and

(b) in the second or subsequent year of employment at the University, not 
later than six months prior to the effective date of reduction in monthly 
compensation.

(2) Unless the contract of employment specifies otherwise, the President may be 
reassigned by the Board without notice in advance. Unless the contract of employment 
specifies otherwise, the President who is reassigned shall receive written notice of any 
reduction in monthly compensation as follows:

(a) in the first year of employment as President, not later than three 
months prior to the effective date of reduction in monthly compensation; 
and

(b) in the second or subsequent year of employment as President, not later 
than six months prior to the effective date of reduction in monthly 
compensation.

This paragraph a. does not apply to Chairpersons.

b.  Termination With Notice

(1) The President shall be employed by and serve at the pleasure of the Board unless 
the contract of employment specifies otherwise. Unless the contract of employment 
specifies otherwise, the President shall receive written notice of termination, signed by 
the Chairperson of the Board, as follows:

(a) in the first or second year of employment as President, not later than 
six months prior to the termination date specified in the notice;

(b) in the third or subsequent year of employment as President, not later 
than twelve months prior to the termination date specified in the notice.

http://www.eiu.edu/~auditing/botregs/regulat03.htm (4 of 18) [11/16/2009 8:24:47 AM]
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REGULATIONS

(2) Other employees. Employees, other than employees with a temporary appointment 
(including employees whose appointment is supported by grant or contract funds), shall 
receive written notice of termination signed by the President as follows:

(a) in the first year of employment at the University, not later than three 
months prior to the termination date specified in the notice;

(b) in the second through fifth year of employment at the University, not 
later than six months prior to the termination date specified in the notice; 
and

(c) in the sixth or subsequent year of employment at the University, not 
later than twelve months prior to the termination date specified in the 
notice.

Employees terminated in accordance with this paragraph b. shall not be entitled to 
invoke the procedures for hearing provided in paragraph c. below. If such employees 
have academic rank (but not tenure) they shall not be entitled to return to a teaching 
position. The provisions for prior notice set forth in this paragraph b. shall not be 
applicable in cases involving termination for cause, in which cases the procedures 
specified in paragraph c. below shall apply. This paragraph b. does not apply to the 
removal from office of Chairpersons. The President shall consult with the Board 
Chairperson prior to issuing a written notice of termination to a Provost/Vice President.

c.  Termination for Cause

(1) Employees Covered by a Collective Bargaining Agreement

Termination of a tenure appointment at any time or of a probationary, temporary, or 
other nontenure appointment before the end of the specified term shall be governed by 
the appropriate collective bargaining agreement.

(2) Employees Not Covered by a Collective Bargaining Agreement

Termination of employees not covered by a collective bargaining agreement before the 
end of the specified term of employment may be effected at any time for adequate 
cause after notice and an opportunity to be heard as provided in these Regulations. 
Termination proceedings shall be initiated by the President. The President shall consult 
with the Board prior to the initiation of a termination proceeding against a Provost/Vice 
President.

"Adequate cause" as used in this paragraph c. shall mean one or more acts or omissions 
which, singly or in the aggregate, have directly and substantially affected or impaired an 
employee's performance or fulfillment of his/her duties.

(3) The following provisions shall apply to University employees:

http://www.eiu.edu/~auditing/botregs/regulat03.htm (5 of 18) [11/16/2009 8:24:47 AM]
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REGULATIONS

(a) The President shall have the right to a hearing by the Board.

(b) Prior to issuance of a notice of intent to seek termination of an 
employee, the President or designated representative shall hold at least 
one meeting with the employee to discuss possible remedial actions by the 
employee or to discuss settlement of the matter.

(c) Prior to the initial meeting, the President shall provide the employee 
with a written statement of the purpose of the meeting, including an 
identification of the topics to be discussed.

(d) Additional meetings to discuss possible remedial actions by the 
employee or to discuss settlement of the matter may continue until either 
the President or the employee notifies the other in writing of his/her belief 
that further meetings will not be productive.

(e) Not later than six months from the date of the first meeting (a time 
limitation which may be extended by agreement of the parties) the 
President shall provide the employee in writing with one of the following:

(i) a statement that further action on the matter will not be 
pursued and that all references to it will be removed from the 
employee's personnel file; 

(ii) a statement that further action on the matter will not be 
pursued at that time but that reference to it shall remain in 
the employee's personnel file; 

(iii) specification of any remedial actions to be taken by the 
employee, the date by which the remedial actions are to be 
taken, the method to be used to evaluate whether the 
remedial actions have been successful, and a statement that 
no notice of intent to seek termination will be issued before 
evaluation of the remedial actions; 

(iv) the terms upon which the matter is to be settled; or

(v) a notice of intent to seek termination.

(f) If the President issues a notice of intent to seek termination, the 
following procedure shall apply:

(i) A termination proceeding shall be initiated by the President 
providing a notice of intent to seek termination with a 
statement of reasons for termination to the employee.

(ii) The employee shall have the right to request a formal 

http://www.eiu.edu/~auditing/botregs/regulat03.htm (6 of 18) [11/16/2009 8:24:47 AM]
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REGULATIONS

hearing before a committee of five employees selected from 
the faculty in the case of a faculty employee and selected 
from the administration in the case of an administrative 
employee. Such a request must be received in writing by the 
President within fifteen work days after service of the notice 
of intent to seek termination. If the employee requests a 
hearing, the committee shall be selected within fifteen work 
days after the President has received the request. The 
employee shall select two employees to serve on the 
committee, and the President shall select two employees to 
serve on the committee. The four employees so selected shall 
select a fifth employee to serve on the committee. If a 
committee is not selected by the method described above 
within fifteen work days, the President shall appoint the 
remaining members of the committee.

(iii) The employee shall be provided with a notice of the 
hearing and specific written charges at least twenty work days 
prior to the hearing. During the proceedings the employee 
may be assisted by a counselor or advisor of his/her choice.

(iv) A verbatim record of the hearing will be taken and a 
typewritten copy will be provided to the employee. The 
burden of proof that adequate cause exists rests with the 
University and shall be satisfied only by a preponderance of 
the evidence in the record considered as a whole. The 
employee will be afforded an opportunity to present witnesses 
and to confront and cross-examine all witnesses.

(v) A termination hearing shall not exceed three months 
unless extended by a majority vote of the hearing committee. 
The findings and recommendations of the committee shall be 
reduced to writing and furnished to the employee and the 
President within twenty work days after the conclusion of the 
hearing. If the hearing committee concludes that adequate 
cause has not been established by the evidence in the record, 
it will so report to the President. If the President rejects the 
report, he/she shall state the reasons for doing so in writing 
to the hearing committee and the employee and provide an 
opportunity for a written response. If the hearing committee 
concludes that adequate cause for termination has been 
established, it will so recommend, with supporting reasons in 
writing, to the President. If the hearing committee concludes 
that adequate cause for a sanction less than termination has 
been established, it will so recommend, with supporting 

http://www.eiu.edu/~auditing/botregs/regulat03.htm (7 of 18) [11/16/2009 8:24:47 AM]
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REGULATIONS

reasons in writing, to the President.

(vi) The recommendation of the President, along with that of 
the hearing committee should it not concur with the President, 
shall be submitted in writing to the Board for final action.

(vii) If a hearing committee fails to provide its findings and 
recommendations in writing within twenty work days after 
conclusion of the hearing, the President shall submit his/her 
recommendations in writing to the Board for final action.

(viii) If the employee fails to request a hearing in writing 
within fifteen work days after service of the notice of intent to 
seek termination, the President shall consult with the Board 
Chairperson before deciding whether or not there is adequate 
cause for termination or for a sanction less than termination. 
The decision of the President shall be reduced to writing and 
furnished to the employee with supporting reasons. The 
decision of the President in such cases shall be final.

●     Compulsory Disability Leave

a.  If the President believes an employee is unable to perform assigned duties due to illness 
or injury, he/she may inform the employee in writing of the basis for such belief and 
require the employee to obtain a medical examination by a doctor chosen and paid for 
by the University, or by a doctor chosen and paid for by the employee who is 
acceptable to the President. Refusal of an employee to submit to a medical examination 
may result in suspension of the employee or other disciplinary action. The doctor shall 
submit an opinion to the President, as to whether the employee (1) has a physical or 
mental condition which constitutes a health or other hazard to the employee, fellow 
employees, or others with whom the employee may come in contact or (2) has a 
physical or mental condition which prevents the employee from performing the duties 
required by the position of employment. A copy of the doctor's opinion shall be given to 
the employee. At the employee's discretion and expense, a second medical opinion may 
be obtained for consideration by the President.

b.  If the medical evidence indicates that the employee (1) has a physical or mental 
condition which constitutes a health or other hazard to the employee, fellow employees, 
or others with whom the employee may come in contact or (2) has a physical or mental 
condition which prevents the employee from satisfactorily performing the duties 
required by the position of employment, the President may place the employee on 
compulsory disability leave. The President shall notify the employee in writing of the 
duration of the compulsory leave period. Any earned leave credits shall be used during 
the compulsory leave period. That portion of the compulsory disability leave, if any, 
which is not covered by earned leave credits shall be without pay.
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c.  After expiration of one-half of the compulsory disability leave period, the employee may, 
upon prior notice to the President, and at the employee's expense, seek a medical 
opinion from a doctor acceptable to the President, as to the ability of the employee to 
return to work. If the opinion indicates the employee is able to return to work, the 
employee may return to work at a time mutually agreed upon between the employee 
and the employer.

d.  If, in the opinion of a doctor chosen and paid for by the University, or of a doctor 
chosen and paid for by the employee who is acceptable to the President, an employee is 
unable to return to work at the end of a compulsory disability leave, the President may 
(1) extend the leave without pay, (2) request the employee's resignation, or (3) 
terminate the employee's employment, or (4) take any other appropriate action.

●     Employee Benefits 

a.  Application

(1) The benefits described in this paragraph 6. are applicable only to faculty and 
administrative employees who are not covered by a collective bargaining agreement.

(2) An employee with a full-time appointment shall be eligible to receive the benefits 
described in this paragraph 6. An employee whose appointment is at least half-time but 
less than full-time shall be eligible to receive such benefits on a pro-rated basis, 
provided that such employee shall not be eligible for educational leave or leave without 
salary.

(3) An employee who receives an appointment on an "acting" basis shall, if not 
prohibited by or inconsistent with a collective bargaining agreement, be eligible for the 
benefits described in this paragraph 6. during the term of his/her "acting" appointment.

(4) An employee hired specifically for a full-time temporary position shall, during the 
first fiscal year of such appointment, earn non-cumulative sick leave at the rate of 10 
days per year (credited to the employee at the beginning of the appointment), shall be 
eligible for holidays, bereavement leave, and leave for court required service, but shall 
not be eligible for any other benefits provided by this paragraph 6. Such employee shall 
not receive any benefit for unused sick leave at the end of the fiscal year or at the end 
of the appointment, whichever is earlier. If such appointment is at least half-time but 
less than full-time, the employee shall be eligible to receive the benefits listed in this 
paragraph (4) on a pro-rated basis.

(5) (a) An employee hired specifically for a full-time temporary position, who is 
appointed to said position for more than one consecutive fiscal year, shall be eligible for 
holidays, bereavement leave, and leave for court required service. 

(b) In addition, effective at the beginning of the second consecutive fiscal year of such 
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appointment, such employee shall become eligible for educational benefits, shall earn 
non-cumulative sick leave at the rate of 1 day per month of appointment (credited to 
the employee at the beginning of the fiscal year), and, if employed on a 12-month 
basis, shall (i), if such appointment is supported less than 50% by grant or contract 
funds, earn vacation leave as specified in paragraph b. below or (ii), if such 
appointment is supported at least 50% by grant or contract funds, earn non-cumulative 
vacation leave credited at the rate of 2 days per month. Such employee shall not 
receive any benefit for unused sick leave or non-cumulative vacation leave at the end of 
the fiscal year or at the end of the appointment, whichever is earlier.

(c) If the foregoing appointment is at least half-time but less than full-time, the benefits 
listed in this paragraph (5) shall be provided on a pro-rated basis, and the employee 
shall not become eligible to earn the benefits listed in paragraph (b) above until the 
beginning of the third consecutive fiscal year of such appointment.

(6) Part-time faculty employees paid on a per-course basis and employees with 
appointments for less than half-time shall not be eligible for any benefits described in 
this paragraph 6.

b.  Vacation Leave

(1) Faculty and administrative employees with 12-month appointments shall earn 
vacation leave at the rate of two days per month during each month, or major fraction 
thereof, of service in pay status. Employees with less than 12-month appointments shall 
earn no vacation leave. Vacation leave may be accrued up to a maximum of 48 days. An 
employee who accrues the maximum will, except as provided below, earn no further 
vacation leave until the employee's use of vacation leave reduces the accrual below the 
maximum. An employee who is required to work on a special assignment may, at the 
discretion of the President be permitted to earn up to 12 days of vacation leave beyond 
the maximum of 48 days. Such additional vacation leave must be used within 12 
months after the employee completes work on the special assignment.

(2) Vacation leave shall ordinarily be earned before being taken. In exceptional 
circumstances, an employee may, at the discretion of the President be permitted to take 
up to six days of vacation leave before it is earned. In such case, the employee shall 
accrue no further vacation leave until the amount taken in advance has been earned. If 
the employee terminates his/her employment prior to earning the amount of vacation 
leave taken in advance, the unearned amount shall be deducted from his/her salary 
upon termination.

(3) All requests for vacation leave shall be submitted in advance to the immediate 
supervisor.

(4) Approval of the dates on which an employee wishes to take vacation leave shall be 
at the discretion of the immediate supervisor, and shall be subject to the consideration 
of maintaining efficiency of operations.
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(5) (a) Upon termination of employment, and provided that the employee is not 
reemployed at the same place of employment within 30 calendar days, an employee, or 
such employee's estate, shall be entitled to a lump sum payment for accrued vacation 
leave.

(b) Vacation leave days eligible for lump sum payment shall be computed by 
determining the number of days, or fractions thereof, accrued by the employee in 
accordance with paragraph (1) above and subtracting any days, or fractions thereof, 
used by the employee.

c.  Sick Leave

(1) An employee, while in pay status, shall earn non-cumulative sick leave at the rate of 
ten days per year of employment, which shall be credited to the employee at the 
beginning of the employment year, starting with the first year of employment.

(2) An employee, while in pay status, shall earn cumulative sick leave at the rate of 1.5 
days per month. 

After January 1, 1998, there shall be no limit on the amount of such leave which may 
be accumulated, provided that the total accumulation shall consist of the employee’s 
total unused cumulative sick leave as of January 1, 1998 plus all unused cumulative sick 
leave earned after that date.

(3) Sick leave may be used for injury or illness of an employee, including temporary 
disability caused or contributed to by pregnancy, which prevents the employee from 
performing assigned duties. An employee may use up to five days of earned sick leave 
per calendar year for absences resulting from the illness or injury of a parent, spouse, 
or child. Upon approval of the President an employee may use additional accrued sick 
leave for such absences.

(4) Deductions of sick leave shall not be made during any Board approved holiday. One 
day of sick leave shall be deducted for each day an employee is absent because of 
injury or illness. No more than five days of sick leave shall be deducted in any one 
calendar week.

(5) (a) Upon termination of employment, and provided the employee is not reemployed 
at the same place of employment within 30 calendar days, an employee, or such 
employee's estate, shall be entitled to a lump sum payment for accrued sick leave 
earned after December 31, 1983 and before January 1, 1998. The lump sum payment 
for accrued sick leave shall be computed as the product of the employee's daily rate of 
compensation and one-half of the lesser of the following: (i) the number of days, or 
fractions thereof, of cumulative sick leave earned by the employee, in accordance with 
paragraph (2) above, minus any days, or fractions thereof, of cumulative sick leave 
used by the employee; or (ii) the number of days, or fractions thereof, of cumulative 
sick leave earned by the employee in accordance with paragraph (2) above after 
December 31, 1983 and before January 1, 1998. Noncumulative sick leave days shall be 
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used first, and cumulative sick leave days shall be used in the order in which they have 
been accrued. No lump sum payment shall be made for noncumulative sick leave.

(b) An employee may waive payment for all or part of his/her eligible accrued sick leave 
(one-half of the employee's accumulated and unused sick leave earned after December 
31, 1983 and before January 1, 1998) by executing an appropriate waiver form prior to 
termination of employment.

(c) An employee who has received a lump sum payment for accrued sick leave and 
who, within two years, is reemployed by the University may, if separated in good 
standing, have his/her accrued sick leave restored if, within 30 days after 
commencement of such reemployment, the employee repays said lump sum payment to 
the University. For each day of sick leave to be restored, the employee shall repay the 
gross amount he/she was paid for one day of accrued sick leave. An employee may 
have part or all of his/her accrued sick leave restored in this manner; however, if the 
employee does not make any such repayment to the University, he/she shall not be 
entitled to have any such sick leave so restored.

(6) The University reserves the right to require acceptable evidence of illness or 
disability with respect to the use of sick leave.

(7) The payment for qualifying accrued sick leave after employee’s death, retirement, 
resignation, or other termination of service provided by Public Act 83-976 shall be for 
sick leave days earned on or after January 1, 1984 and before January 1, 1998. Sick 
leave accumulated on or after January 1, 1998 is not compensable under this Section at 
the time of the employee’s death, retirement, resignation, or other termination of 
service, but may be used to establish retirement system service credit as provided in the 
Illinois Pension Code.

(8) Beginning January 1, 1998, sick leave used by an employee shall be charged against 
his or her accumulated sick leave in the following order: first, sick leave accumulated 
before January 1, 1984; then sick leave accumulated on or after January 1, 1998; and 
finally sick leave accumulated on or after January 1, 1984 but before January 1, 1998.

(Source: P.A. 87-384; 87-721; 87-895; 87-1234.)

d.  Holidays

(1) Holidays recognized by the Board shall be New Year's Day, day before or day after 
New Year's Day, Martin Luther King, Jr.'s Birthday, Lincoln's Birthday, Memorial Day, 
Independence Day, Labor Day, Thanksgiving Day, day after Thanksgiving Day, 
Christmas Day, and day before or day after Christmas Day, unless it is necessary to 
change these days for purpose of academic calendar.

(2) The University will be closed, except for necessary operations, on the foregoing 
holidays. Employees will be excused with regular pay on said holidays unless otherwise 
determined by the President.
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(3) Employees who are required to work on an observed holiday shall be granted, by 
mutual agreement between the employee and the employer, paid time away from work 
equivalent to the number of hours worked on the holiday.

e.  Bereavement Leave

(1) Leave with pay of three consecutive days per occurrence, to be taken within a 
period of five consecutive work days commencing with the date of occurrence, will be 
granted to an employee in the event of the death of the employee's husband, wife, 
mother, mother-in-law, father, father-in-law, brother, brother-in-law, sister, sister-in-
law, child, son-in-law, daughter-in-law, grandmother, grandfather, grandchild, aunt, 
uncle, niece, nephew, or first cousin, or a member of the employee's immediate 
household. Bereavement leave shall be taken in not less than one-half day increments 
and may not be accumulated.

(2) Bereavement leave of longer duration than set forth above may be approved under 
special circumstances by the President and will be deducted either from vacation leave 
or sick leave at the employee's choice, provided an accrual balance is available.

f.  Family and Medical Leave

The stated purpose of the Family and Medical Leave Act (FMLA) is to balance the 
demands of the workplace with the needs of families, to promote the stability and 
economic security of families, and to promote national interests in preserving family 
integrity and to entitle employees to take reasonable leave for medical reasons, for the 
birth or adoption of a child, and for the care of a child, spouse, or parent who has a 
serious health condition.  According to the FMLA, this purpose is to be accomplished in 
a manner that accommodates the legitimate interests of employers and that is 
consistent with the laws involving equal protection and employment discrimination.  The 
University shall establish a policy that is consistent with this purpose.

g.  Educational Leave

Employees shall have the right to apply for an educational leave after having completed 
a period of five years of service at the University. Requests for leave shall be submitted 
in writing by the employee to the person who supervises the employee's work. If such 
supervisor approves the request, it shall be forwarded to the President of the University 
for approval together with the written recommendation of the supervisor and a 
statement indicating whether the work of the administrative or academic unit in which 
the applicant serves can be so arranged as to be carried forth effectively during the 
period of leave. The supervisor shall further set forth in detail a report summarizing the 
work the employee intends to perform during the leave and shall further indicate how 
such work is consistent with the goals of the University or the professional development 
of the applicant. The President shall consult with the Board prior to the award of an 
educational leave to a Provost/Vice President.

(1) Applications for educational leave may be approved for the following purposes:
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(a) study and research, including related travel;

(b) creative work in the employee's field of endeavor.

(2) The employee shall, prior to the granting of educational leave, enter into a written 
agreement with the University that, upon the termination of such leave, the employee 
will return to service for a full year and that, in default of completing such service, will 
refund, unless excused therefrom by the President for reasons satisfactory to him/her, 
an amount equal to such proportion of salary received while on leave as the amount of 
service not actually rendered as agreed bears to the whole amount of service agreed to 
be rendered. No such refund shall be necessary should the employee be terminated 
prior to the completion of the service agreed upon.

(3) Ordinarily, educational leaves may not result in an increase in net salary cost.

(4) An educational leave shall not be awarded more than once in every seven years, 
and educational leave time shall not be cumulative.

(5) Salary payments during educational leave shall be: one-half pay if leave is granted 
for a full year; full pay if leave is granted for one-half year.

(6) The maximum number of educational leave units that may be used during each 
fiscal year at the University shall be one unit for each twenty-five full-time faculty and 
administrative employees who are not covered by a collective bargaining agreement, or 
major fraction thereof. Each unit so derived shall generate twelve half-pay months or six 
full-pay months of educational leave.

h.  Leave Without Salary

(1) An employee may apply for a leave without salary. Ordinarily, such leave may be 
granted only after the employee has completed at least two consecutive years of full-
time service at the University.

(2) A leave without salary may be granted at the discretion of the President following a 
determination that the employee intends to return to service at the end of such leave. 
The initial grant of a leave without salary may be for a period of up to one calendar 
year. The leave may be extended upon the agreement of the President for a period of 
up to two successive calendar years.

An administrative employee may not rescind a leave without salary or leave extension 
later than sixty days prior to the approved beginning date of the leave or leave 
extension.

(3) An application for leave without salary shall ordinarily be submitted to the President  
at least three months prior to the starting date of the requested leave. The application 
must state the purposes of the leave and the time period for which the leave is 
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requested. The reasons for which a leave without salary may be requested are: (a) 
personal, (b) research, (c) advanced study, or (d) professional development.

(4) Upon return to the University from a leave without salary, an employee's salary shall 
be adjusted to reflect nondiscretionary increases which the employee would have 
received if not on leave.

(5) While on leave without salary, an employee shall retain accrued sick leave and 
vacation leave earned prior to the commencement of the leave without salary, but shall 
not earn additional sick leave or vacation leave.

(6) An employee on leave without salary may continue to contribute toward and receive 
the benefits of any State or Board insurance program and may continue to contribute 
toward and receive retirement credit in the State Universities Retirement System if the 
laws, rules, regulations, policies, and procedures governing the administration of such 
insurance programs or the State Universities Retirement System so permit.

(7) Time spent by an employee on a leave without salary shall not be creditable for the 
purpose of determining eligibility for educational leave.

i.  Educational Benefits

(1) An employee may enroll at the University for a maximum of two (2) courses, or six 
(6) credit hours, whichever is greater, in any academic term with exemption from the 
payment of tuition and fees. The fees waived by the University include registration, 
application fees, credit evaluation fees, admission fees, activity fees, graduation fees, 
textbook rental fees and other service fees, such as those imposed to secure revenue 
for bond retirement.

The following course and semester hour maxima shall apply to employees who enroll in 
courses at the University:

Employee Status    Academic Term (the greater of)

Full-time employee 6 sem. hrs. or 2 courses

3/4 time employee 4 sem. hrs. or 1 course

1/2 time employee 3 sem. hrs. or 1 course

These maxima are employee benefit limitations and do not apply to enrollment in 
approved work-related training programs, the purpose of which is to improve service.

(2) Employees are encouraged to enroll in courses having scheduled class hours outside 
their scheduled work hours.  For courses held during the employee's work schedule, the 
employee may be excused to attend classes subject to a maximum of four (4) clock 
hours per week or the number of clock hours required to attend one (1) course, 
whichever is greater.  Requests for excused absences to attend classes must be 
submitted to the supervisor for approval prior to enrollment and request for waiver of 
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tuition and fees.  When such approval is granted, employees shall make up time at the 
discretion and approval of the supervisor by (i) working outside of regularly scheduled 
hours during the work week in which the excused absence occurs, or (ii) deducting the 
time spent in class from the employee's accumulated vacation leave.  Overtime 
compensation shall not be earned for make-up time worked under (i) above.

(3) The natural, adopted, foster, and step-children and the spouse of full-time 
employees (including employees on sick leave or compulsory disability leave) who die 
while in service at the University shall be entitled to a waiver of tuition and fees  (as 
defined in paragraph (1) above) up to and including the baccalaureate degree at the 
University. Should both parents be full-time employees, the death of one parent makes 
the child eligible for the waiver of tuition and fees. Children of a deceased employee 
who is divorced shall be eligible for a waiver of tuition and fees if such employee was 
contributing to the children's support at the time of the employee's death.

(4) An employee who has retired from the University may enroll at the University for a 
maximum of one (1) course, or three (3) semester hours, whichever is greater, in any 
one academic term with exemption from the payment of tuition and such fees as may 
be waived in accordance with paragraph (1) above.

(4) See Board Regulations Section IV.B.2.a. and the applicable section of Eastern Illinois 
University Law at 110 ILCS 665/10-90 for provisions governing the award of fifty 
percent (50%) tuition waivers to the children of seven (7) year or more employees.

j.  Administrative Leave

The following provisions shall apply only to persons employed in positions referred to 
therein as of September 22, 1977.

(1) In the event that the President, the Vice Presidents, or administrative officers 
holding the title of Dean, Associate or Assistant Dean, Department Chairperson, Director 
or Registrar elect to terminate employment in those positions, they shall be eligible, 
upon approval by the Board (following recommendation of the President) to receive six 
months' leave at full pay or twelve months' leave at half pay if they meet all the 
following criteria at the time of retirement:

(a) they do not continue in a tenured teaching appointment at the 
University;

(b) they have been in one or more of the aforementioned positions for a 
period of at least ten years prior to retirement; and

(c) they have not had a sabbatical or educational leave during the ten 
years immediately preceding retirement.

(2) In addition, individuals employed in positions specified in paragraph (1) above may 
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be afforded continued employment as follows:

(a) Vice Presidents who elect to terminate employment in those positions 
in accordance with paragraph (1) above may, upon recommendation by 
the President and approval by the Board, be reassigned on a year-to-year 
basis to teaching positions in the departments (or equivalent academic 
units) in which they hold rank, if any, with the approval of the departments 
(or equivalent academic units) involved. Approval of the departments (or 
equivalent academic units) involved shall not be required for persons 
holding tenure immediately prior to termination of employment in an 
administrative position listed above.

(b) Administrative officers holding the title of Dean, Associate or Assistant 
Dean, Department Chairperson, Director or Registrar who elect to 
terminate employment in those positions in accordance with paragraph (1) 
above may, upon recommendation by the President and approval by the 
Board, be reassigned on a year-to-year basis to teaching positions in the 
departments (or equivalent academic units) in which they hold rank, if any, 
or to other positions for which they are qualified, with the approval of the 
departments (or equivalent academic units) involved. Approval of the 
departments (or equivalent academic units) involved shall not be required 
for persons holding tenure immediately prior to termination of employment 
in an administrative position listed above. 

k.  Alternative Benefits for Coaches

The following provisions shall apply only to coaches, who for purposes of this subsection 
are defined as temporary administrative employees appointed for terms of not longer 
than twelve months, and more than half of whose assignment is coaching intercollegiate 
athletics.

(1) Notwithstanding any of the other benefits provisions of these Regulations, coaches 
may be given an appointment which entitles them to the employee benefits described in 
Section II.A.9. and Section II.B.6. above, (subject to the requirements thereof 
concerning application and eligibility), but with the following exceptions:

(a) Instead of the vacation leave described in Section II.B.6.a. and b., 
coaches appointed hereunder shall be entitled to earn vacation leave at the 
rate of two days per month during each month or major fraction thereof, 
of service in the pay status.  Vacation leave may be accrued up to a 
maximum of 24 days.  An employee who accrued the maximum will earn 
no further vacation leave until the employee's use of vacation leave 
reduces the accrued below the maximum.  There shall be no lump sum 
payment or other benefit provided to such coaches for unused vacation 
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leave at the end of their term of appointment.

(b) Instead of the sick leave described in Section II.B.6.a. and c., coaches 
appointed hereunder shall be entitled to cumulative sick leave of one day 
per month of appointment (credited at the beginning of the appointment). 
There shall be no lump sum payment or other benefit provided to such 
coaches for unused sick leave at the end of their term of appointment.

(c) Vacation leave privileges shall be effective July 1, 2001.
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Policy Number: 4

BENEFITS - BEREAVEMENT LEAVE 
NON-NEGOTIATED EMPLOYEES

Only non-negotiated employees eligible to earn benefits, as provided in the Board of Trustees 
Regulations (II.B.6a. and II.C.7a., et al.), will be approved for bereavement leave under this policy.

Bereavement leave policies for employees covered by a collective bargaining agreement shall prevail 
over this bereavement leave policy.

Bereavement leave with pay shall be granted to an eligible employee in the event of the death of the 
employee's:

1.  parent 
2.  spouse 
3.  child 
4.  son-in-law or daughter-in-law 
5.  grandparent 
6.  brother or sister 
7.  brother-in-law or sister-in-law 
8.  mother-in-law or father-in-law 
9.  aunt or uncle 

10.  niece or nephew 
11.  grandchild 
12.  first cousin 
13.  a member of the employee's immediate household 

Bereavement leave shall be limited to three work days per occurrence, to be taken within five 
consecutive workdays beginning with the date of occurrence. Bereavement leave shall be taken in not 
less than one-half-day increments and may not be accumulated.

Employees shall notify their supervisors of the need for bereavement leave no later than the workday on 
which the leave is to begin. The supervisor shall record on the employee's time card or positive time 
roster the date of death and relationship of the deceased to the employee for each approved bereavement 
leave.

Under special circumstances, bereavement leave beyond the stated amount may be granted upon 
approval by the employee's supervisor and Director of Human Resources, and will be deducted from 
either vacation leave or sick leave at the employee's choice, provided an accrual balance is available. In 
the event that an accrual balance is not available, upon approval of the employee's supervisor and 
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confirmation by the Director of Human Resources, the employee may be granted leave without pay.

Approved: 
President 

July 24, 1997

Monitor: Vice President for Business Affairs
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 

Title of Position: Director of Athletics      Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent:   
 
Function of Position 
The Director of Athletics reports to the Vice President for Student Affairs, and is 
responsible for the development and administration of the Intercollegiate Athletics 
program, operating within the guidelines of the University, Conference and the NCAA.   
 
Description of Duties and Responsibilities 
 

1.  Makes recommendation to the Vice President for Student Affairs and/or President 
concerning the mission and scope of the athletics program and development and 
implementation of plans and policies to improve the program; 

2.  Supervises, coordinates and administers all aspects of the program and activities of 
the Intercollegiate Athletics program; 

3.  Provides leadership in the development and maintenance of quality in all phases of the 
program; 

4.  Provides leadership and commitment to the integrity and graduation of student-
athletes; 

5.  Monitors regulations of the various conferences and regulatory agencies and assumes 
responsibility that all Eastern Illinois University athletic programs are in compliance; 

6.  Works closely with the various coaches in order to assure that the athletic program is 
being conducted within the existing framework of policies and regulations of the 
University and other regulatory agencies, and rectifying any variance from established 
rules; 

7.  Makes recommendations to the Vice President for Student Affairs concerning budgets 
for Athletics and assumes responsibility for the appropriate use of funds; 

8.  Provides leadership in maintaining qualify staff through recruitment, retention and 
development with special attention to achieving Affirmative Action goals; 

9.  Coordinates and conducts the evaluations of athletic staff and makes 
recommendations to the Vice President for Student Affairs and/or President on 
personnel matters; 
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10.Coordinates, supervises and administers fund raising activities for Intercollegiate 
Athletics; 

11.Works closely with the Faculty Athletic Representative in all matters relating to the 
Intercollegiate Athletics program; 

12.Serves as an ex-officio member of the Intercollegiate Board; 

13.Serves as a liaison with the various conferences and the NCAA; 

14.Performs other duties as assigned by the Vice President for Student Affairs and/or 
President; 

15.Manage, review, promote and implement compliance with NCAA rules and regulations.  
Complete and submit all NCAA forms, reports, and other related requests for 
information; 

16.May travel occasionally to specialized conferences or meetings to obtain additional 
updates and training on NCAA rules and regulations and program implementation.   

 
 
 
 
Signatures: 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
 
 
 
 
 
 
 
 
 
 
 
 
  

lrdaubs
Typewritten Text
Page 145



Senior Associate, Director of Athletics 

lrdaubs
Typewritten Text
Page 146



Revised 2010 
 

POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 

Title of Position: Senior Associate,  Director of Athletics   Position No.   
 
Department:  Intercollegiate Athletics 
 
Incumbent:   
 
Function of Position 
 
The Senior Associate Director of Athletics reports to the Director of Athletics and is 
responsible for assisting with the administration of the Intercollegiate Athletics program, 
operating within the guidelines of the University, Conference and the NCAA.   
 
Directly supervises the following positions:  Various sport coaches, Assistant AD of 
Internal Operations/SWA and Assistant AD of Compliance & Academic Services. 
 
Description of Duties and Responsibilities 
 

1.  Assists in the establishment and implementation of department policies, procedures, 
 goals and objectives; 

2.  Acts as the liaison with Facilities, Planning and Management to oversee athletic facility 
 enhancement projects.  Coordinates with FPM for routine, as well as, emergency 
 maintenance and repairs; 

3.  Manages assigned areas of the athletic program which may include facility scheduling 
 and maintenance, event and practice scheduling and operation, academic and student 
 affairs, personnel development, and other appropriate areas; 

4.  Oversees budget development and personnel administration for assigned athletic 
 program areas, including men’s and women’s soccer, football, baseball, men’s and 
 women’s track and field and cross country; 

5.  Coordinates home athletic event operations for assigned athletic program areas; 

6. Assists with employment and performance evaluations of coaches; 

7.  Manages support areas and personnel including athletic training, athletic equipment 
 and strength & conditioning; 

8.  Ensures compliance with local, state, federal and National Collegiate Athletic 
 Association rules and regulations; 

9.  Serves on various department, division, and university committees; 
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10.Prepares and maintains records and reports, related to assigned area; 

11.May function as the Director of Athletics in his/her absence; 

12.Performs other duties as assigned by the Director of Athletics; 

13.Manage, review, promote and implement compliance with NCAA rules and  
regulations.  Complete and submit all NCAA forms, reports, and other related requests 
for information; 

14.May travel occasionally to specialized conferences or meetings to obtain additional 
updates and training on NCAA rules and regulations and program implementation. 

 
 
  
Signatures: 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 

Title of Position: Assistant Athletic Director/ /SWA          Position No. 
 
Department:  Intercollegiate Athletics 
 
Incumbent:   
 
Reports to:  Director of Athletics                                     
 
Positions Directly Supervised:   Various designated sports; Pink Panthers Dance 
Team/Cheer Team; Business Office Manager; interns, graduate assistants and student 
workers for game management.   
 
Function of Position 
 
The Assistant Athletics Director for Internal Operations and Senior Woman Administrator 
will coordinate inter-departmental functions of designated sports and coordinate the 
marketing and promotions for selected sports within the guidelines, rules and regulations 
of the University, conference and NCAA.  The Assistant Athletics Director for Internal 
Operations and Senior Woman Administrator reports to the Director of Athletics and 
assists in developing and maintaining a competitive varsity sports programs.  The 
incumbent will work collaboratively with University administrators, faculty members, 
students, and other offices in promoting student academic, athletic and personal 
achievement with a student-center environment.   
 
 
Description of Duties and Responsibilities 
 

1. Primary oversight of assigned sports, including budgets, schedules, travel plans 
and coach evaluations; 

 
2. Primary oversight of the Athletic Business Office by managing all budget 

aspects; 
 

3. Assists in formulating policies of the Intercollegiate Athletic Department by 
serving as a Senior Athletic Staff member; 

 
4. Serves in the capacity of Senior Woman Administrator with primary oversight of 

gender equity initiatives.  Assists in the development and implementation of a 
Gender Equity Action Plan; 

 
5. Coordinates the completion of the Gender Equity Reports; 
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6. Works closely with the Director of Athletics in developing and monitoring  
operating budget for women’s varsity sports; 

 
7. Assists in the development of a departmental strategic plan; 
 
8. Assists in intercollegiate departmental compliance efforts by collaborating with 

the Compliance Officer to ensure that all applicable gender equity practices 
conform to the policies established by the University, conference and the 
NCAA; 

 
9. Assists in developing, facilitating and strengthening relations with internal and 

external University constituents; 
 

10. Serves on committees, taskforces and boards as assigned by the director of 
Athletics, Vice President for Student Affairs or President; 

 
11. Manages cheerleading and Pink Panther programs; 

 
12. Assists the Director of Athletics in special projects or other projects as               

assigned; 
 

13. Understands and abides with all University, Conference NCAA rules and 
regulations; 

 
14. Assists in the administration of home game operations as assigned by the 

Director of Athletics; 
 
15. Manage, review, promote and implement compliance with NCAA rules and 

regulations.  Complete and submit all NCAA forms, reports, and other related 
requests for information; 

 
16. May travel occasionally to specialized conferences or meetings to obtain 

additional updates and training on NCAA rules and regulations and program 
implementation. 

 
 

Signatures: 
 
Incumbent:___________________________________  Date__________________ 
 
 
Director of Athletics:___________________________   Date__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 

Title of Position: Asst Athletics Director for Philanthropy     Position No.   
 
Department:  Intercollegiate Athletics 
 
Incumbent:   
 
Function of Position 
The Assistant Athletics Director for Philanthropy is responsible for the day-to-day external 
operations of the Philanthropy unit, operating with the guidelines of the University, 
conference and NCAA.  Reports directly to the Director of Athletics. 
 
Positions Supervised:  Philanthropic Officer, Panther Club Office Manager, Graduate 
Assistants; Interns. 
 
Description of Duties and Responsibilities 

1. Must have NCAA or professional fund raising experience; 

2. Understands and is in compliance with university, conference and NCAA rules and 
regulations; 

3. Responsible for all facets of the department’s annual fund raising program, 
including telemarketing, direct mail, and special events; 

4. Responsible for the development and implementation of annual events and 
programming; 

5. Develops and stewards contacts with donors, Panther club members, and solicits 
new gifts; 

6. Supervises and directs all aspects of the Panther Club; 

7. Provides leadership and supervises the Philanthropic Officer, Panther Club Office 
Manager, graduate assistants, interns and student workers within the Philanthropic 
unit; 

8. Coordinates and maintains relationship with courtesy car dealers and is 
responsible for reports, maintenance/upkeep and record keeping of vehicles 
assigned to the Intercollegiate Athletics Department; 

9. Serves as the primary university contact for external athletics department events; 

10. Performs other duties as assigned by the Director of Athletics. 

11. Manage, review, promote and implement compliance with NCAA rules and 
regulations.  Complete and submit all NCAA forms, reports, and other related 
requests for information; 
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12. May travel occasionally to specialized conferences or meetings to obtain additional 
updates and training on NCAA rules and regulations and program implementation. 

 
Signatures: 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 

Title of Position: Director of Public/Media Relations Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent:   
 
Function of Position 
 
The Director of Public/Media Relations is responsible for public relations activities of the 
Intercollegiate Athletic program within the guidelines, rules and regulations of the 
University, conference and the NCAA.  Assists in the production of media guides and 
game programs for athletic events, supervises press box operations and other media 
facilities at the events.  Reports directly to the Director of Athletics. 
 
Positions Directly Supervised:  Ticket Manager, Director of Marketing & Promotions; 
Assistant Sports Information Directors; Graphic Designer; Graduate Assistants and 
Interns. 
 
Description of Duties and Responsibilities 
 
1.  Implements the Intercollegiate Athletics public relations policies by establishing and 
 maintaining contact with appropriate local, state and national media to promote 
 departmental philosophies and objectives; 
 
2.  Coordinates and manages by writing, editing, designing or reviewing all news releases, 
 publications, programs, posters, brochures, newsletters, telephone interviews and 
 direct contact with news media for the Intercollegiate Athletic Program in compliance 
 with the University, conference and NCAA rules and regulations; 
 
3.  Coordinates radio and television broadcasting of athletic events with networks and 
 independent stations that service the university and conference schools; 
 
4.  Directs and supervises the management of home event media relations including the 
 compilation of statistics, filing appropriate statistical reports as required by conference 
 and national offices, issuance of media credentials, post-game interviews with 
 coaches and student-athletes and reporting to appropriate media; 
 
5.  Makes budget recommendations and monitor expenditures for the Public & Media 
 Relations unit; 
 
6.  Manages and supervises the Public & Media Relations unit, assistant directors, 
 graphic designer, graduate assistants, interns and student workers; 
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7.  Provides leadership and coordination of the press boxes/press row for home athletic 
 events, including but not limited to, compilation of team and individual statistics and 
 issuance of working press credentials; 
 
8.  Oversees continued development of the Official athletic department internet website; 
 
9.  Travels with football, men’s basketball and other sports as deemed necessary; 
 
10.Assists in long range planning for the Intercollegiate Athletic Department; 
 
11. Establishes and maintains a good image for Eastern Illinois University while  
 maintaining honesty and credibility with the media; 
 
11.Understands NCAA rules and regulations as they relate to publicity and promotional 
 activities and monitor compliance in those areas; 
 
12.Performs other duties or handles special projects as assigned by the Director of 
 Athletics; 
 
13.Manage, review, promote and implement compliance with NCAA rules and regulations.     

Complete and submit all NCAA forms, reports, and other related requests for 
information; 

 
14.May travel occasionally to specialized conferences or meetings to obtain additional 

updates and training on NCAA rules and regulations and program implementation. 
 
 
Signatures: 
 
 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Director of Marketing & Promotions  Position No.   
 
Department:  Intercollegiate Athletics 
 
Incumbent:  
 
Reports to:  Director of Public/Media Relations  
 
Positions Directly Supervised:  Assistant Director of Marketing & Promotions, Graduate 
Assistants and Student-Athletes. 
 
Function of Position 
 
The Director of Marketing and Promotions is responsible for development and 
implementation of marketing strategies and promotions to enhance the image and 
awareness of Eastern Illinois Athletics program and activities to university students, staff, 
faculty and alumni along with creating support from local and outreaching communities 
within the guidelines of the University, Conference and the NCAA. 
 
Description of Duties and Responsibilities 
 
1.  Assists in the solicitation and maintenance of corporate sponsorships in management 
 capacity and fulfillment of sponsorship agreements; 
 
2.  Coordinates and manages corporate game days and special event operations; 
 
3.  Advances the goal of making Eastern Illinois University athletic events an “enjoyable 
 game day experience” for all in attendance and create an advantageous sporting 
 environment; 
 
4.  Directs and supervises the marketing and promotions unit by supervising graduate 
 assistants, interns and student workers; 
 
5.  Makes budget recommendations and monitor expenditures for the marketing and 
 promotions unit; 
 
6.  Markets summer athletic camps, golf outings and clinics to appropriate target 
 audiences to increase attendance; 
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7.  Develops, designs and distributes, as necessary, various athletic publications of all 
 Eastern Illinois University Panther Sports through print and electronic media, 
 billboards, internet and group contracts.  Creates and implements use of radio, TV and 
 newsprint advertising for marketing purposes; 
 
8.  Creates promotional and marketing campaigns to drive season ticket sales and game 
 day ticket sales; 
 
9.  Initiates programs with coaches, staff, student-athletes and alumni to enhance 
 community relations and promotes ticket sales through outreach to youth groups, civic 
 organizations and other similar groups in surrounding counties; 
 
10.Establishes and maintains a good image for Eastern Illinois University while 
 maintaining honesty and credibility within the community; 
 
11.Understands NCAA rules and regulations as they relate to publicity and promotional 
 activities and monitor compliance in those areas; 
 
12.Performs other duties or handles special projects as assigned by the Director of 
 Athletics or his/her designee; 
 
13.Manage, review, promote and implement compliance with NCAA rules and regulations.  

Complete and submit all NCAA forms, reports, and other related requests for 
information; 

 
14.May travel occasionally to specialized conferences or meetings to obtain additional 

updates and training on NCAA rules and regulations and program implementation.  
 
 
 
Signatures: 
 
 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 

PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 

 

Title of Position: Associate Director of Athletics/ Position No:  A07520  

Panther Athletic Support Services 

 

Department:  Intercollegiate Athletics 

 

Incumbent:      

 

Function of Position 

 

The Associate Director of Athletics for Athletic Support Services is responsible for the day-to-

day compliance operations for all sports, operating within the guidelines of the University, Ohio 

Valley Conference (OVC), and the National Collegiate Athletic Association (NCAA).  The 

incumbent is responsible for oversight of the Athletic Academic Center including supervision of 

staff to assure the academic and personal development of student–athletes.  The Associate 

Director of Athletics for Athletic Support Services reports directly to the Director of 

Intercollegiate Athletics. 

 

The incumbent supervises the Director of Academic Services, Director of Compliance, Assistant 

Director of Academic and Support Services, Graduate Assistants, Interns, and Student Workers; 

various designated sports. 

 

Description of Duties and Responsibilities 

 

1. Oversees NCAA/OVC rules and regulations interpretations for the university by serving 

as the university’s main contact with the NCAA membership services division; 

 

2. Supervises and facilitates compliance education including all coaches meetings, staff 

meetings, and student-athlete compliance meetings; 

 

3. Evaluates and investigates all information related to potential violations of NCAA and 

OVC rules; 

 

4. Conducts annual fall and spring meetings with every athletic team to administer NCAA 

Student-Athlete Statement and Drug Testing consent forms; reviews EIU’s student-

athlete handbook and reinforces NCAA, OVC, and university regulations; 

 

5. Oversees budget development and personnel administration for compliance and academic 

services unit; 

 

6. Completes and files annual eligibility rosters in cooperation with the Records Office and 

keeps squad lists current with the Financial Aid Office; 
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POSITION DESCRIPTION 

Associate Director of Athletics (Support Services) 

Page 2 

 

7. Completes all scholarship records including summer school and exhausted eligibility and 

makes sure all scholarships conform with NCAA, state, and federal limits; 

 

8. Responsible for all athletically related financial aid budgets to assure fiscal responsibility; 

 

9. Audit all official and unofficial visits to comply with NCAA rules and regulations by 

verifying and keeping record of all official campus visits by student-athletes; 

 

10. Coordinates all NCAA/OVC waivers; 

 

11. Administers all student-athlete transfer release requests in a timely manner; 

 

12. Assists in the preparation and coordination of annual reports for the NCAA and 

University’s athletic conferences; 

 

13. Conducts annual NCAA rules education sessions for coaching staff prior to the annual 

NCAA coaching certification exam; 

 

14. Serves as the department’s liaison to the conference offices for eligibility and rules 

interpretations; 

 

15. Assists coaching staff with NCAA initial eligibility issues; 

 

16. Serves as ex-officio athletic department representative on the Intercollegiate Athletic 

Board; 

 

17. Administers NCAA International Student-Athlete Amateurism/Eligibility Questionnaire 

and statement to appropriate student-athletes and follows up with personal meetings as 

required; 

 

18. Serves as coordinator of the Student-Athlete Advisory Council (SAAC); 

 

19. Works with the Director of Academic Services to maintain student-athlete eligibility and 

grade status by continually monitoring eligibility and determining status during the 

academic year and summer, as required by NCAA; 

 

20. Provides the strategic direction and oversees daily administration of the Athletic 

Academic Center; 

 

21. Maintains updated records on student-athlete retention and graduation data; 
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POSITION DESCRIPTION 

Associate Director of Athletics (Support Services) 

Page 3 

 

22. Recommends summer school schedules for student-athletes required to enroll to maintain 

academic eligibility; 

 

23. Attends athletic events when requested or feasible; 

 

24. Performs other duties as assigned by the Director of Athletics; 

 

25. Manage, review, promote and implement compliance with NCAA rules and regulations.  

Complete and submit all NCAA forms, reports, and other related requests for 

information; 

 

26. May travel occasionally to specialized conferences or meetings to obtain additional 

updates and training on NCAA rules and regulations and program implementation. 

 

  

Signatures: 

 

 

Incumbent:  ________________________________________________ Date:  ____________ 

 

 

Athletic Director:  ___________________________________________ Date:  ____________ 

 

 

Vice President 

for Student Affairs: ______________________________________ Date: ____________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Director of Academic Services  Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent:   
 
Reports to:  Assistant Athletic Director of Compliance & Academic Services 
 
Positions Directly Supervised:   Assistant Director of Academic Services; Tutors; 
Graduate Assistants and Student Workers  
 
Function of Position 
 
The Director of Academic Services is responsible for providing academic, vocational and 
personal counseling services to a specific segment of student-athletes in the 
Intercollegiate Athletic Department within the guidelines of the University, Conference and 
NCAA rules and regulations.   
 
Description of Duties and Responsibilities 
 

1. Performs academic needs assessment of student-athletes prior to each academic 
semester to identify high risk students; 

 
2. Conducts study tables, study skills workshops and coordinate a tutoring program 

for student-athletes; 
 

3. Provides academic counseling and support systems to monitor the progress of all 
student-athletes throughout the academic year; 

 
4. Assists student-athletes during the registration process and coordinates classes 

with practice and competition schedules, monitoring the adding and dropping of 
courses and summer school request; 

 
5. Acts as a liaison between the faculty and student-athletes regarding travel 

schedules; 
 

6. Works closely with the Registrar, the Assistant AD/Compliance, Student Services 
for Athletes, and the Faculty Athletic Representative regarding academic status of 
student-athletes; 
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7. Compiles and maintains records necessary to comply with NCAA rules and 
regulations; 

 
8. Provides appropriate reports reviewing the academic status of each student-

athlete; 
 

9. Confers with faculty regarding student-athletes class attendance records and 
academic progress; 

 
10. Researches and compiles intra-departmental reports regarding individuals and 

team; 
 
11.Knowledgeable and complies with university, conference and NCAA guidelines,                          
     rules and regulations; 
 
12.Provides educational workshops, seminars and/or conference in conjunction with        
     the NCAA/CHAMPS Lifeskills program; 

 
11. Performs other duties as assigned by the Assistant Athletic Director of Compliance 

and Academic Services and/or Director of Athletics. 
 
 
 
 
Signatures: 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Director of Athletics:___________________________   Date__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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COACHES EVALUATION 

 

 

All Head Coaches will have the opportunity to receive a performance review on an annual basis. 

The review will be conducted by the Director of Athletics and the specific sport supervisor.  

Each head coach will be asked to complete a team performance assessment.  Copies of the 

review will be kept on file in the Athletics Administration Office. 

 

Each Head Coach is responsible to complete a written evaluation of all assistants.  This 

evaluation must be reviewed with the sport supervisor prior to conducting the evaluation with the 

respective coach. 

 

Each of the following individuals will be evaluated: 

 

Personnel                                                                   Evaluated By 
 

Hear Athletic Trainer Senior Assoc. AD/Internal Operations 

Assistant Athletic Trainers Head Athletic Trainer 

Head Coach Senior Associate 

Assistant Strength Coaches Head Strength Coach 

Assoc. Athletic Dir./Media and Public Rel. Athletic Director 

Sports Information Assistants Assoc. A.D./M-P 

Office Associates/Assistants Asst. A.D./SWA 

Assistant Athletic Dir./Academics Senior Associate 

Academic Support Services Asst. A.D./Academics 

Head Coaches Sport Supervisor 

Assistant Coaches Appropriate Head Coaches 

Assistant A.D./Philanthropy Athletic Director 

Philanthropy Officer Assistant A.D./Philanthropy 

Director of Marketing Senior Associate 

Business Officer Asst. A.D./SWA 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Head Coach                          Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent: 
 
Reports to: Director of Athletics  
 
 
Function of Position 
 
The Head Coach is responsible for the management and administration of all phases of a 
varsity intercollegiate sports program and team, within the guidelines, rules and 
regulations of the University, Conference and the NCAA, including the supervision of 
Assistant Coaches 
 
 
Description of Duties and Responsibilities 
 

1. Schedules and conducts regular practice sessions in and out of season, as 
allowed.  Coaches the team during scheduled events.  Determines and implements 
the strategies necessary to motivate the players to maximum levels of individual 
and team performance; 

 
2. Conducts coaches’ preparatory meetings and teaching procedures for the assistant 

coaching staff; 
 

3. Develops a comprehensive and functional knowledge of the sport and actively 
seeks to develop new performance methods and strategies; 

 
4. Responsible for the search, selection and training of qualified assistant coaches 

with the approval of the Director of Athletics and in accordance with all University 
personnel and affirmative action programs and procedures; 

 
5. Directs and manages assistant coaches; delegates and prioritizes administrative 

responsibilities; 
 

6. Conducts annual coaching staff evaluations and recommends merit increases to 
the Director of Athletics as appropriate; 
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7. Maintains continual and thorough familiarity with all applicable NCAA, Conference 
and Departmental rules and regulations.  Cooperates fully with the Compliance 
Coordinator in seeing that all staff members are familiar with and in compliance 
with all rules and regulations governing their conduct; 

 
8. Presents annual budget requirements to the Director of Athletics, or Associate 

Athletics Director, and is accountable for expense control compliance and 
administration of the sport’s budget; 

 
9. Manages team travel needs for practice and competition; 

 
10. Scouts and recruits quality student-athletes and coordinates recruiting activities 

with the Director of Athletics.  Develops working relationship with faculty and 
university staff to assist in the recruiting process; 

 
11. Demonstrates an active interest in the academic progress of student-athletes.  

Works closely with the academic support staff to prevent academic eligibility 
problems; 

 
12. Provides individual counseling to student-athletes and when necessary, directs the 

student-athletes to seek professional guidance; 
 

13. Establishes and ensures communication and enforcement of rules and regulations 
regarding student conduct, appearance and behavior; 

 
14. Assists in the enforcement of mandatory study programs for freshmen and 

enforces requirements for class attendance and make-up course work; 
 

15. Demonstrates a cooperative attitude toward all sports sponsored by the 
Intercollegiate Athletics program of Eastern Illinois University; 
 

16. Manage, review, promote and implement compliance with NCAA rules and 
regulations.  Complete and submit all NCAA forms, reports, and other related 
requests for information; 
 

17. May travel occasionally to specialized conferences or meetings to obtain additional   
updates and training on NCAA rules and regulations and program implementation; 
 

 
 

 
 
 

 

lrdaubs
Typewritten Text
Page 170



 

Revised 2010 

18. Comply with NCAA Bylaw 11.1.2.1 which states the following: 
It shall be the responsibility of an institutions head coach to promote an 
atmosphere for compliance within the program supervised by the coach and to  
monitor the activities regarding compliance of all assistant coaches and other 
administrators involved with the program who report directly or indirectly to the 
coach. 

 
 
 
 
Signatures: 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 

PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 

 

 

Title of Position: Associate Head Coach, Men’s Basketball Position No.  

 

Department:  Intercollegiate Athletics 

 

Incumbent:   

 

 

Function of Position 

 

The Associate Head Coach is responsible for the management and administration of all phases of 

a varsity intercollegiate men’s basketball program and team, operating within the guidelines, 

rules and regulations of the University, conference and NCAA, under the direct leadership of the 

Head Men’s Basketball Coach.  This position reports directly to the Head Men’s Basketball 

Coach. 

 

Positions directly supervised:  Assistant Men’s Basketball Coaches, Graduate Assistants 

Managers, and Interns. 

 

Description of Duties and Responsibilities 

 

1. Assists to schedule/conduct regular practice sessions in and out of season, as allowed, and 

directed by the Head Men’s Basketball Coach.  Coaches during scheduled events.  Assists 

to determine and implement the strategies necessary to motivate the players to maximum 

levels of individual and team performance. 

 

2. Conducts coaches’ preparatory meetings and teaching procedures for the assistant coaching 

staff and graduate assistants; 

 

3. Assists to develop a comprehensive and functional knowledge of the sport and actively 

seeks to develop new performance methods and strategies. 

 

4. Develops student-athletes through effective teaching, training and coaching; 

 

5. Recruits prospective student-athletes who have the ability to compete successfully at the 

NCAA Division I level and work effectively in their academic pursuits; 

 

6. Assists in directing and managing assistant coaches; delegates and prioritizes 

administrative responsibilities; knowledgeable of annual budget; 
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Associate Head Coach, Men’s Basketball 

Page 2 of 2 
 

7. Works closely with athletic training staff and Head Physician to provide for the safety and 

health of student-athletics; 

 

8. Manages reviews, promotes and implements compliance with NCAA rules and regulations. 

Complete and submit all NCAA forms, reports and other related requests for information. 

 

9. Travels occasionally to specialized conferences or meetings to obtain additional updates 

and training on NCAA rules and regulations and program implementation. 

 

10. Participates in the Eastern Illinois University public relations activities including print, 

television and radio interviews/news conferences; 

 

11. Performs other duties as assigned by the Head Coach and/or sports supervisor. 

 

 
12. Manage, review, promote and implement compliance with NCAA rules and 

regulations. Complete and submit all NCAA forms, reports, and other related requests 
for information;  

 
 

13. May travel occasionally to specialized conferences or meetings to obtain additional      
updates and training on NCAA rules and regulations and program implementation;  
Revised 2010; 
 

     
14. Comply with NCAA Bylaw 11.1.2.1 which states the following:  

 It shall be the responsibility of an institutions head coach to promote an atmosphere   
for compliance within the program supervised by the coach and to monitor the 
activities regarding compliance of all assistant coaches and other administrators 
involved with the program who report directly or indirectly to the coach. 

 

 

Signatures: 

 

 

Incumbent:___________________________________  Date__________________ 

 

 

Athletic Director:_______________________________ Date:__________________ 

 

 

VPSA:_______________________________________  Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Associate Head Coach, Women’s Basketball   Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent:    
 
 
Function of Position 
 
The Associate Head Coach is responsible for the management and administration of all 
phases of a varsity intercollegiate women’s basketball program and team, within the 
guidelines, rules and regulations of the University, conference and NCAA, under the direct 
leadership of the Head Women’s Basketball Coach.  Reports directly to the Head 
Women’s Basketball Coach. 
 
Positions directly supervised:  Assistant Women’s Basketball Coaches and Graduate 
Assistants. 
 
Description of Duties and Responsibilities 
 

1. Assists to schedule/conduct regular practice sessions in and out of season, as 
allowed, and directed by the Head Women’s Basketball Coach.  Coaches during 
scheduled events.  Assists to determine and implement the strategies necessary to 
motivate the players to maximum levels of individual and team performance. 

 
2. Conducts coaches’ preparatory meetings and teaching procedures for the assistant 

coaching staff and graduate assistants; 
 

3. Assists to develop a comprehensive and functional knowledge of the sport and 
actively seeks to develop new performance methods and strategies. 

 
4. Develops student-athletes through effective teaching, training and coaching; 

 
5. Recruits prospective student-athletes who have the ability to compete successfully at 

the NCAA Division I level and work effectively in their academic pursuits; 
 

6. Assists in directing and managing assistant coaches; delegates and prioritizes 
administrative responsibilities; knowledgeable of annual budget; 
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    7. Conforms with all university, conference and NCAA rules, regulations and policies; 
 
    8.  Performs other duties as assigned by the Head Women’s Basketball Coach; 
 

9. Manage, review, promote and implement compliance with NCAA rules and regulations. 
Complete and submit all NCAA forms, reports, and other related requests for 
information;  

 
10. May travel occasionally to specialized conferences or meetings to obtain additional      

updates and training on NCAA rules and regulations and program implementation;  
Revised 2010; 

     
11. Comply with NCAA Bylaw 11.1.2.1 which states the following:  

 It shall be the responsibility of an institutions head coach to promote an atmosphere for 
compliance within the program supervised by the coach and to monitor the activities 
regarding compliance of all assistant coaches and other administrators involved with the 
program who report directly or indirectly to the coach. 

 
 
 
 
Signatures: 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Associate Head Coach for Football Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent:   
 
Reports to:  Head Football Coach 
 
Positions Directly Supervised:    Graduate Assistants and Student Assistants 
 
Function of Position 
 
The Associate Head Coach is responsible for assisting the Head coach in all phases of a 
varsity intercollegiate sports program and team, within the guidelines, rules and 
regulations of the University, OVC and NCAA. 
 
Description of Duties and Responsibilities 
 

1. Assumes all duties of the Head Coach in the absence of the Head Coach; 
 

2. Coaches practice sessions and workouts.  Assists with coaching responsibilities 
during athletic events.  Attends coaches’ preparatory meetings and implements 
strategies resulting from these meetings; 

 
3. Develops a comprehensive and functional knowledge of the sport and maintains 

thorough and continual familiarity with all applicable university, OVC, and NCAA 
rules & regulations.  Executes responsibilities in compliance with these rules and 
regulations; 

 
4. Scouts for and recruits quality student-athletes and coordinates recruiting activities 

with the Head Coach and the Associate Athletic Director; 
 

5. Assists in the implementation of the academic program, including the monitoring of  
individual student-athlete progress to ensure academic eligibility, the enforcement 
of student and tutorial programs and the referral to appropriate university academic 
resource personnel; 

 
6. Works with student-athletes and monitors adherence to rules and regulations for 

conduct, appearance and behavior; 
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7. Works closely with the athletic training staff and physician(s) to provide for the 
safety and health of student-athletes; 

  
8. Participate in Eastern Illinois University’s public relations activities including print, 

television and radio interviews and news conferences; 
 

9. Demonstrate a cooperative attitude toward all sports sponsored by the 
Intercollegiate Athletic program; 

 
10. Assist the Head Coach in the prioritization and delegation of administrative duties 

as they relate to the management of the program; 
 

11. Perform other duties as assigned by the Head Coach and/or Director of Athletics; 
 

12. Manage, review, promote and implement compliance with NCAA rules and 
regulations.  Complete and submit all NCAA forms, reports, and other related 
requests for information; 
 

13. May travel occasionally to specialized conferences or meetings to obtain additional  
updates and training on NCAA rules and regulations and program implementation; 
 

14. Comply with NCAA Bylaw 11.1.2.1 which states the following: 
It shall be the responsibility of an institutions head coach to promote an 
atmosphere for compliance within the program supervised by the coach and to 
monitor the activities regarding compliance of all assistant coaches and other 
administrators involved with the program who report directly or indirectly to the 
coach. 

 
 
Signatures: 
 
 
Incumbent:___________________________________  Date:__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:______________________________________   Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Assistant Coach                Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent:   
 
Reports to:  Head Coach 
 
Function of Position 
 
The Assistant Coach is responsible for assisting the head coach in the management and 
administration of the sports program. 
 
Description of Duties and Responsibilities 
 

1. Coaches practice sessions and workouts.  Assists with coaching responsibilities 
during athletic events.  Attends coaches’ preparatory meeting and implements 
strategies resulting from these meetings; 

 
2. Develops a comprehensive and functional knowledge of the sport and maintains 

thorough and continual familiarity with all applicable university, conference and 
NCAA rules and regulations.  Executive responsibilities in compliance with these 
rules and regulations; 

 
3. Scouts for and recruits quality student-athletes and coordinates recruiting activities 

with the Head Coach and Associate or Assistant Athletics Director; 
 

4. Assists in the implementation of the academic program, including the monitoring of 
individual student-athlete progress to ensure academic eligibility, the enforcement 
of student/tutorial programs and the referral to appropriate University academic 
resource personnel; 

 
5. Works with student-athletes and monitors adherence to rules and regulations for 

conduct, appearance and behavior; 
 

6. Works closely with athletic training staff and Head Physician to provide for the 
safety and health of student-athletics; 
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7. Participates in the Eastern Illinois University public relations activities including 
print, television and radio interviews/news conferences; 

 
8. Performs other duties as assigned by the Head Coach; 

 
9. Manage, review, promote and implement compliance with NCAA rules and 

regulations.  Complete and submit all NCAA forms, reports, and other related 
requests for information; 
 

10.  May travel occasionally to specialized conferences or meetings to obtain additional 
updates and training on NCAA rules and regulations and program implementation. 
 

 
 
 
Signatures: 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Assistant Coach, Track & Field    Position No. A00320 
 
Department:  Intercollegiate Athletics 
 
Incumbent:   
 
Function of Position 
 
The Assistant Coach is responsible for assisting the head coach in the management and 
administration of the track & field program and team, operating within the guidelines, rules 
and regulations of the University, Conference and the NCAA.  Reports directly to the 
Director of Track & Field and Cross Country (DTFCC). 
 
Description of Duties and Responsibilities 
 

1. Coaches practice sessions and workouts.  Assists with coaching responsibilities 
during athletic events.  Attends coaches’ preparatory meeting and implements 
strategies resulting from these meetings; 

 
2. Scouts for and recruits quality student-athletes and coordinates recruiting activities 

with the Head Coach and sports supervisor; 
 
3. Assists in the implementation of the academic program, including the monitoring of 

individual student-athlete progress to ensure academic eligibility, the enforcement of 
student/tutorial programs and the referral to appropriate University academic 
resource personnel; 

 
4. Works with student-athletes and monitors adherence to rules and regulations for 

conduct, appearance and behavior; 
 
5. Works closely with athletic training staff and Head Physician to provide for the 

safety and health of student-athletes; 
 
6. Participates in the Eastern Illinois University public relations activities including print, 

television and radio interviews/news conferences; 
 
7. Manage, review, promote and implement compliance with NCAA rules and 

regulations.  Complete and submit all NCAA forms, reports, and other related 
requests for information; 
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8. May travel occasionally to specialized conferences or meetings to obtain additional 
updates and training on NCAA rules and regulations and program implementation; 

 
9. Performs other duties as assigned by the DTFCC. 

 
 
 
Signatures: 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Cross Country/Distance Coach                 Position No. A01280 
 
Department:  Intercollegiate Athletics 
 
Incumbent:   
 
Function of Position 
 
The Cross Country Coach/Distance Coach is responsible for assisting the Director of 
Track & Field with the management and administration of the cross country and assisting 
with track & field program and team within the guidelines, rules and regulations of the 
University, Conference and the NCAA.  Reports directly to the Director of Track & Field 
and Cross Country (DTFCC). 
 
Description of Duties and Responsibilities 
 

1. Schedules and conducts regular practice sessions in and out of season, as allowed.  
Coaches the team during scheduled events along with the DTFCC.  Determines and 
implements the strategies necessary to motivate the players to maximum levels of 
individual and team performance; 

 
2. Develops a comprehensive and functional knowledge of the sport and actively 

seeks to develop new performance methods and strategies; 
 

3. Presents annual budget to the DTFCC, and is accountable for expense control 
compliance and administration of said budget; 

 
4. Manages team travel needs for practice and competition for the cross country 

program; 
 
5. Scouts and recruits quality student-athletes and coordinates recruiting activities with 

the Director of Track & Field.  Develops working relationships with faculty and 
university staff to assist in the recruiting process; 
 

 
6. Assists in the implementation of the academic program, including the monitoring of 

individual student-athlete progress to ensure academic eligibility the enforcement of 
student/tutorial programs and the referral to appropriate University academic 
resource personnel; 
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7. Provides individual counseling to student-athletes and when necessary, directs the 
student-athletes to seek professional guidance after consultation with the DTFCC; 

 
8. Establishes and ensures communication and enforcement of rules and regulations 

regarding student conduct, appearance and behavior; 
 

9. Assists in the enforcement of mandatory study programs for freshmen and 
enforces requirements for class attendance and make-up course work; 

 
10. Demonstrates a cooperative attitude toward all sports sponsored by the 

Intercollegiate Athletics program of Eastern Illinois University; 
 

11. Works closely with athletic training staff and Head Physician to provide for the 
safety and health of student-athletes; 
 

12. Participates in the Eastern Illinois University public relations activities including 
print, television and radio interviews/news conferences; 

 

13. Manage, review, promote and implement compliance with NCAA rules and 
regulations.  Complete and submit all NCAA forms, reports, and other related 
requests for information; 
 

14. May travel occasionally to specialized conferences or meetings to obtain additional 
updates and training on NCAA rules and regulations and program implementation; 
 

15. Performs other duties as assigned by the DTFCC. 
 
Signatures: 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Head Strength & Conditioning Coach        Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent: 
 
Reports to: Associate Athletic Director/Internal Operations  
 
Positions Directly Supervised:  Assistant Strength & Conditioning Coaches; Graduate 
Assistants and Student Assistants 
 
Function of Position 
 
The Head Strength & Conditioning Coach will be responsible for enhancing the physical 
and mental development of student-athletes through the use of specific training 
programs that intensify the physical strength and cardiovascular conditioning of the 
student-athlete. 
 
Description of Duties and Responsibilities 
 

1. Organize and coordinates physical development activities for varsity 
intercollegiate teams.  Works with each coach to develop strength, flexibility, 
nutritional and cardiovascular programs for student-athletes; 

 
2. Monitors the progress of student-athletes through verifiable measures.  Maintains 

records and provides fitness progress reports to the Head Coaches, as required;   
 

3. Acts as a resource person for the development of off-season strength and 
conditioning programs; 

 
4. Responsible for the overall image and environment of the strength and 

conditioning facility.  Coordinates the purchase, installation, maintenance and 
design of strength developing equipment and facilities.  Enforces safety 
procedures; 

 
5. Provides supervision of and establishes the time schedule for the use of the 

strength facilities; 
 

6. Coordinates conditioning programs with related rehabilitation activities in 
cooperation with athletic trainers and team physicians; 
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7. Attends athletic events, as requested or feasible; 
 

8. Manages strength and conditioning budget and makes recommendations 
regarding purchase of equipment; 

 
9. Performs other duties as directed or requested by the Associate Director of 

Athletics/Internal Operations; 
 

10. Understands and applies NCAA rules & regulations, in particular as they relate to 
coaching parameters of a strength & conditioning coach; 
 

11. Manage, review, promote and implement compliance with NCAA rules and 
regulations.  Complete and submit all NCAA forms, reports, and other related 
requests for information; 
 

12.  May travel occasionally to specialized conferences or meetings to obtain 
additional updates and training on NCAA rules and regulations and program 
implementation; 
 

13. Comply with NCAA Bylaw 11.1.2.1 which states the following:                                                                            
It shall be the responsibility of an institutions head coach to promote an 
atmosphere for compliance within the program supervised by the coach and to 
monitor the activities regarding compliance of all assistant coaches and other 
administrators involved with the program who report directly or indirectly to the 
coach. 
 

 
 
 
Signatures: 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 

Title of Position: Pink Panther Coach     
 
Department:  Intercollegiate Athletics 
 
Incumbent: 
 
Reports to:  Assistant Director of Athletics/Senior Woman Administrator  
    and Director of Marketing & Promotions  
 
 
Function of Position 
The Pink Panther Coach will oversee the dance team squad, operating within the 
guidelines of the University, Conference and the NCAA.  Coordinates and schedules 
activities for pre-game, half time and post-game performances at all the Intercollegiate 
Athletic Department events as instructed. 
 
 
Description of Duties and Responsibilities 
1.  Oversees and supervises the Eastern Illinois University dance team.  This includes the 
 responsibility for squad selection in accordance with established policies and 
 procedures; 
 
2.  Coordinates with the Eastern Illinois University Band Director, Assistant Athletic 

Director/SWA, and Director of Marketing & Promotions for all half-time activities for all 
football and basketball games; 

 
3.  Responsible for assuring all travel arrangements for dance team and other support 
 group members are properly handled; 
 
4.  Ensures the dance team is fully aware of the Eastern Illinois University codes of 
 conduct and sportsmanship policies and applies them consistently when performing 
 their pep squad functions; 
 
5.  Performs other duties as assigned by the Assistant Athletics Director/SWA; 
 
6.  Manage, review, promote and implement compliance with NCAA rules and regulations. 

Complete and submit all NCAA forms, reports, and other related requests for 
information; 
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7.  May travel occasionally to specialized conferences or meetings to obtain additional      

updates and training on NCAA rules and regulations and program implementation. 
 
 
Signatures: 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 

PRINCIPAL ADMINISTRATIVE POSITION 
Eastern Illinois University 

 
Title of Position: Cheerleader Coach     
 
Department:  Intercollegiate Athletics 
 
Incumbent:   
 
Reports to:  Assistant Director of Athletics/Senior Woman Administrator  
    and Director of Marketing & Promotions  
 
Function of Position 
The Cheerleader Coach will oversee the cheerleading squad, operating within the 
guidelines of the University, Conference and the NCAA.  Coordinates and schedules 
activities for pre-game, half time and post-game performances at all the Intercollegiate 
Athletic Department events as instructed. 
 
Description of Duties and Responsibilities 
 
1.  Oversees and supervises the Eastern Illinois University cheerleaders.  This includes 
 the responsibility for squad selection in accordance with established policies and 
 procedures; 
 
2.  Coordinates with the Eastern Illinois University Band Director, Assistant Athletic 
 Director/SWA, and Director of Marketing & Promotions for all half-time activities for all 
 football and basketball games; 
 
3.  Responsible for assuring all travel arrangements for cheerleaders and other support 
 group members are properly handled; 
 
4.  Ensures the Cheerleading squad is fully aware of the Eastern Illinois University codes 
 of conduct and sportsmanship policies and applies them consistently when performing 
 their cheerleading functions; 
 
5.  Performs other duties as assigned by the Assistant Athletics Director/SWA; 
 
6. Manage, review, promote and implement compliance with NCAA rules and regulations.  

Complete and submit all NCAA forms, reports, and other related requests for 
information; 
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7. May travel occasionally to specialized conferences or meetings to obtain additional 

updates and training on NCAA rules and regulations and program implementation. 
 
 
Signatures: 
 
Incumbent:___________________________________  Date__________________ 
 
 
Athletic Director:_______________________________ Date:__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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Eastern Illinois University Intercollegiate Athletics 
Volunteer Coach Agreement 

 
 
 
It is of the utmost importance that volunteer coach understands that he/she does 
not receive compensation or remuneration from Eastern Illinois University as per 
NCAA bylaw 11.01.5.  All provisions are listed on the Volunteer Coaching Contract 
which is attached. 
 
The policy for completing said form: 
 

1. The volunteer coach is responsible for reviewing the information of the 
attached agreement form and signing/dating the form where 
appropriate; 

 
2. Once the volunteer coach has signed/dated the form, the Head Coach is 

responsible for reviewing, signing and dating the form where 
appropriate; 

 
3. When the form is complete, the Head Coach will forward the form to the 

Assistant Athletics Director for Compliance in the Compliance Office; 
 

4. The Assistant Athletic Director for Compliance will review for 
completeness, sign and forward to the Director of Athletics for signature; 

 
5. If approved by the Director of Athletics, the form will be forwarded to the 

Vice President of Student Affairs for signature.  A copy of the fully 
executed agreement will be placed in the volunteer coach’s file; 

 
6. The form must arrive in the Compliance Office no later than 48 hours 

before the volunteer coach first begins his/her duties in the Athletics 
Department; 

 
7. Additional blank forms can be acquired from the Compliance Office or 

the Athletic Administrative Office; 
 
8. Manage, review, promote and implement compliance with NCAA rules 

and regulations.  Complete and submit all NCAA forms, reports, and 
other related requests for information; 

 
 

9.  May travel occasionally to specialized conferences or meetings to 
obtain additional updates and training on NCAA rules and regulations 
and program implementation. 

lrdaubs
Typewritten Text
Page 194



lrdaubs
Typewritten Text
Page 195



GRAPHIC DESIGNER 

lrdaubs
Typewritten Text
Page 196



PHILANTHROPY 

lrdaubs
Typewritten Text
Page 197



SPORTS INFORMATION 

lrdaubs
Typewritten Text
Page 198



TICKET MANAGER 

lrdaubs
Typewritten Text
Page 199



Revised 2010 
 
 

POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Ticket Manager  Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent:  
 
Reports to:  Director of Athletic Media and Public Relations  
 
Positions Directly Supervised:   Account Tech I; Ticket Handlers; various student workers 
and interns.  
 
Function of Position 
 
The Ticket Manager oversees the operations of the Ticket Office for Eastern Illinois 
University covering home events for Panther football, men’s and women’s basketball, 
operating within the guidelines of University, Conference and NCAA rules & regulations.  
Also helps with ticketing at special assigned events.  Additional duties include working for 
the Assistant AD/SWA on business affairs.   
 
Description of Duties and Responsibilities 
 

1. Supervises the ticket windows during home events; 
 

2. Is knowledgeable and complies with NCAA rules and regulations; 
 

3. Recommends the hiring and training of ticket staff for home events; 
 

4. Maintains the online ticket service; 
 

5. Oversees and distributes season ticket packages and ticketing information; 
 

6. Responsible for the travel of staff player passes and will call window operations; 
 

7. Responsible for other ticket related duties as needed; 
 

8. Cooperates with the Director of Athletic Media and Public Relations to recommend 
better distribution of tickets at O’Brien during football season; 

 
9. Researches self-reliant ticketing system for use at Eastern Illinois University and 

makes recommendations; 
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10. Researches options for student identification scans or season ticket scans to 
provide better customer service; 
 

11. Manage, review, promote and implement compliance with NCAA rules and 
regulations.  Complete and submit all NCAA forms, reports, and other related 
requests for information; 

 
12. Performs other duties as assigned by the Director of Athletic Media & Public 

Relations, Assistant Athletic Director/SWA and/or the Director of Athletics as 
needed. 

 
 
Signatures: 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Director of Athletics:___________________________   Date__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Head Athletic Trainer  Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent: 
 
Reports to:  Senior Associate Athletic Director   
 
Positions Directly Supervised:  Assistant Athletic Trainers, Associate Athletic Trainer, 
Graduate Assistant Athletic Trainers, and Athletic Training Students 
 
Function of Position 
 
Develop, coordinate and administer a comprehensive sports medicine program for 
Eastern Illinois University Intercollegiate sports.  The head athletic trainer will also perform 
professional and administrative services essential for the successful implementation and 
development of the program.  This is a twelve-month, full-time position. 
 
 
Primary Responsibilities 
 

 Develop overall sports medicine program for the department, including: injury 
prevention programs, injury evaluations, injury management, injury treatment and 
rehabilitation, educational programs and counseling for student-athletes; 

 Provide athletic training services for the University’s athletic department, including 
attendance at team practices and home and away competitions as necessary; 

 Coordinate and schedule physical examinations and all medical referrals for 
student-athletes; 

 Responsible for the formation and assignment of the University’s athletic training 
staff, including hiring, training and supervision of assistant athletic trainers, 
graduate assistant athletic trainers and athletic training students; 

 Work in conjunction with the strength and conditioning staff to ensure safety in the 
design and implementation of customized rehabilitation, nutrition and conditioning 
programs; 

 Schedule and coordinate athletic training staff and GA’s for coverage of all team 
practices and athletic competitions; 

 Cooperate with insurance office to ensure accurate injury information is processed 
in timely manner; 

 Manage athletic training budget including inventory and purchase of all supplies; 
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 Recommend and implement cost-containment strategies specific to athletic injuries 
and insurance; 

 Coordinate the athletic substance abuse program; 

 Recordkeeping and documentation; 

 Coordinates athletic training coverage for events including IHSA track and 
basketball championships, Special Olympics, Panther Clinics and Panther Camps; 

 Comply with NCAA Bylaw 11.1.2.1 which states the following: 
It shall be the responsibility of an institutions head coach to promote an 
atmosphere for compliance within the program supervised by the coach and to  
monitor the activities regarding compliance of all assistant coaches and other 
administrators involved with the program who report directly or indirectly to the 
coach; 

 May travel occasionally to specialized conferences or meetings to obtain additional 
updates and training on NCAA rules and regulations and program implementation; 

 Manage, review, promote and implement compliance with NCAA rules and 
regulations, and applicable related state and federal laws; 

 Perform other duties as assigned by Director of Athletics. 

 
 
Signatures: 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Director of Athletics:___________________________   Date__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Associate Athletic Trainer              Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent:  
 
Reports to:  Head Athletic Trainer  
 
Positions Directly Supervised:   Graduate Assistants Athletic Trainers, Athletic Training 
Students  
 
Function of Position 
 
The Associate Athletic Trainer oversees the daily operations of the Athletic Training 
department, providing services to all athletes with a focus on the football program and 
other coverage as assigned.  This person will supervise the O’Brien Stadium athletic 
training room and serve in the absence of the Head Athletic Trainer. 
 
Description of Duties and Responsibilities 
 

1. Follows the policies and procedures for the athletic training staff and facilities as 
established by the Head Athletic Trainer; 

2. Supervises and instructs student trainers assigned to his/her sport with the 
guidelines established by the Head Athletic Trainer; 

3. Maintains and organizes the Athletic Training Rooms and participates in their 
planning and development; 

4. Maintains medical, insurance and rehabilitation records according to established 
policies of the Head Athletic Trainer and the Athletic Team Physician.  Coordinates 
the collection and filing of insurance claims; 

5. Carries out methods of prevention, treatment and rehabilitation of injuries as 
established by the Athletic Team Physician and Head Athletic Trainer; 

6. Participates in continuing education programs required to maintain state licensure 
and certification through NATA; 

7. Works with the Head Strength and Conditioning Coach to ensure proper 
conditioning of the student-athletes and facilitates the operations of the weight 
room in coordination with the rehabilitation of the student-athletes; 

8. Cooperates with the EIU student insurance office to ensure accurate information is 
processed in a timely manner; 

lrdaubs
Typewritten Text
Page 205



 

Revised 2009 

9. Plays a significant role in cost containment through appropriate medical referrals 
and providing services, maintain and rehabilitate student-athletes; 

10. Maintains inventory of and orders needed supplies for the Athletic Training 
facilities; 

11. Maintains medical, insurance and treatment records according to policy and 
procedures for the Athletic Training Department; 

12. Participates in continuing education programs as required to maintain certification 
through NATA and licensure through the Illinois Department of Professional 
Regulations; 

13. Represents the Intercollegiate Athletic Department at professional meetings as 
needed; 

14. Assists Associate Director of Athletics of Internal Operations with the operation of 
the drug education program.  Advises the Associate Director of Athletics of Internal 
Operations relating to specific aspects of substance abuse program and 
coordinates test dates and supervises onsite testing; 

15. Performs other duties as assigned by the Associate Director of Athletics of Internal 
Operations; 

16. Understands and applies all NCAA rules and regulations as they relate to medical 
coverage provided to student-athletes; 

17. Directly responsible for the prevention, treatment and rehabilitation of injuries for 
the football program; 

18. May travel occasionally to specialized conferences or meetings to obtain additional 
updates and training on NCAA rules and regulations and program implementation; 

19. Manage, review, promote and implement compliance with NCAA rules and 
regulations, and applicable related state and federal laws. 

 
 
Signatures: 
 
Incumbent:___________________________________  Date__________________ 
 
 
Director of Athletics:___________________________   Date__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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POSITION DESCRIPTION 
PRINCIPAL ADMINISTRATIVE POSITION 

Eastern Illinois University 
 
 

Title of Position: Assistant Athletic Trainer  Position No.  
 
Department:  Intercollegiate Athletics 
 
Incumbent:  
 
Reports to:    Head Athletic Trainer 
  
Positions Directly Supervised:   Graduate Assistants for Athletic Training; Student Athletic 
Trainers.  
 
Function of Position 
 
The Assistant Athletic Trainer oversees the operations of the Athletic Training Room, 
covering specific sports as assigned.  Certified through the National Athletic Trainer’s 
Association (NATA). 
 
Description of Duties and Responsibilities 
 

1. Follows the policies and procedures for the athletic training staff and facilities as 
established by the Head Athletic Trainer; 

2. Supervises and instructs student trainers assigned to his/her sport with the 
guidelines established by the Head Athletic Trainer; 

3. Maintains and organizes the Athletic Training Rooms and participates in their 
planning and development; 

4. Maintains medical, insurance and rehabilitation records according to established 
policies of the Head Athletic Trainer and the Athletic Team Physician.  Coordinates 
the collection and filing of insurance claims; 

5. Carries out methods of prevention, treatment and rehabilitation of injuries as 
established by the Athletic Team Physician and Head Athletic Trainer; 

6. Participates in continuing education programs required to maintain state licensure 
and certification through NATA; 

7. Works with the Head Strength and Conditioning Coach to ensure proper 
conditioning of the student-athletes and facilitates the operations of the weight 
room in coordination with the rehabilitation of the student-athletes; 
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8. Cooperates with the EIU student insurance office to ensure accurate information is 
processed in a timely manner; 

9. Plays a significant role in cost containment through appropriate medical referrals 
and providing services, maintain and rehabilitate student-athletes; 

10. Maintains inventory of and orders needed supplies for the Athletic Training 
facilities; 

11. Maintains medical, insurance and treatment records according to policy and 
procedures for the Athletic Training Department; 

12. Participates in continuing education programs as required to maintain certification 
through NATA and licensure through the Illinois Department of Professional 
Regulations; 

13. Represents the Intercollegiate Athletic Department at professional meetings as 
needed; 

14. Assists Associate Director of Athletics of Internal Operations with the operation of 
the drug education program.  Advises the Associate Director of Athletics of Internal 
Operations relating to specific aspects of substance abuse program and 
coordinates test dates and supervises onsite testing; 

15. Performs other duties as assigned by the Associate Director of Athletics of Internal 
Operations; 

16. Understands and applies all NCAA rules and regulations as they relate to medical 
coverage provided to student-athletes; 

17. May travel occasionally to specialized conferences or meetings to obtain additional 
updates and training on NCAA rules and regulations and program implementation; 

18. Manage, review, promote and implement compliance with NCAA rules and 
regulations, and applicable related state and federal laws. 

 
 
Signatures: 
 
 
Incumbent:___________________________________  Date__________________ 
 
 
Director of Athletics:___________________________   Date__________________ 
 
 
VPSA:____________________________________      Date:__________________ 
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Eastern Illinois University Intercollegiate Athletics 
Schedules/Game/Practice & Playing Season 

 
Since it is imperative that schedules in all sports be coordinated and since in 
many cases, guarantees and options involving the disbursement of funds are 
included, the following needs to be taken into careful consideration: 
 
It is of the utmost importance that there be as many home contests scheduled as 
possible.  Scheduling of events should take into account the departments missed 
class policy. It is recognized in certain sports, there are problems and 
complications; nevertheless, the student body, faculty and public are entitled to 
have the opportunity to see all of our athletes, both men and women, participate 
at home.  Each coach is encouraged to make the best effort possible to include 
reasonable home competition in the schedules. 
 

1. Each coach, in conjunction with their sports supervisor, is responsible 
for originating their own schedule.  Football and men/women’s 
basketball must complete their schedules in concert with the Director 
of Athletics’ office.  All coaches must turn in a proposed schedule as 
early as possible but at a minimum, no later than June 15th.  Schedules 
are subject to change in consultation with the head coach and sport 
supervisor. 

 
Any schedule that does not comply with NCAA bylaws will be 
subject to immediate change. 
 

2. The Conference has a master schedule for league contests.  These       
dates cannot be changed without approval of the Director of Athletics. 

 
3. When preparing your non-league schedule, please consider the 

following: 
 

a. Budget 
b. Guarantees 
c. Respectable home schedule 
d. Class absences 
e. Dates/times/places 
f. Reciprocal agreements which constitute a committed obligation 
 

4. During exam period, non-conference contests are not permitted 
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Practice Schedule Policy 
 

 
In cooperation with the Senior Associate Athletic Director, the following 
procedures will be adhered to when developing team practice schedules: 
 

A. Considerations: 
 

1. Availability of Facilities 
2. Student-athletes class schedules 
3. In-season sport priority 
4. Comprehensive game(s) schedules 

 
B. Procedures: 

 
1. All coaches should request their respective time slots one semester in 

advance (when feasible); 
2. Request should include times, dates, off days and any other information 

that could possibly affect scheduling; 
3. Utilizing this information, the Senior Associate Athletic Director in 

conjunction with Sport Supervisor will compile a draft of a composite 
practice schedule; 

4. Each coach will have the opportunity to review the draft and request 
any/all necessary changes.  Coaches should re-submit their changes to 
the Associate Athletic Director/Internal; 

5. Once initial changes have been made, a final schedule will be submitted 
to the coaches along with an approval form for each to sign; 

6. As the season progresses, the coach may and should communicate to 
their colleagues any/all necessary changes on a day-to-day basis; 

7. Should a conflict arise that cannot be solved in like manner with all 
coaches, they should seek the assistance of their respective Sport 
Supervisor; 

8. All coaches should have a clear understanding that “in-season” sports 
receive priority scheduling; 

9. It is recommended that coaches develop a “preferred” practice time and 
work to maintain it year after year.  By developing a consistent pattern, we 
enable ourselves to do a better job of scheduling; 

10.  Master practice schedules will be available fall and winter. 
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Sports Contracts 

 
Sports contracts are the responsibility of each head coach.  All contracts should 
be completed by the appropriate office associate/assistant and/or then submitted 
to the respective Sport Supervisor.  No Sport Supervisor will sign a contract prior 
to the head coach signing or initialing said contract.  Copies will be kept on file 
with the head coach, office associate/assistant and the Sports Supervisor.  Any 
interests with financial implications must be approved by the Vice-President for 
Business Affairs. 
 
Head coaches are responsible for all information contained on all contracts. 
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Eastern Illinois University 
Intercollegiate Athletics 
Policy for Missed Classes 

 
 
 

Guidelines for student-athlete class attendance and class absence associated with 
participation in intercollegiate athletics: 
 
1. Student-athletes should not miss any classes beyond those required by athletic 

contests or related travel, and will be subject to class attendance policies set by the 
professor for non-athletic related absences. 

2. Student-athletes will be responsible for all assignments and make advanced 
arrangements for any tests that are missed. 

3. Student-athletes who experience a lack of reasonable accommodation by a faculty 
member for missing classes should follow this appeals process:  Faculty member, 
Department Chairperson, FAR, Dean, and Vice-President for Academic Affairs. 

4. Faculty who schedule exams outside of regular class times should allow student-
athletes alternative times to take such exams. 

5. Student-athletes should not miss any class time for practice activities.  Deviations 
related to practice activities immediately prior to departure for away, overnight 
competitions may be approved by the sport supervisor.  Such requests should be at 
least one week in advance of the desired practice session. 

6. For home events or competitions, student-athletes shall not miss any classes prior to 
TWO hours before contest start time. 

7. For away events or competitions, with same day travel, student-athletes shall not 
miss any class prior to 30 minutes before the scheduled time of departure. 

8. For away events or competitions, with overnight travel, teams shall not depart more 
than 32 hours prior to the start time of the contest.  Special requests for exceptions 
to this policy must be submitted to the sport supervisor at least one month in 
advance of the desired overnight travel.  Last minute adjustments will only be 
considered in cases where there are unexpected circumstances. 

9. The Senior Associate Director of Athletics shall present to the FAR, a schedule of 
competition for each team (before the season begins), including projected listing of 
destination, time and date of competition, travel time, and time of departure and 
return. The FAR will submit a numerical analysis of the projected missed class time 
to the Intercollegiate Athletic Board for analysis and application of the 15% policy.  
At the end of the season, the coach will reconcile the form and submit actual travel 
times for final analysis by the IAB. 

10. As much as possible, contests during final exam week are to be avoided.  Due to 
conference scheduling, this is not always possible.  If there is a final exam week 
conflict, the student-athlete shall attempt to re-schedule the exam time.  If this is not 
acceptable, the FAR and Senior Associate Director of Athletics will jointly work 
toward arranging for exams to be taken at alternate times or other means of 
equitable resolution. 
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Eastern Illinois University 
Student Conduct Code 

 
Effective Fall Semester, 2009  

 

―Teaching tolerance, global understanding, ethical behavior, and the great 
traditions of democracy remain central to Eastern Illinois University's mission. 
Eastern Illinois University's men and women will be prepared to lead, to inspire, 
and to continue a life of learning.‖ -–From the University’s vision statement 

 
Attendance at a tax-supported institution of higher education is not compulsory. It 
is optional and voluntary. By voluntary attendance at such an institution, the 
student assumes obligations for performance and behavior reasonably imposed 
by the institution, and which are relevant to its lawful missions, processes, and 
functions. The obligations are much higher than those imposed on all citizens by 
the civil and criminal law, and the institution may discipline students to secure 
compliance with these higher obligations as a teaching method or to remove the 
student from the academic community.  Eastern Illinois University is an academic 
community in which learning and scholarship flourish. While members of this 
community contribute a diverse mix of ideas and backgrounds, we hold in 
common those standards of conduct which exemplify personal integrity and 
ethical behavior and which advance the mission of the University, its traditions 
and values. Upon enrollment at Eastern Illinois University, every student is held 
to the standards of conduct contained in this code. 
 

1. Standards of Student Conduct 
Words defined in this section are in italics. 
 

Standard I. Eastern students observe the highest principles of academic 
integrity and support a campus environment conducive to scholarship. 
  
Violations of this standard: 

a.  Conduct in subversion of academic standards, such as 
cheating on examinations, plagiarism, collusion, 
misrepresentation or falsification of data. 

b.  Theft or the unauthorized possession of examinations; 
alteration, theft, or destruction of the academic work of 
others, or academic records, library materials, laboratory 
materials, or other University equipment or property related 
to instructional matters or research. 

c.  Submitting work previously presented in another course 
unless specifically permitted by the instructor. 

d.  Conduct which disrupts the academic environment; 
disruption in classes, faculty offices, academic buildings, or 
computer facilities. 

e.  Complicity with others in violations of this standard. 
 

lrdaubs
Typewritten Text
Page 233



Revised 2008 2 

Standard II. Eastern students respect the health, safety, welfare and rights 
of all persons. 
 
Violations of this standard: 

a.  Threatened, attempted or actual physical harm, or other 
conduct that threatens the health or safety of the student 
himself/herself or any other person. 

b.  Intimidation, stalking, harassment, coercion, verbal abuse, or 
any other conduct which has a direct and substantial 
disruptive influence on the life or educational endeavors of 
any person. 

c.  Sexual misconduct. 
d.  Conduct which is lewd, indecent, obscene, or disorderly. 
e.  Incapacitation due to the abuse of alcohol or a controlled or 

other intoxicating substance, or appearing in a public place 
manifestly under the influence of such, particularly when 
there is danger to self, others, or property or there is 
unreasonable annoyance to others. 

f.  Making, possessing, or using any controlled substances or 
paraphernalia or providing them to other persons. 

g.  Possessing or using alcohol if underage, or providing it to 
those who are underage.  

h.  The unauthorized possession or use of firearms, 
ammunition, explosives, fireworks, or devices classified as 
weapons by state statute; the use of instruments which 
simulate such items in acts which threaten or alarm others. 

i.  Hazing. 
j.  The intentional false report of a bomb, fire, or other 

emergency, or the unauthorized alteration or misuse of any 
fire alarm, firefighting equipment, safety or other emergency 
device. 

k.  Complicity with others in violations of this standard. 
 
Standard III. Eastern students respect the property of others, and the 
property, facilities, and resources of the University. 
 
Violations of this standard: 

a.  The unauthorized possession, taking, use, destruction, or 
defacing of University, private, or public property. 

b.  Forcible or unauthorized entry onto any property or into any 
building structure, facility, room, or motor vehicle of the 
University or of any members of the University community or 
its guests. 

c.  Violation of the Booth Library Users Code of Conduct. [The 
Booth Library Users Code of Conduct is at 
http://www.eiu.edu/~booth/pub/conduct.htm] 
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d.  Misuse or abuse of University computers, network access, 
related equipment, telephones, telecommunications, or 
laboratory equipment. 

e.  Violations of the University’s computer Acceptable Use 
Policy. [The Acceptable Use Policy can be found at 
http://www.eiu.edu/~infotech/Policy/policy.php] 

f.  Repeated or willful failure to meet financial obligations to the 
University. 

g.  Complicity with others in violations of this standard. 
 

Standard IV.   Eastern students comply with the policies, procedures, and 
academic programs of the University. 
 
Violations of this standard: 

a.  Conduct which by itself, or in conjunction with the conduct of 
others, disrupts, or impairs the carrying on of normal 
University functions. 

b.  Refusal to cooperate with or failure to carry out the 
reasonable directive, written or verbal, of faculty or staff 
members acting in the performance of their duties. 

c.  Misrepresenting or falsifying any University record, forms or 
procedure; making knowingly false oral or 
written statements to any University official. 

d.  Violations by students and/or their guests of policies 
governing University housing facilities in which they 
reside or visit, or dining facilities. [Policies governing 
residential facilities are available in the Housing & 
Dining Services Handbook and at 
http://www.eiu.edu/~housing/text/reslife.html]. 

e.  Misuse of skateboards, skates, or bicycles in violation of 
University policy. [The policy regarding those items 
is at http://www.eiu.edu/~auditing/IGP/policy160.html] 

f.  Failure to satisfy the terms of a disciplinary sanction. 
g.  Possessing alcohol on campus except as permitted by 

University policy. [The policies on the use and 
possession of alcohol on campus are at 
http://www.eiu.edu/~auditing/IGP/policy152.htmland 
http://www.eiu.edu/~auditing/IGP/policy153.html] 

h.  Violation of building hours or usage policies; smoking in 
locations other than where permitted. 

i.  Failure to show a Panther card, key, or other requested 
identification when requested to do so by faculty or 
staff members acting in the performance of their duties. 

j.  Unauthorized possession, use, transfer, or alteration of a 
state or University identification card, Panther 
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card, key, key card, personal identification number, or 
password. 

k.  Failure to have a current local and permanent address on file 
with the University. 

l.  Unauthorized solicitation or canvassing. 
m.  Gambling, if not permissible by law and campus policy. 
n.  Posting on University property without permission or in 

unauthorized locations. 
o.  Violating study abroad or domestic study travel program s 

  standards or policies. 
p.  Complicity with others in violations of this standard. 
q.  Providing false testimony at a disciplinary hearing or 

disregarding disciplinary procedures. 
 

Standard V. Eastern students uphold the mission of the University by being 
responsible citizens. 
 
Violations of this standard: 

a.  Ongoing disruption to the peace of the local community or to 
the campus as evidenced by more than one 
ordinance or misdemeanor conviction related to noise, 
alcohol, marijuana or controlled substances, disorderly 
conduct, or nuisances. 

b.  Conduct which poses a hazard to the community or to the 
campus, such as assault, driving under the influence of 
drugs or alcohol, or riotous conduct. 

c.  Egregious or flagrant instances of conduct in the community 
or on campus which violates the Student Conduct Code 
and/or is prohibited by statute or local ordinance. 

d.  Felonious conduct, regardless of where it occurs. 
e.  Complicity with others in violations of this standard. 
f.  The University will consider as an aggravating factor in 

determining sanctions, any violation of law or of this 
code in which the accused student intentionally selected the 
person or target of the violation based on gender, race, 
religion, color, disability, sexual orientation, national origin, or 
ancestry. 
 

Definitions: 
Complicity is being present during the planning or commission of any violation of 
the Student Conduct Code in such a way as to condone, support, or encourage 
that violation. Students who anticipate or observe a violation of the Student 
Conduct Code are expected to remove themselves from association or 
participation and are encouraged to report the violation. 
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Controlled substances are any substances prohibited by the Cannabis Control 
Act, the Controlled Substances Act, or any state statute, or any Federal statute or 
regulation. 
 
Hazing is any act or situation on or off campus, initiated, planned, sanctioned, or 
joined in by one or more persons associated with an athletic team or student 
organization, causing embarrassment, harassment, or ridicule to, or which 
involves participation in a Code violation or an illegal act by, or which causes or 
places in danger of causing physical or mental harm to, any member or any 
student seeking membership or affiliation. Examples of hazing are in the 
Registered Student Organizations Handbook, and at 
ww.eiu.edu/~stdtlife/hbook.htm#9policy 
 
Incapacitation is the impairment of one’s faculties where physical or mental 
control is markedly diminished. 
 
Plagiarism is the use, without adequate attribution, of another person’s words or 
thoughts as if they were ones’ own. 
 
Sexual misconduct is any physical act of a sexual nature, committed under 
duress or by force, or without the consent (a freely given, knowing agreement) of 
the individuals involved. Consent is deemed incapable of being given if the 
person’s physical and/or mental control is markedly diminished as the result of 
alcohol, other drugs, illness, injury, or any other reason. 
 
Stalking is to willfully, maliciously, and repeatedly engage in conduct directed at a 
specific person which would cause a reasonable person to feel frightened, 
intimidated, threatened, harassed, or molested. 
 
Student means any person registered for and/or taking courses at or through the 
University, both full-time and part-time, or one accepted for enrollment. Persons 
who are not enrolled for a particular academic term but who have a continuing 
relationship with the University are also considered students. Also subject to the 
behavioral standards of this Code are those students from other post-secondary 
institutions who may be housed on the campus.  
 
The University reserves jurisdiction to adjudicate an allegation of a Student 
Conduct Code violation, including significant academic fraud, occurring during a 
student’s enrollment which may arise subsequent to a student’s leaving or 
graduation from the University. 
 

2. Jurisdiction 
 

This Code applies to student conduct which occurs on campus, off campus at 
University events or at functions by University organizations, or elsewhere when 
the nature of the alleged misconduct, as determined by the Vice President for 
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Student Affairs or designee, adversely affects the University, including its 
reputation with its constituents and the local community, or the pursuit of its 
mission, or which otherwise indicates that the student may pose a danger to the 
academic community. 
The University reserves the right to deny admission or readmission to any person 
because of previous misconduct which may substantially affect the interest of the 
University, or to admit or readmit such persons in an appropriate disciplinary 
status. The University reserves the right to change these behavioral standards 
and disciplinary procedures at any time upon general notice to the University 
community. 

3. Registered Student Organizations 
 

Resolution of allegations of Conduct Code violations by registered student 
organizations may be delegated to the Student Life Office for investigation and 
resolution. When so delegated, the Director of Student Life will provide a hearing 
to determine whether the organization is in violation and, if so, whether 
recognition should be withdrawn by the University or lesser sanctions imposed 
on the organization. Hearing procedures applying to organizations need not 
parallel those accorded by this Code to individual students. Members of 
Registered Student Organizations may be held accountable for individual 
violations of this Code in addition to sanctions imposed on the organization. 
 

4. Authority for the administration of this Code 
 

The Vice President for Student Affairs is responsible to the President for the 
administration of this Code.  The primary assistant to the VPSA for matters of 
student conduct is the Director of Judicial Affairs, to whom the administration of 
this Code and the disciplinary system is normally delegated. The Vice President 
retains authority to appoint or dismiss hearing officers, advisors, board, or panel 
members as may be needed. Decisions of hearing officers or boards are 
recommendations to the Vice President for Student Affairs. With the exception of 
recommendations for suspension or expulsion, the Vice President will not 
normally review a hearing decision in the absence of an appeal from the accused 
student, or a request from the Director of Judicial Affairs. Any question of 
interpretation regarding the Student Conduct Code shall be referred to the VPSA 
or designee for final determination. 
 

5. The University Judicial Board 
 

The Vice President for Student Affairs (VPSA) shall appoint a University Judicial 
Board from among current students, faculty, and staff members to provide a 
sufficient pool of qualified persons to serve on hearing panels.  Board members 
shall also serve as resource persons for the advocacy of the Student Conduct 
Code, and for evaluating the effectiveness of the Code, the Judicial Affairs Office, 
and the student disciplinary system. 
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The VPSA shall appoint student, faculty, and staff representatives to the 
University Judicial Board to comprise a pool of qualified members sufficient to 
fulfill their responsibilities. The normal complement will be twelve students 
appointed from nominations by the Student Senate, twelve faculty members from 
nominations by the Faculty Senate, and six administrative/professional members 
appointed directly by the VPSA. Appointments are normally for two-year terms, 
with half of the Board being appointed in alternate years. The VPSA shall 
determine qualifications for appointment and eligibility for continued service on 
the Board. 
 

6. University conduct standards and violations of law 
 

Student Conduct Code disciplinary proceedings may be instituted without regard 
to the pendency of civil litigation or criminal arrest and prosecution arising from 
the same factual situation. Disciplinary action may, but need not, be deferred, at 
the discretion of the VPSA or designee, until after civil or criminal proceedings 
have been completed, reduced, or dismissed. 
 

7. Allegations of Code violations 
 

The Director of Judicial Affairs, or designee, will determine if there is reasonable 
cause to believe that a violation of the Student Conduct Code occurred and, if so, 
how such allegations are to be resolved in accordance with the provisions of this 
Code. Staff members to whom informal resolution of cases may be referred will 
normally include Judicial Advisors or interns, Area Coordinators and Resident or 
Associate Resident Directors in the case of violations occurring in on-campus 
housing, the Director of Student Life in the case of a Registered Student 
Organization, and faculty members in the case of academic misconduct 
occurring in their classes. 
 
Students charged with Conduct Code violations are required to meet with the 
designated staff person to facilitate the resolution of the allegation. Failure to 
meet with the designated staff person may result in an additional charge of 
violating Standard IV(f) of this code. Registration for subsequent terms or the 
conferral of academic degrees may be withheld pending the resolution of 
allegations of student misconduct. 
 

8. Resolution in lieu of a hearing 
 

In lieu of a formal hearing, the Director of Judicial Affairs, or such other University 
staff members as may be authorized to informally resolve alleged misconduct, 
may confer with the student to obtain his or her response to the alleged 
misconduct and to determine whether the allegations have merit and if they may 
be resolved by mutual consent of the student charged and the staff member. 
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9. Hearings 
 
The accused student may request, or the Director of Judicial Affairs may require, 
that the allegation be resolved at a formal hearing provided by a hearing officer, 
or by a panel of the University Judicial Board. The Director of Judicial Affairs 
shall consider the preference of the accused student, the nature of the allegation, 
and the availability of panel members when assigning the case for an individual 
or panel hearing. The Director may appoint him/herself as the case hearing 
officer, or such other person as may be designated by the Vice President 
for Student Affairs to conduct hearings. Hearing panels will be selected by the 
Director or designee from qualified members of the University Judicial Board. In 
the absence of a request by the accused student for a smaller panel, it will be 
scheduled with at least five but not more than seven members.  Panels hearing 
allegations of misconduct occurring in University housing will consist solely of 
student members for cases in which the sanctions considered for imposition will 
not include separation from the University. 
 
All other panels of five or more must include at least two students and at least 
one faculty member. Panels of three or four must have at least one student and 
one faculty member. The Director of Judicial Affairs, or designee, shall serve as 
the presiding officer and advisor to the Board at panel hearings and, as such, 
shall be a full non-voting participant. 
 
The hearing officer, or the advisor to the Board, may establish a format 
consistent with this Code for the conduct of the hearing in a fair and reasonable 
manner. In cases involving more than one accused student, the Director of 
Judicial Affairs or designee will determine if hearings or conferences concerning 
each student will be conducted jointly or separately. 
 
Notice—The accused student shall have not less than a 48-hour notice, in 
writing, prior to the hearing. Notice shall be considered received upon delivery to 
the student in person, or by delivery by U.S. mail, campus mail, or courier, to the 
student's current local address as maintained by the University, or to the 
student’s permanent address if no local address is on file. Notice by courier will 
be considered delivered if placed under the door of the student’s local address or 
given to a roommate at that address. Failure by the student to have his or her 
current local address on record with the University shall not be construed to 
invalidate proper notice. The student may waive the notice required in 
consideration of a more immediate disposition of the case.  
 
A continuance will be considered if just cause for delay can be substantiated. 
The written notice shall include: 
 

a.  The time and place of the hearing. 
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b.  The University conduct standard(s) alleged to have been 
violated, and sufficient details of the complaint for the basis 
of the allegation to be understood. 

c.  A statement of the respondent student’s rights as stated in 
this section of the Code. 

d.  The name of the person(s), group, or University office filing 
the charges. 

Should the accused student choose not to appear, the hearing will be held in the 
student’s absence. No recommendation for the imposition of sanctions will be 
based solely upon the failure of the accused student to answer questions or to 
appear at the hearing. 
 
Participants—The hearing will be closed to all except the parties to the 
proceedings unless the accused student requests, and the hearing officer or 
panel approves that the hearing be open generally, or to specified other parties. 
The accused student may be accompanied by an advisor of choice, and an 
additional family member if so desired. The advisor or family member may attend 
the hearing with the student to counsel him/her, but not act as spokesman or 
vocal advocate. The accused student and advisor or family member may be 
present during the entire time of the hearing, except during the deliberations of a 
hearing panel.  A witness who is the purported victim of a student’s alleged 
misconduct may be accompanied by a support person of their choosing, and an 
additional family member if so desired. They may counsel and assist him/her, 
but not act as spokesman or vocal advocate.  The hearing officer or panel may 
exclude from advising or accompanying the accused student or victim any 
person who will be called as a witness. If the accused student or other parties to 
the allegation are unable to locate or receive compliance from any member of the 
University community asked to testify, he/she may seek the assistance of the 
Judicial Affairs Office; however, the University will not compel the person to 
testify against his or her will. 
 
Evidence—Both the accused student and the complaining parties may present 
evidence, including witnesses and written statements. The hearing officer or 
panel will determine the format of the hearing, and the admissibility of witnesses 
or written statements, and may elect not to hear such testimony if deemed 
redundant or irrelevant. The accused student is not required to answer questions 
of an incriminating nature. 
 
The hearing officer or panel retains authority to question witnesses and parties to 
the alleged violations and will determine the appropriateness of questions posed 
by the parties. 
 
Decision—Determination of violations shall be made based on the 
preponderance of evidence. Decisions by hearing panels shall be by majority 
vote. The hearing officer or panel shall notify the accused student of its 
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findings within the shortest reasonable time after a decision has been rendered. 
The decision shall be in writing and will include the resolution of the allegations 
and, in the case of violations, the sanctions that are to be imposed. Previous 
disciplinary and relevant academic records of a student found in violation of the 
Code will be considered in determining the sanctions to be imposed. 
 
Recording—A tape recording will be made of all judicial hearings. The recording 
is the property of the University, and will be retained for not less than ten 
administrative working days, during which the accused student may review the 
tape. The University may erase the tape following the conclusion of appeals, if 
any. Personal transcripts or recordings may not be made at any hearing. 
 

10. Appeal 
 

A written appeal of the process or decision may be submitted to the Vice 
President for Student Affairs within three working days following delivery to the 
accused student of the hearing officer’s or panel’s decision. There will be a 
presumption of elemental fairness in the absence of written submission of 
credible information pertaining to: 
 

a.  A substantial procedural error, 
b.  New information of a substantive nature not reasonably 

available to presenters at the original hearing, 
c.  Substantiated bias on the part of a hearing officer or panel 

member, or 
d.  The sanction being inappropriate for the violation. 
 

In considering the request the Vice President, or a reviewing 
authority of his or her choosing, may deny the appeal for 
lack of adequate grounds or may accept the appeal and, 
following a review of the case: 
 
a.  Sustain the decision of the hearing authority, 
b.  Dismiss one or all of the violations, 
c.  Concur in the determination of violations, but alter 

(including increasing or decreasing the severity) the 
sanctions to be imposed, or 

d.  Remand the case for a rehearing. 
 

11. Interim Suspension 
 

An interim suspension from the University, or lesser restrictions, may be imposed 
prior to the resolution of a disciplinary case if, in the judgment of the Vice 
President for Student Affairs or designee, such measures are necessary (a) to 
ensure the safety and well-being of members of the University community or 
preservation of University property; or (b) to ensure the student’s own physical or 
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emotional safety and well-being; or (c) if the student poses a likely threat of 
disruption of or interference with the normal operations of the University. During 
the interim suspension, the student shall be denied access to the campus, and/or 
to classes, University housing, and/or all other University activities or privileges 
for which the student might otherwise be eligible as the Vice President or 
designee may determine to be appropriate. 
 
Prior to, or within a reasonable time following notice to the student of an interim 
suspension, upon the student’s request a meeting with the Director of Judicial 
Affairs or designee will be provided to review the reason for the imposition of the 
interim suspension. 
 
12. Self-Injurious Behavior 
 
Because of Eastern’s concern for the well-being of our students, any student 
receiving medical attention to Access or treat intentionally self-injurious acts will 
be required to attend a meeting with the Directors of Judicial Affairs and the 
Counseling Center (or their designees). This meeting is to occur within 24 hours 
of the student’s return to campus, unless otherwise specified by the University. 
The purpose of the meeting is to determine whether the student can safely return 
to the campus and/or resume class work. Continued enrollment may be 
conditional on the student’s adherence to treatment and behavioral guidelines 
determined by the University. 
 
13. Sanctions 
 
The following sanctions may be imposed upon any student found to have 
violated the Student Conduct Code. More than one of the sanctions may be 
imposed for any single violation.   
 
Academic Penalties—Upon a finding that academic misconduct occurred, the 
instructor may impose a reduced or failing grade for the assignment or course in 
addition to such sanctions as may be imposed by a hearing officer or panel. 
Academic misconduct may also affect a student’s continuation in certain degree 
programs. Revocation of conferred degrees may be recommended to the Board 
of Trustees in instances where conferral of the degree preceded the 
determination of significant misconduct or academic fraud. 
 
University Reprimand—A written warning to a student that he or she has violated 
institutional regulations.   
 
Fine—A fine may be assessed in an amount not to exceed $200 per violation. 
Fines will normally be due within 30 days of imposition. Upon request of the 
student at the time of imposition, and with the concurrence of the hearing 
authority, a reasonable work assignment may be substituted for all or part of the 
fine. 
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Restitution—Compensation for loss, damage or injury. This may take the form of 
appropriate service and/or monetary or material replacement. 
 
Discretionary Sanctions—Educational papers or projects, mandated attendance 
at seminars or classes, service to the University or community, or other related 
discretionary sanctions may be assigned. Where the abuse of alcohol or drugs is 
a factor in the violation, the University may require satisfactory evidence of 
assessment and/or treatment at the student’s expense as a condition of 
continuing enrollment.  Registered student organizations found in violation of this 
Code may have their University recognition revoked, suspended, or subject to 
appropriate probationary conditions. 
Conduct Supervision—A requirement that the student meet with a University staff 
member for one or more meetings following resolution of the case, for the 
purpose of assuring understanding of and compliance with the Student Conduct 
Code. 
 
Housing Probation—A specified period of observation during which the student 
must show clear evidence that he/she is capable of conformance to University 
residential standards as contained in the housing handbook and/or living unit 
regulations. Students on Housing Probation may not be a member of their living 
unit governance committee, living unit intramural team, Residence Hall 
Association (RHA), nor are they eligible for National Residence Hall Honorary or 
RHA recognition.  Other appropriate restrictions or conditions on housing 
activities and privileges during the probationary period may be imposed, 
including but not limited to periodic conferences with professional staff members, 
imposed reassignment, and denial of privileges associated with the living unit. 
Any significant violation of the Student Conduct Code while on Housing 
Probation will normally result in expulsion from University housing. 
 
Expulsion from University Housing—Students removed from housing for 
disciplinary reasons may be restricted from all or some housing facilities, and will 
be held to financial obligations in accordance with the housing contract.  A 
student, who has not completed required on-campus residency in accordance 
with University policy, will be suspended from the University if expelled from on-
campus housing. 
 
University Disciplinary Probation—A status imposed for behavior of such nature 
as to place the student near removal from the University community. A student 
on University Disciplinary Probation is not in good standing with the University. 
He/she may not serve on any student-faculty board or University governance 
committee, as an officer of the student body or as a member of the Student 
Senate or University Board.  Other conditions may be imposed, including but not 
limited to satisfactory completion of educational assignments or programs, 
mandated standards of class attendance and/or academic achievement, 
expulsion from on-campus housing, restriction from buildings or facilities, or from 
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participation in University activities, study abroad programs, student employment 
or other appropriate stipulations. Any significant violation of the Student Conduct 
Code while on University Disciplinary Probation will normally result in suspension 
or expulsion. Scholarships, grant awards or other discretionary financial aid 
awarded by the University may be canceled or suspended as a condition of 
probationary status.  Drug testing as a condition of probationary status—If 
specified as a condition of probationary status imposed for a violation of 
Standard II(f) of this Code, a student may be required to submit to a urinalysis, at 
his or her expense, to verify the absence of other than legitimate and legal drugs, 
upon notice by the Director of Judicial Affairs or designee, at a site specified by 
the University. Testing may be at random or based on a reasonable belief that a 
drug-related violation of the probation may have occurred. The presence, as 
certified by a qualified Medical Review Officer, of prescription or non-prescription 
drugs, controlled substances, or cannabis, for other than legal and legitimate 
uses, will be considered a violation of the probationary status, and may result in 
suspension or expulsion from the institution or other appropriate disciplinary 
action.  Separation from the University—Suspension is the disciplinary 
separation of the student from the University for a minimum specified period of 
time less than five years. Expulsion is the disciplinary separation of the student 
from the University for a minimum of five years. Conditions for readmission may 
be specified. A suspended or expelled student is restricted from the campus and 
from all University events and activities. 
 
14. Implementation 
 
Sanctions not involving dismissal from the University shall be effective upon 
written notice to the student.  Implementation may be held in abeyance pending 
the outcome of an appeal at the discretion of the Director of Judicial Affairs. 
Sanctions which include suspension or expulsion must be approved by the Vice 
President for Student Affairs or designee. 
 
Registration for subsequent terms or the conferral of the degree may be withheld 
until sanctions have been concluded and any conditions imposed by the 
University have been fulfilled. The VPSA may defer imposing suspension or 
expulsion pending satisfactory completion of the academic term, or of a 
satisfactory period of disciplinary probation. 
 
15. Disciplinary records 
 
Student disciplinary records will be destroyed after six years from the time of the 
last entry, except in cases involving restrictions on reenrollment. Other than 
during the term of suspension or expulsion, disciplinary sanctions shall not be 
made part of the student's permanent academic record. A suspended or expelled 
student may, following the specified minimum period of separation, request the 
removal of the sanction from the permanent record card, which shall be at the 
sole discretion of the Vice President for Student Affairs. 
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Eastern Illinois University 
Housing  

Disciplinary Process Flow-Chart 
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Eastern Illinois University 
Office of Student Standards 

Process Flow-Chart 
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Policy Number: 95
 

STUDENT WITHDRAWAL FOR MILITARY SERVICE
 

Students who, during the course of an academic term enter active military service including 
National Guard and Reserve active duty and are not in attendance at the end of the term, will 
receive course and residence credit as follows:

1.  If withdrawal is during the first four full weeks of the term, no course credit shall be 
awarded, no grades shall be granted, and the term shall not be counted as a term in 
residence.

2.  If withdrawal is after the first four weeks of the term and before the last two weeks of the 
term, students may:

a)    "Withdraw" from the University and receive a refund of tuition and fees, including the 
insurance fee, unless a claim has been filed.  Room and board charges, if applicable, shall 
be pro-rated for actual use, or 

b)  receive "Incompletes" in all coursework and no refund.
 

3.  If withdrawal is during the last three full weeks of the term, full course credit shall be 
awarded, grades attained at the time of withdrawal shall be granted, and the term shall 
count as a term of residence.

4.  Students who have met all requirements for graduation, except those that would be 
fulfilled by completing the courses enrolled in at time of withdrawal for military activation 
shall receive full credit for those courses and may be recommended for graduation 
provided:

a) they have completed the seventh week of that semester, and 

b) they are earning a grade of C or better in each and every course needed to satisfy the 
graduation requirements 

c) the faculty member, department chair, college certification officer, and student shall 
determine this. 

  
Students enlisted in the National Guard or the Military Reserves are to be allowed a reasonable 

http://www.eiu.edu/~auditing/IGP/policy95.html (1 of 2) [11/17/2009 8:48:15 AM]
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time to make up academic work lost while participating in required training.
 

Approved: 
President 

September 14, 2009
 

Monitor: Vice President for Academic Affairs
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EASTERN ILLINOIS UNIVERSITY SUBSTANCE ABUSE POLICY 
 

I. Purpose of Drug and Alcohol Education and Screening 
 
 
Eastern Illinois University (hereafter referred to as EIU) is concerned with the 
physical, mental and emotional well-being of its students, including those who 
participate in Intercollegiate Athletics.  While the misuse of drugs and alcohol is 
neither condoned by the University nor the Department of Athletics, it is 
recognized as a potential problem for all students, especially the student-athlete.  
The student-athlete experiences unique pressures and risks due to his/her 
involvement in Intercollegiate Athletics and is highly susceptible to the 
experimentation of drugs and alcohol.  Therefore, EIU has instituted a mandatory 
substance-abuse program. 
 
In order to facilitate a more positive decision-making process for the student-
athlete, the following drug education and screening goals have been developed: 

1) To protect the health, safety and welfare of student-athletes; 
2) To educate the student-athletes on the physiological and psychological 

dangers inherent in the misuse of drugs and alcohol; 
3) To identify and address student-athletes’ problems and concerns involving 

drug and alcohol use and abuse; 
4) To identify and address student-athletes, and others with whom they 

compete, from potential injury as a result of the misuse of drugs and 
alcohol; 

5) To provide a screening program to identify student-athletes (defined 
below) who are improperly using drugs or alcohol.  Furthermore to assist 
them, through education and counseling, before they injure themselves or 
others or become physiologically or psychologically dependent.  For the 
purpose of the Substance Abuse Policy, a student-athlete at EIU is 
defined as the following: 

 Any person currently participating in the Intercollegiate Athletic 
program 

 Any person currently participating on the cheerleading and/or 
dance squads 

 Any person who has been medically disqualified from competition 
and is still receiving athletic aid 

 Any person who has exhausted their athletic eligibility and is still 
receiving athletic aid. 

6) To be in compliance with the NCAA rules and regulations regarding drug 
testing procedures; 

7) To prevent the use and distribution of performance enhancing substances; 
8) To protect EIU’s integrity; and 
9) To seek to maintain “fair play” in Intercollegiate Athletics competition. 
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II. Drug Education 

 
The purpose of the required drug and alcohol educational seminars is to provide 
realistic and up-to-date information about chemical use and abuse so that 
responsible decisions can be made about drug and alcohol usage and present a 
student-athlete’s career from being shorted or extinguished because of chemical 
misuse and/or addiction. 
 
EIU will conduct substance abuse seminars as appropriate.  These may include 
specific information on a single topic (i.e., drinking and driving, marijuana, 
steroids, etc.) or new information about alcohol or drug misuse and/or abuse.  
These seminars may be mandatory for student-athletes, student-trainers, 
student-managers, cheerleaders and Pink Panthers (hereafter, referred to as 
“student-athlete”). 
 

III. Substance Abuse Committee 
 
The Substance Abuse Committee is composed of a local physician, Assistant 
Director of Athletics/SWA, Associate Director of Athletics for Internal Operations, 
the Head Athletic Training and the Faculty Athletic Representative ( FAR).  The 
Associate Director of Athletics for Internal Operations serves as the Chairperson 
of the Substance Abuse Committee and works closely with the Head Athletic 
Trainer who oversees the actual screening (ensures paperwork is completed, 
collects samples, etc.). 
 

IV. Substance Abuse Program General Procedures 
 
A student-athlete must take a urine and/or blood test for illegal drugs, non-
prescribed prescription drugs, alcohol, narcotics or steroids at such times and 
places as outlined by the policies/procedures in the EIU Substance Abuse Policy.  
The testing program consists of directly observed (visually witnessed) urine 
collection; followed by urinalysis by an accredited laboratory.  All specimens will 
be sent to the laboratory in numerically identified sealed containers.  No names 
or social security numbers will appear on these containers.  The Substance 
Abuse Committee Chairperson will be notified (via email or fax) by the laboratory 
of all results, positive and/or negative. 
 
Blood collection is a potential option for the testing procedure, but will only be 
used on the rare or occasional circumstance. 
 
The collection process will follow NCAA guidelines regarding specimen collection 
validation, as well as specimen chain of custody concerning the laboratory 
analysis, specimen identification and confidentiality. 
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The drugs to be tested for include, but are not limited to, the following: 
 

Alcohol, Amphetamines, Cocaine, Marijuana, Methamphetamines, 
Ecstasy, Eve, MDA, PMA, Phentermine, Codeine, Morphine, Oxycodone, 
Hydrocodone, Hydomorphone, DehydroCodeine, Anabolic Steroids, 
Ephedrine and Adulterants. 
 

Testing may be conducted for all student-athletes throughout the entire year 
including, but not limited to, the beginning of each school year as part of a 
physical exam, the summer and/or immediately prior to any post-season 
competition.  Testing may occur at any time of the day. 
 
Any student-athlete who tests positive may be subject to random weekly tests for 
as long as he/she is a member of an EIU Intercollegiate Athletics team. 
 
The refusal to cooperate in such tests will be considered a positive Level II 
Violation including all of the sanctions associated with the positive result.  In 
addition, the athlete may be recommended for non-renewal of the athletic 
scholarship (if applicable).  This includes not only those athletes actively 
participating but also those student-athletes who are receiving athletic financial 
aid that have been medically disqualified or have exhausted their eligibility. 
 

V. Selection Process 
 
Selection for testing may be based on position, time played, year in school, 
participation on a particular team, participation in post-season play, previous 
offenses of the EIU Substance Abuse Policy (see Section IV above) or 
“reasonable suspicion”. 
 
All selection for testing is done randomly by the accredited laboratory 
conducting the specimen analysis EXCEPT when a student-athlete is selected 
due to “reasonable suspicion” (see below).  The general selection process (not 
including selection via “reasonable suspicion”) is as follows: 

1) The Associate Director of Athletics for Internal Operations sends squad 
lists to the accredited laboratory at the beginning of the academic year. 

2) The accredited laboratory is informed by the Associate Director of 
Athletics for Internal Operations or the Head Athletic Trainer of the 
number of student-athletes to be tested over a particular time period.  
For example, the laboratory may be informed to select 40 student-
athletes (5 of which have previous offenses) for testing during the 
month of October. 

3) The accredited laboratory randomly selects the student-athletes to be 
tested and sends the list (via confidential email) to the Head Athletic 
Trainer. 
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4) The Head Athletic Trainer set the schedule for weekly testing and then 
conducts actual screenings (testing), utilizing the Notification Process 
outlined below (See Section VI below). 

 
Selection via “Reasonable Suspicion” 
 
If a student-athlete is suspected of using banned substances (as outlined in the 
EIU Substance Abuse Policy), he/she may be selected to be tested.  This 
selection is not random but based on “reasonable suspicion”.  “Reasonable 
Suspicion” exists where an observed and articulated basis in fact indicates that a 
student-athlete is using alcohol or other drugs in violation of this policy.  The 
evidence supporting the suspicion must be reasonably reliable and should be 
clearly documented in writing.  The process for selection via “reasonable 
suspicion” is outlined below: 
 

1) If a member of the intercollegiate athletic department suspects that a 
student-athlete is using a banned substance and wants to have that 
student-athlete tested via the EIU Substance Abuse Policy, he/she must 
complete the “Reasonable Suspicion to Suspect Prohibited Substance 
Use Notification Form” (Appendix A). 

2) The Substance Abuse Committee will review the form and render a 
decision as to whether the student-athlete will be tested.  A majority of the 
committee (a minimum of 3 members) must agree that there is sufficient 
“reasonable suspicion” before testing can occur. 

3) The signed form will be kept on file in the office of the Substance Abuse 
Committee Chairperson. 

 
VI. Notification Process 

 
EIU has a “zero to twelve hour” notification policy.  If a student-athlete is going to 
be tested for substances other than alcohol, they will be notified the evening prior 
to the test (Please note there is an additional “notification exception” for student-
athletes who have tested positive twice – see Section VIII, C, #5).  The Head 
Athletic Trainer or the athletic trainer for that respective sport will notify the head 
coach and/or the “Drug Testing Coordinator” for that sport (see attached list) the 
evening prior to the test which student-athletes are to report to Sports Medicine 
the next day and at what time.  The head coach and/or the “Drug Testing 
coordinator” for that sport will then inform the appropriate student-athlete. 
 
If a student-athlete is going to be tested for alcohol, the Head Athletic Trainer will 
contact (see definition below) the student-athlete the morning of the test (i.e., a 
“zero hour notification”) and inform him/her to report to Sports Medicine 
immediately.  The Head Athletic Trainer will work with the Office of Academic 
Affairs to ensure no class time is missed. 
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If a student-athlete is late to testing (once notification/contact has occurred), 
the following actions will occur (in order): 

1) The Head Athletic Trainer will attempt to contact the student-athlete via 
phone, text, email, etc, to notify him/her that he/she is late.  If contact is 
not made within a short time period (generally 20-30 minutes), Step 2 will 
occur (see below). 

2) The Head Athletic Trainer will contact the “Drug Testing Coordinator” for 
the respective sport and update him/her that the student-athlete is late.  
The “Drug Testing Coordinator” will then attempt to contact the student-
athlete.  In addition, the Head Athletic Trainer will continue to try and 
establish contact. 

3) The student-athlete will be considered a “No Show” will be considered a 
positive Level II Violation including all of the sanctions associated with a 
positive result.  In addition, the athlete may be recommended for non-
renewal of the athletic scholarship, if applicable.  This includes not only 
these athletes actively participating but also those student-athletes who 
are receiving athletic financial aid that have been medically disqualified or 
have exhausted their eligibility. 

 
VII. Test Results 

 
The written documentation of the urine and blood testing program are considered 
to be medical records and as such, shall remain in the confidential possession of 
the Chairperson of the Substance Abuse Committee.  However, test results (i.e., 
whether the test is positive or negative), not documentation, may be released to 
the following: 

1) Parents 
2) Director of Athletics 
3) Other members of the Substance Abuse Committee 
4) Head Coach of the student-athlete’s sport 
5) Selected EIU officials on a “need-to-know” basis as determined by the 

Substance Abuse Committee and the Director of Athletics 
6) Referral agencies providing counseling to the student-athlete 
7) Appropriate parties pursuant to a valid subpoena 
8) EIU personnel involved in any appeal by a student-athlete of sanctions 

imposed as a result of a positive drug test 
 

VIII. Resulting Action of Substance Abuse Violations  
 

Contact is considered to be made when the Head Athletic Trainer either 
speaks directly to the student-athlete or receives a written response (via text 
messaging or email) from the student-athlete.  Leaving a message/voicemail, 
sending a test message and/or email does NOT in itself constitute a contact. 
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A. Level 1 Violations (Includes convictions or credible evidence of the 
following: 

 Minor in a bar; 

 Minor in possession; 

 Minor under the influence. 
 

Results of First Level 1 Violation: 
1. Head Coach will be notified 
2. Referral for private counseling (AWARE Program) 
3. May be subject to random, weekly tests for as long as he/she 

remains a student-athlete (See Section I, #5) 
4. Substance Abuse Committee notified 
5. Team physician notified 
6. Director of Athletics notified 
7. Other sanctions as recommended 

 
B. Level 2 Violations (Includes convictions or credible evidence of the 

following: 
DUI, DWI, Public Intoxication, Drunk and Disorderly, all other 
substance abuse-related offenses. 
 

           Results of First Level 2 Violation 
1. Head Coach will be notified. 
2. Referral for private counseling (AWARE Program) 
3. Athletes with eligibility remaining (i.e., they have not been medically 

disqualified or exhausted their eligibility) will be suspended for 1 athletic 
contest OR 10% of the scheduled athletic contests (whichever number is 
greater).  Schedules contests include all scrimmages/exhibitions versus 
outside competition.  Please note that when calculating the 10%, all 
numbers will be rounded down (10% of 2.8 contests = 2.8 or 2 contests).  
Athletes that have been medically disqualified or have exhausted their 
eligibility will complete 50 hours of community service during a given time 
period (as determined by the Office of Compliance).  Failure to do so may 
result in the reduction or cancellation of athletic financial aid. 

4. May be subject to random, weekly tests for as long as he/she remains a 
student-athlete (See Section I, #5) 

5. Substance Abuse Committee notified. 
6. Team physician notified. 
7. Director of Athletics notified. 
8. Other sanctions as recommended. 
 
C. Results of Second Violation (Level I or Level II) 

 
1. Head Coach will be notified 
2. Referral for private counseling (AWARE Program) 
3. Notification of parents 
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4. Athletes with eligibility remaining (i.e., they have not been medically 
disqualified or exhausted their eligibility) will be suspended for 2 athletic 
contests or 20% of your schedule athletic contests (whichever number is 
greater).  Scheduled contests include all scrimmages/exhibitions versus 
outside competition.  Please note that when calculating the 10%, all 
numbers will be rounded down (20% of 28 contests = 5.6 contests or 5 
contests).  Athletes that have been medically disqualified or have 
exhausted their eligibility will complete 100 hours of community service 
during a given time period as determine by the Office of Compliance.  
Failure to do so may result in the reduction or cancellation of athletic 
financial aid. 

5. Additional testing of no less than eighteen (18) times up to a maximum of 
two (2) tests pr week with a two (2) hours notice.  This is in effect for as 
long as he/she remains a student-athlete (see Section I, #5). 

6. Substance Abuse Committee notified. 
7. Team physician notified 
8. Director of Athletics notified 

 
D. Results of Third Violation (Level or Level II) 

 
1. Termination of team membership 
2. Recommend action to the Director of Financial Aid for either the 

immediate cancellation of or the non-renewal for the next semester 
of the athletic scholarship, if applicable. 

 
E. Level I violations remain on student-athlete’s record for a period of one 

year or 365 days.  If the student-athlete does not receive another violation 
(Level I, Level II, Code of Conduct) during that 365 day period, his/her 
record will be expunged (i.e., the record will be “wiped clean”). 

 
F. All Level 2 Violations accumulate during a student-athlete’s career. 

 
IX. NCAA Drug Testing 

 
The NCAA conducts post-season championship and bowl game testing.  All 
student-athlete in every sport will be subject to drug testing before, during or after 
their competitive season (18 football student-athletes and 8 student-athletes from 
other sports will be randomly selected).  Should an EIU athlete test positive in 
any NCAA drug test, they will be declared a positive under the Eastern Illinois 
University program.  The “student-athlete” will be required to fulfill all of the 
requirements under the appropriate penalty.   
 
In addition, the “student-athlete” loses an entire year of eligibility and may 
lose a year of athletic financial aid.  Furthermore, as per NCAA regulations, 
the “student-athlete” will be required to arrange and pay for a NCAA repeat 
drug test and appeal hearing in order to re-establish their eligibility. 
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X. Appeal Rights 
 
A student-athlete may appeal the decisions or action of the Intercollegiate 
Athletics Department (excluding the actual drug testing procedures and 
laboratory results) based on a positive drug test result in accordance with the 
appeal provisions of the Eastern Illinois University Student Code of Conduct after 
following all applicable procedures provided by the Intercollegiate Athletics 
Department. 
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Appendix A 
 

Eastern Illinois University 
 

Reasonable Suspicion to Suspect Prohibited Substance Use Notification Form 
 

I, _________________________, having reasonable suspicion to suspect prohibited substance use 
         (Athletic Department Staff Member) 
 

As defined in Sections IV and V of the Eastern Illinois University Substance Abuse Policy, report the 
following objective sign(s), symptom(s), and/or behavior(s) that I believe reasonably warrant 
 
__________________________ be referred for testing. 
    (Name of Student-Athlete) 
 

The following sign(s), symptom(s) were observed by me over the past ______ hours and/or ______ 
days.  Please include specific, objective behaviors: 
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________ 
 
Substance Abuse Committee: 

 
 

 
By signing below, I am affirming that the reasonable suspicion outlined above does NOT warrant 
testing: 
 
Director of Athletics:__________________________________  Date:______________________ 
 
Associate AD for Internal Operations:____________________   Date:_____________________ 
 
Head Athletic Trainer:________________________________    Date:______________________ 
 
Physician:_________________________________________     Date:______________________ 
 
Faculty Athletics Representative (FAR):___________________________Date:_______________ 
 

 
By Signing below, I am affirming that the reasonable suspicion outlined above warrants testing 
 
Director of Athletics:__________________________________  Date:______________________ 
 
Associate AD for Internal Operations:____________________   Date:_____________________ 
 
Head Athletic Trainer:________________________________    Date:______________________ 
 
Physician:_________________________________________     Date:______________________ 
 
Faculty Athletics Representative (FAR):___________________________Date:_______________ 
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Eastern Illinois University  
Intercollegiate Athletics 

Summer School Aid Policy 

 
It is the policy of the Intercollegiate Athletic Department that summer financial aid 
for student-athletes is a privilege and not a right.  Only the students currently on 
athletic scholarships may apply.  While eligibility and retention of student-athletes 
are important, the primary intent of summer aid is not to help a student-athlete 
retain eligibility but to allow further progress toward the ultimate goal of 
graduation.  If a student-athlete needs summer school because he/she has failed 
or withdrew from classes previously paid for by the department, the student-
athlete may be responsible for paying for the classes and the athletic aid request 
may be denied. 
 
Please Note: 

 Applications are due early April (exact date will be announced) and should 
be returned to the Assistant Athletic Director for Compliance and 
Academic Services. 

 Equivalency sport participants will receive the same equivalency awarded 
during the previous semester. 

 All funds will be awarded on a case-by-case basis.  Summer school aid is 
not guaranteed.  Final approval will come from the Director of Athletics or 
designee. 

 
Facts Concerning Summer Aid: 

 The Intercollegiate Athletic Department will determine what classes are 
necessary for summer school aid.  Factors, such as graduation 
requirements, length of class (number of weeks), credit hours for the class 
and academic standing will be taken into consideration. 

 To be considered for summer aid for study abroad, the following 
requirements must be met:  written request on file, cumulative 3.0 GPA  
with junior standing, as well as, enrolled in an EIU sponsored study 
abroad program for credit.  If approved for study abroad, the 
Intercollegiate Athletic Department will only pay for tuition up to the 
number of hours approved and equivalent. 

 The Intercollegiate Athletic Department will not pay for the theory of 
coaching classes, unless it is required for the major, i.e., physical 
education. 

 
Room and Board: 

 Awarded for a maximum of six (6) weeks.  (Stipend, if any, will be 
determined.) 

 Awarded only for the number of weeks the class actually meets. 

 Exception:  will not be awarded for online courses, internships, 
independent study courses or study aboard. 
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 2 

 
Reminders: 

 Financial assistance for summer school is not guaranteed. 

 If awarded summer aid and a grade lower than a C is earned (unless a 
grade of D is applicable to degree program) in any class the Intercollegiate 
Athletic Department paid for, the student-athlete will be responsible for 
reimbursing the Intercollegiate Athletic Department for all aid 
received. 

 Failure to reimburse the Intercollegiate Athletic Department will 
result in a financial “hold” on the student’s business account which 
could result in being rendered ineligible (due to classes being 
dropped at the beginning of the fall semester), or a reduction in 
financial aid during the fall term equal to the summer school award. 

 If a stipend is awarded for room & board, stipend checks will be distributed 
via financial aid refund, and the date received will depend on the dates of 
the summer school class and good standing with the Financial Aid Office. 

 All funds will be awarded on a case-by-case basis with final approval 
coming from the Director of Athletic or designee. 
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Eastern Illinois University Athletics 
Summer School Aid Application 

 
Name: _________________________________  E #: ______________________________    Date: ______________ 
 
Sport: _________________________________  E-mail: ________________________________________________ 
 

To the Applicant: 
Summer financial aid is a privilege, not a right.  The primary intent of summer aid is NOT to help a student-athlete 
retain eligibility.  Summer school aid is meant to be a reward for a good academic effort throughout the previous year. 

To Be Completed By Applicant: 
Course Title    Hours   Dates   Session  
___________________ ___      ____to____  ____ 
 

___________________ ___      ____to____  ____ 
 

___________________ ___      ____to____  ____ 
To Be Completed By Applicant: 

R
  

eason for Request: (Circle one of the following) 

  Degree Progress August Graduation December Graduation  Eligibility* 
 
* If your reason for this application is eligibility, please explain below: 
 
 
 
Please Note: 

1. Applications are due by April 3rd  -  Please submit to the Compliance Office. 
2. Equivalency sport participants may receive up to the same equivalency you were awarded during the current semester. 
3. All funds will be awarded on a case by case basis.  Summer school aid is not guaranteed.  Final approval will come from the 

Director of Athletics. 
4.  

By signing this scholarship request, I understand the above stipulations: 
 
________________________________________  ___________________ 
Student-Athlete Signature     Date______________________________________ 

To be completed by the Office of Academic Services: 
Academic Standing (circle one)  Current Enrollment Details 
Good Probation     Warning Hours enrolled: ____  Hours dropped ____  Years Eligibility Remaining ____ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Administrative Use Only 
 
Equivalency %: _____________   Residency Status:   In-state Out of state International 
 
Total Hours Requested: _______  Total Hours Approved: _______  
 
Tuition:___________ Fees: ___________ Room & Board: ___________ = Total Award: ________________ 
 
Approved:        Comments: ____________________________ 
 
Yes No _____________________________   ______________________________________ 
  Compliance & Academic Services 
 
Yes No _____________________________   ______________________________________ 
  Head Coach 
 
Yes No _____________________________   ______________________________________ 
  Director of Athletics 
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Overview: 
 
Summer financial aid for student-athlete is a privilege and not a right.  Only those students currently on 
athletic scholarship may apply.  While the eligibility and retention of student-athletes is important, the 
primary intent of summer aid is NOT to help a student-athlete retain eligibility but to allow them to further 
progress towards the ultimate goal of graduation.   If a student-athlete needs summer school because he/she 
has failed or withdrew from classes the department previously paid for, the student-athlete may be 
responsible for paying for the classes him/herself and their athletic aid request may be denied.   
 
Facts about summer aid: 
 

Tuition and Fees: 
 The athletic department will determine what classes you will be awarded summer aid. Factors 

such as graduation requirements, length of the class (number of weeks), credit hours awarded for 
the class, academic standing, etc. will all be taken into consideration.  

 To be considered for summer aid for study abroad you must meet the following requirements: 
written request, cumulative GPA 3.0 and junior standing, and enrolled in an EIU sponsored study 
abroad program for credit. If approved for study abroad, the department will only pay for tuition 
up to the number of hours approved and equivalency. 

 The athletic department will not pay for the theory of  coaching classes unless they are required 
for your major (i.e.: physical education) 

 
Room and Board: 

 Will only be awarded for a maximum of six weeks (Stipend, if any - TBD) 
 Will only be given for the number of weeks a class meets. 
 Will not  be given for online courses, internships, independent study courses, or study aboard 

 
Reminders: 

 Financial assistance for summer school is not guaranteed. 
 If you are awarded summer aid and you earn a grade lower than a C (unless a grade of “D” is 

applicable to your degree program) in any class the athletic department paid for, you will be 
responsible for reimbursing the athletics department for all aid received. 

 Failure to reimburse the athletic department will result in a financial hold on your account, 
which could result in you being rendered ineligible (due to you class schedule being dropped 
at the beginning of the fall semester), or a reduction in aid, during the fall term, equal to the 
summer school award.  

 If stipends are awarded for room and board, stipend checks will be distributed via financial aid 
refund, and the date received will depend on the dates of your class and your good standing with 
the Financial Aid office. 

 All funds will be awarded on a case-by-case basis with final approval coming from the Director 
of Athletics/Designee 

 
 
 
_________________________________________    _____________________ 
Student-Athlete Signature        Date 
 
 
 
_________________________________________    _____________________ 
Assistant A.D. for Compliance & Academic Services     Date 
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Eastern Illinois University  
Intercollegiate Athletics 

Summer School Aid Agreement 

 
Policy:  Summer financial aid for student-athletes is a privilege and not a right.  Only those 
students currently on Intercollegiate Athletic scholarship may apply.  While eligibility and 
retention of student-athletes are important, the primary intent of summer school aid is NOT 
to help a student-athlete retain eligibility but allow them to progress toward the ultimate goal 
of graduation.  If a student-athlete needs summer school because he/she has 
failed/withdrew from classes the department previously paid for, the student-athlete may be 
responsible for paying for the classes him/herself and their athletic aid request may be 
denied. 
 
Facts Concerning Summer Aid: 
 
Tuition and Fees 
 

 The Intercollegiate Athletic Department will determine what classes will be awarded 
summer aid.  Factors, such as graduation requirements, length of class (number of 
weeks), credit hours awarded for the class, and academic standing, will be taken into 
consideration. 

 To be considered for summer aid for study abroad, the following requirements must 
be met:  written request, cumulative GPA 3.0 and junior standing and enrolled in an 
EIU sponsored study abroad program for credit.  If approved for study abroad, the 
Intercollegiate Athletic Department will only pay for tuition up to the number of hours 
approved and equivalency. 

 The Intercollegiate Athletic Department will not pay for the theory of coaching 
classes, unless required for the major, i.e., physical education. 

 
Room and Board 
 

 Awarded for a maximum of six (6) weeks.  (Stipend, if any, will be determined.) 

 Awarded only for the number of weeks the class actually meets. 

 Exception:  will not be awarded for online courses, internships, independent study 
courses or study aboard. 

 
Reminders: 
 

 Financial assistance for summer school is not guaranteed. 

 If awarded summer and a grade lower than a C is earned (unless a grade of D is 
applicable to degree program) in any class the Intercollegiate Athletic Department 
paid for, the student-athlete will be responsible for reimbursing the 
Intercollegiate Athletic Department for all aid received. 

 Failure to reimburse the Intercollegiate Athletic Department will result in a 
financial “hold” on the student’s account which could result in being rendered 
ineligible (due to the class being dropped at the beginning of the fall semester), 
or a reduction in financial aid during the fall term equal to the summer school 
award. 
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 If a stipend is awarded for room & board, stipend checks will be distributed via 
financial aid refund, and the date received will depend on the dates of the summer 
school class and good standing with the Financial Aid Office. 

 All funds will be awarded on a case-by-case basis with final approval coming from the 
Director of Athletic or designee. 

 
 
 
 
 
______________________________________       _________________________ 
Student-Athletic Signature      Date 
 

 
 
 
______________________________________________       ______________________________ 
Assistant Athletic Director for Compliance & Academic Service  Date 
 
 
 
 
Approved:________________________________________________          ______________________________________ 
                         Director of Athletics                                                                        Date 
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Credit Hour Requirements – Memo/Policy 
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Credit Hour Policy 2009 

 

 

Effective Fall 2009, all freshmen receiving a full tuition award (TSA), will be required to 

take a maximum of 27 credit hours during the first year of enrollment.  All out-of-state 

student-athletes will be held to a maximum of 12 hours during the fall while in-state 

freshmen may take the 27 hours, in any combination, during the fall and spring terms.  In 

addition, this policy will be applicable to out-of-state transfer students.  This policy is not 

applicable to freshmen student-athletes that do not receive a full TSA award, in-state 

transfers, and continuing student-athletes. 

 

The 2009-10 academic year will serve as a trial period for this policy.  We will evaluate 

the policy on an annual basis to determine its impact on the department and our student-

athletes and revise as necessary. 
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Eastern Illinois University  
Intercollegiate Athletics 
Athletic Team Travel Policy 

 
Policy: 
 
It is the policy of Eastern Illinois University Intercollegiate Athletics Department to 
allow an adequate number of athletes travel on each team, to provide adequate 
resources to compete, and to safely transport student-athletes and coaches while 
traveling. 
 
The travel parties for the individual sport shall be as follows: 
 
Sport   Players     Aux. Personnel  Total 
 
Football  65/60                25   90/85 
Soccer  20/22                  4   24/26  
M Cross Country    15                  2      17 
W Cross Country    15                  2      17   
M Basketball     13/15                          11   24/26 
W Basketball     15         7      22 
Baseball 
Volleyball     14                  7      21  
M Track     30-25 In/28 Out         7                             37 
W Track                      28                              7                            35 
M Tennis                      8                               2                           10 
W Tennis                      8                               2                           10 
M  Golf                         5-8                            1                           6-9 
W Golf                          5-8                            1                           6-9 
Rugby 
Softball 
M Swimming               20                              3                           23 
W Swimming              20                               3                           23 
 
Second number reflects Ohio Valley Conference Championships. 
 

1. Auxiliary Personnel represents the number of coaches and managers who 
may travel.  This number should also include radio, TV or other personnel 
needed. 

 
2. Unless prior approval is received, one (1) athletic trainer will be allowed to 

travel on all road trips.  (Football is an exception.) 
 

3. This number may be altered for tournaments, play-off contests, 
championship events, or trips during vacation periods. 
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4. Exceptions to the above numbers must be approved in advance by the 
Director of Athletics. 

 
5. All Eastern Illinois University teams traveling off-campus will abide by 

those rules set in place by the head coach.  While using off-campus 
lodging facilities, student-athletes are not authorized to make telephone 
calls, use pay movies, or utilize any other services which could result in 
charge backs to the Intercollegiate Athletic Department.  Head coaches 
are responsible for reminding their squad members of this prior to arrival 
at the lodging facility. 

 
6. The consumption of alcohol, uncontrolled substances and tobacco 

(smokeless or otherwise) is not permitted on vehicles transporting Eastern 
Illinois University athletic teams. 

 
7. Injured players without the proper medical release to compete from the 

team doctor shall not be allowed to travel.  The Director of Athletics will 
approve any exceptions in accordance with rule 4. 

 
8. When traveling by van, student-athletes are NEVER allowed to drive, even 

to pickup or return van(s) to the dealer. 
 

9. When traveling by van, no more than nine (9) individuals may be in one 
(1) van. 

 
10. Student-athletes are not to drive themselves (exception may be granted 

by Sport Supervisor or Director of Athletics) or a teammate to an off-c 
campus practice of the contest site. 
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 3 

 
 
 

Team Lodging 
 

There shall be a limit of two (2) student-athletes with two (2) beds per room.  At 
no time shall student-athletes be required to share a bed. 

 
If it is necessary to have three student-athletes per room, then a roll-away bed 
MUST BE SECURED.  There are no exceptions to this policy. 

 
At no time, is it acceptable for a full-time staff member (administrator, coach or 
trainer) to room with a student-athlete or student-manager.  There are no 
exceptions to this policy. 
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Team Meals 
 
 

Coaches or the travel coordinator traveling with a particular team will be 
responsible for arranging meals or disbursement of monies to the team 
members. 
 
When money is to be given directly to team members: 
 
The following rules apply: 
 

1. Money is disbursed on a per meal basis to each member of the traveling 
party. 

 
2. No more than $30.00 per day is allowed to each student-athlete. 

 
 
3. All travel party members are required to sign-off on the per diem 

acceptance form. 
 
4. Per diem breakdowns are defined in the Eastern Illinois University Travel 

Guideline Policies which are attached. 
 
*Student-athletes should receive breakfast per diem even if a hotel provides a 
continental breakfast. 
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Eastern Illinois University 
Intercollegiate Athletics 

Team Mode of Transportation 
 
All transportation for the Intercollegiate Athletics Department will be arranged 
through the specific sports supervisor. 
 
Travel plans should be submitted a minimum of two (2) months prior to your 
season so that airline travel, ground transportation and lodging might be 
arranged.  In general, the following modes of transportation shall be used: 
 
Football   46 Passenger Buses (3) 
    Charter Air Travel – distances greater than 500 miles 
 
Men’s Basketball  46 Passenger Bus 

Commercial Air Travel – distances greater than 500 
miles 

 
Women’s Basketball 46 Passenger Bus 

Commercial Air Travel – distances greater than 500 
miles 
 

Volleyball   46 Passenger Bus 
Commercial Air Travel – distances greater than 500 
miles 
 

Women’s Soccer  46 Passenger Bus 
    Commercial Air Travel – if one day driving time is 
    greater than eight (8) hours 
 
Swimming (M/W)  46 Passenger Bus 
    Vehicle (9 passenger limit per vehicle) 

Commercial Air Travel – if one driving time is greater 
than eight (8) hours 
 

Track & Field (M/W) 46 Passenger Bus 
 Vehicle (9 passenger limit per vehicle) 
 Commercial Air Travel, if one day driving time is 

greater than eight (8) hours 
 
Tennis (M/W) Vehicle (9 passenger limit per vehicle) 
 Commercial Air Travel, if one day driving time is 

greater than eight (8) hours 
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Golf (M/W) Vehicle (9 passenger limit per vehicle) 
 Commercial Air Travel, if one day driving time is 

greater than eight (8) hours. 
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NCAA Team & Individual Championship Team 

Travel Policy 
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Eastern Illinois University 
Intercollegiate Athletics 

NCAA Team & Individual Championship Team Travel Policy 
 
This policy applied to post Ohio Valley Conference, Missouri Valley Conference 
and Summit Conference team and individual championships.  All travel covered 
under this policy must be for an NCAA Championship event or leading to a 
qualifying event (i.e., zones, regionals, etc.) 
 
The NCAA Championship team/individual travel budget will cover ONLY the 
following individuals.  Any additional travel request expenses must be paid from 
the individual sport team travel budgets.  All NCAA travel guidelines must be 
strictly adhered to. 
 
Coaches must receive PRIOR approval from their respective sports supervisor 
for championship travel. 
 
Panther Club funds MAY NOT be utilized for championship team travel unless 
PRIOR authorization is received by the Director of Athletics 
 
Exceptions to the established Eastern Illinois University NCAA Championship 
travel policy may only be granted by the Director of Athletics, PRIOR to any 
travel occurring. 
 
The following sports will adhere to the NCAA established team travel and 
reimbursement guidelines; 
 

 Football 

 Men’s Basketball 

 Women’s Basketball 

 Soccer 

 Volleyball 
 

 Men & Women’s Golf – travel may begin one day prior to the first day of 
the competition or scheduled practice round) 

 
No more than five (5) athletes may compete as a team 
Full Team – (5)   One (1) non-athlete 
One to four athletes (1-4)  One (1) non-athlete 
 

 Men & Women’s Swimming and Diving – travel may begin one day prior to 
the first day of competition 

 
Policy does not include “last chance meet(s)” 
Diving one qualifying events, athletes must have met all qualifying 
standards 
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One to four swimming athletes (1-4)  One (1) non-athlete 
One to four diving athletes    One (1) non-athlete 
More than four athletes (5^)   Two (2) non-athletes 
 

 Men & Women’s Track & Field - travel may begin one day prior to the first day 
of competition 

 
Must select reimbursement for either the indoor or outdoor season 
 

*One to four athletes in an Event Category (1-4) One (1) non-athlete 
More than four athletes (5^)    Two (2) non-athletes 

 *(i.e., jumpers, throwers, sprinters, etc.) 
 

 Men & Women’s Tennis – travel may begin one day prior to the first day of 
competition 
Full team selection     Two (2) non-athletes 
One to four athletes (1-4)    One (1) non-athlete 
More than four athletes (5^)    Two (2) non-athletes 
 

 Men & Women’s Cross Country – travel may begin one day prior to the first 
day of competition 

 
*One to four athletes (1-4)    One (1) non-athletes 
More than four athletes (5^)    Two (2) non-athletes 

 
 

 Coaches must limit daily driving time to eight (8) hours per day. 
 

 All full time coaches are required to complete the Eastern Illinois University 
Defensive Driving Course prior to any team travel.  Successful completion of 
the course MUST be confirmed by the compliance officer.  

 

 Any staff members who anticipate transporting individuals to and from 
campus must take the defensive driving course prior to any travel. 

 

 Student-athletes are not allowed to drive rental vehicles or transport others 
while on official EIU athletic sponsored trips!  This rule will be strictly enforced 
and Head Coaches will be held accountable. 

 

 At minimum, one full time staff member must travel with the team at all times. 
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** Exceptions to the above team travel policies may only be granted in advance 

by the Director of Athletics. 

NOTE:  travel itineraries must be submitted prior to expected departure time.  
Itineraries should include team roster (names of those traveling), hotel 
information including address and contact phone numbers, flight numbers and 
schedule or bus company name and phone numbers, if applicable for each 
day traveling.  One copy must be turned in to sport supervisor, two copies to 
Director of Athletics Support Staff (Office Manager) and one copy to the 
individual sport secretary. 
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Department of Procurement, Disbursements 

and Contract Services 
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EIU Department of Procurement, Disbursements and Contract Services

    

Tuesday, Nov. 17, 2009
 

Home 
 
Online Resources 
Forms 
P-Card 
Travel 
Purchasing with Banner 
Procurement Bulletin 
Procurement Code 
 
External Resources 
Apple / Dell / HP 
OfficeMax 
UPS 
PaymenNet 
 
Related EIU Offices 
Office of Business Affairs 
Business Services 
Business Office 
 
Meet the Office 

 
Contact Us

Department of Procurement, 
Disbursements and Contract 
Services  
Eastern Illinois University 
1135 Old Main 
600 Lincoln Avenue 
Charleston, IL 61920 
Phone: (217) 581-5313 
Fax: (217) 581-6015 
Hours: M-F 8:00 am - 4:30 pm 

 
 

Department of Procurement, Disbursements 
and Contract Services 
 

 

Travel / General Policies & Guidelines 
 
Prior to Travel

Complete a Travel Application. See Guidelines for assistance.

Reimbursable Expenses

Only expenses relative to the transaction of official University business 
will be reimbursed, subject to applicable statutes, regulations, 
availability of funds, reasonableness and prudence. The cost of 
reasonable business-related special expenses are reimbursable. 
Examples:

1.  Room rental, exhibit space, set up, and such for official business;

2.  Laundry and dry cleaning if on travel status for seven (7) 
consecutive days;

3.  Storage and handling of baggage;

4.  Parking fees and tolls;

5.  Taxis, including reasonable tips (receipt required if in excess of 
$10);

6.  Telephone calls on official business, including a call of three (3) 
minutes or less to announce safe arrival or delay/change in plans;

7.  Telephone calls to secure lodging.

Non-Reimbursable Expenses 

Examples of non-reimbursable expenses are:

1.  Alcoholic beverages;

2.  Coat check;

3.  Entertainment;

4.  Late check-out and room guarantee charges;

5.  MEALS FOR OTHER STATE EMPLOYEES OR OFFICERS;

6.  Parking fines or other traffic violations;

7.  Tips incurred beyond those specifically provided in the 
Reimbursable Expenses.

8.  Collision damage waiver and personal accident insurance on 
rented vehicle. (If you are paying the rental car with the 
University Diner Club Card, the insurance is automatically paid 

http://www.eiu.edu/~purchase/travguide.php (1 of 5) [11/17/2009 10:50:50 AM]

http://www.eiu.edu/
http://www.eiu.edu/atoz.php
http://www.eiu.edu/apply.php
http://www.eiu.edu/student.php
http://www.eiu.edu/employee.php
http://www.eiu.edu/parents.php
http://www.eiu.edu/alumni.php
http://www.eiu.edu/~purchase
http://www.eiu.edu/~purchase/forms.php
http://www.eiu.edu/~purchase/pcard.php
http://www.eiu.edu/~purchase/travel.php
http://www.eiu.edu/~purchase/Banner.php
http://www.procure.stateuniv.state.il.us/
http://www.procure.stateuniv.state.il.us/procurerules.html
http://www.eiu.edu/~purchase/computers.php
http://www.officemaxsolutions.com/html/index.shtml
https://www.campusship.ups.com/login/easternillinoisunive
https://www.paymentnet.com/Login.asp
http://www.eiu.edu/~busaff/
http://www.eiu.edu/~busaff/BusinessServices.php
http://www.eiu.edu/~busofc/home/index.php
http://www.eiu.edu/~purchase/meet.php
http://www.eiu.edu/~bpguide/
http://www.eiu.edu/~purchase/travel/travelapp.pdf
http://www.eiu.edu/~purchase/taguidelines.php
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EIU Department of Procurement, Disbursements and Contract Services

with the Card.) 

9.  Expenses associated with commuting between an employee's 
residence and headquarters';

10.  Meals, lodging and per diem are not reimbursable at 
headquarters or at residence. Mileage expenses, parking fees, 
etc. associated with State business which are in excess of 
commuting expenses are reimbursable at headquarters.

11.  Transportation to procure meals except when the nature and 
location of work at a temporary duty station are such that 
suitable meals cannot be procured at that location. 

Travel Route Expense

All travel shall be by the most direct route. Expenses due to deviations 
for convenience shall be borne by the employee. Distances between 
destination shall be as shown on the Highway Map. Where no mileage is 
available, odometer readings shall be used. Mileage in and around a city 
of destination may be claimed as such.

Non-Required Travel

When travel is not required as a condition of employment but is a 
benefit to both the University and the employee, the Account Manager, 
or designee may provide partial reimbursement. The reimbursement 
may not in any case exceed the rates otherwise authorized.

Registration Fees

Registration fees up to $50.00 may be reimbursed on a Travel Voucher 
providing there are other reimbursable travel expenses. Registration 
fees exceeding $50.00 cannot be reimbursed on a Travel Voucher but 
must be submitted on a Request for Payment from Contractual Services 
(account 71276) line item.

Per Diem

1.  The per diem allowances specified in the Reimbursement 
Schedule are the maximums allowed.

2.  Per diem shall be paid for travel which involves overnight lodging 
or is eighteen (18) or more continuous hours. Per diem is given 
in lieu of the meal allowance and is to cover the cost of meals 
and meal tips. Receipts need not be submitted to support this 
allowance.

3.  Per diem shall be based on the quarter system for computing the 
allowance for days or fractions thereof. Each quarter shall be six 
(6) hours, commencing at midnight, 6:00 am, noon and 6:00 
pm. The traveler shall be allowed one-fourth of the daily 
allowance for each period of six (6) hours or fractions thereof.

4.  Meal allowance and per diem may not be mixed on the same trip 
or day. For example; If the traveler left at 6:30 am on Tuesday 
and returned at 5:00 pm on Thursday for in-state travel, the 
traveler would get $21.00 for Tuesday, $28.00 for Wednesday 
(providing no meals were supplied) and then $21.00 on 
Thursday.

Same Day Travel

Meal Allowance

http://www.eiu.edu/~purchase/travguide.php (2 of 5) [11/17/2009 10:50:50 AM]
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EIU Department of Procurement, Disbursements and Contract Services

1.  The meal allowances specified in the Reimbursement Schedule 
are the maximums allowed.

2.  The meal allowances apply when the traveler is not eligible to 
receive per diem. Receipts are not necessary.

3.  Breakfast is reimbursable when an employee is on travel status 
and leaves at or before 6:00 am.

4.  Lunch is not reimbursable.

5.  Dinner is reimbursable when an employee is on travel status 
and returns at or after 7:00 pm. Employees starting travel after 
4:30 pm but before 6:30 pm are allowed reimbursement for 
dinner if the traveler would not be eligible for per diem.

Purchase of Meals for Non-State Employees

Meals purchased for guests of the University (non-state employees), 
while the traveler is on travel status, are reimbursable in "reasonable 
amounts". (See Business Expense Reimbursement for Food 
Purchases policy, Internal Governing Policies.) The traveler must 
include a statement on the Travel Voucher specifying why, for whom, 
and certifying that the claim does not include alcoholic beverages.

Lodging Allowances

1.  The lodging allowances specified in the Reimbursement Schedule 
are the maximum rates allowed.

2.  It is the responsibility of each employee to request the lowest, 
logical available lodging rate. Employees should be prepared to 
provide identification and proof of State employment to obtain 
State lodging rates. If you are unsuccessful in obtaining rates 
under the allowable rate, you will need to complete a Travel 
Exception Approval Form and attach that to the Travel Voucher.

3.  Conference lodging or lodging at official meeting hotels when in 
excess of the maximum allowed in the Reimbursement Schedule 
are to be pre-approved by the Account Manager or designee. 
PLEASE click the Conf. Hotel box on the web Travel Voucher or 
note on the paper Travel Voucher in the Comments Section that 
the hotel was a conference hotel.

Conference Lodging

The President has delegated pre-approval conference lodging and official 
meetings lodging to the Account Manager. Individuals attending a 
conference or official meeting may be reimbursed for the room cost in 
an amount greater than the maximum allowance provided in the 
Reimbursement Schedule if the room rate is the lowest available at that 
hotel or motel in the immediate vicinity of where the conference is being 
held and has been pre-approved by the Account Manager. Click the 
Conf. Hotel box on the web Travel Voucher or note on the paper Travel 
Voucher in the Comments Section; that the hotel was a conference 
hotel.

UPDATED July 1, 2008 A copy of the official 
conference brochure, registration form, or other 
documentation of the conference, detailing 
information regarding designated conference 
hotels, and meals MUST be attached to the travel 
voucher. Vouchers without this attached, will be 
returned. 
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Modes of Transportation

1.  All travel shall be by the most economical mode of transportation 
available considering travel time, costs and work requirements. 
Modes of transportation authorized for offical travel include 
automobiles, railroads, airlines, buses, taxicabs, and other usual 
means of conveyance.

2.  Fleet vehicles may be used when most economical and feasible.

3.  Arrangements on airplanes, trains, or boats shall be the least 
(reasonable) cost available alternative.

4.  Chartered aircraft, boats, trains, buses or other such 
conveyance, shall be used only as a last resort or if proven to be 
most economical for the circumstances. A full explanation for the 
use of such transportation must accompany the voucher.

5.  The rental of any automobile while on travel status is allowed, if 
circumstances require. The most economical vehicle available 
that is suitable for the University's business shall be obtained. 
The collision damage waiver and personal accident insurance on 
rented vehicles are not reimbursable. (If you are paying the 
rental car with the University's Diner's Club Card, the insurance 
is automatically paid with card.)

6.  Privately owned vehicles may be used when authorized. A) 
Employees using private vehicles on University business must 
have insurance coverage in an amount not less than that 
required by state statutes. Minimum liability insurance coverage 
required is: 1)$20,000 for injury or killing one person 2)$40,000 
for injuring or killing more than one person 3)$15,000 for 
damages caused to the property of others. B) Reimbursement for 
use of a private vehicle shall be on mileage basis and shall be in 
accordance with the rate as shown in the Reimbursement 
Schedule.

After Travel

A Travel Voucher is required for reimbursement of travel expenses. The 
original and one copy of the voucher must be signed by the traveler and 
forwarded to the Department of Procurement, Disbursements and 
Contract Services. Expenses are to be shown in detail and shall be 
itemized by day and by type of expenses with original receipts 
attached. Exception: Meals do not requrie receipts.

If the amount of the Travel Voucher does not exceed the amount 
approved by the Account Manager on the Travel Application, the Travel 
Voucher may be submitted without further approvals.  

Review and Correction of Travel Voucher

Travel Vouchers with regular Travel Application attached are to be 
submitted to the Department of Procurement, Disbursements and 
Contract Services to be reviewed and processed. Any Travel Voucher 
not in compliance with the Travel Policy may be corrected by the 
Department of Procurement, Disbursements and Contract Services staff 
or returned to the Account Manager requesting additional explanation or 
supporting documentation.

According to new Regulations issued by the Internal Revenue Service, 
all claims for the reimbursement of travel expenses must be submitted 
promptly after the approved travel is completed. If the travel 
reimbursement form is not submitted within 60 days of the completion 
of travel, the reimbursement must be considered taxable income to the 
traveler according to the IRS. Effective July 1, 2008 travel expense 
reimbursement requests that are submitted more than 60 days after 
travel has been completed will be included in the employee's 
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payroll and the appropriate amount of tax will be withheld from 
the employee's wages. These amounts will be included on the 
employee's Form W-2. This regulation does not change what travel 
expenses can be reimbursed, it just requires the request for 
reimbursement to be submitted on a timely basis or the reimbursement 
is subject to tax. Please help us avoid including travel reimbursements 
in your taxable wages by submitting reimbursement requests in a timely 
manner. 

Receiving Reimbursement Check

The traveler's reimbursement check will be mailed to his/her campus 
address unless otherwise indicated. 

  

  

 
 
 

  Eastern Illinois University :: 600 Lincoln Avenue :: Charleston, IL 61920-3099 :: 217-581-5000 :: Contact Us :: Maps & Directions 
Privacy Statement :: Confidentiality Statement :: Mission Statement :: Federal and State Mandated Information :: Alert EIU
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EASTERN ILLINOIS UNIVERSITY 
DEPARTMENT OF INTERCOLLEGIATE ATHLETICS 
 
TRAVEL AUTHORIZATION FORM 
(Must have prior approval from sport supervisor) 
 
   
          
_______________________________________________   Travel Itinerary 
Name 
                   Date  
________________________________________________ 
Title                   From  
 
________________________________________________           To  
Date 
 
Type of Travel (check one)               Business Purpose  
       
        Team            Conference/Convention        
    
        Recruiting           Meeting/Panther Club     
          
        Official Visit           Candidate Job Interview 
 
   
 
Budget Information (estimated costs) 
 
Airfare  $_________    Hotel   $_________ 
 
Rental Car  $_________    Registration  $_________ 
         

Per Diem  $_________    Other   $_________ 
          

Auto   $_________    Total Est. Cost $_________  
 
_____________________________________    

Supervisor Signature         
 
_____________________________________ 
Month/Day/Year 
 
This form is due two weeks prior to each trip.  Please attach your travel roster to this form. 
This form needs to be in triplicate; one copy to the Athletic Business Office, one for the 
Sports Supervisor, and a copy for the Coach.  A copy will also need to be attached to your 
final trip report. 
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 2009-2010 
 COMPLIMENTARY TICKET POLICY 
 
Complimentary tickets to Eastern Illinois Athletics athletic events may be given to 
visiting guests and dignitaries when the goodwill created by doing so is judged to be 
beneficial to the interests of the University.  This practice has been in effect at the 
University for many years; however, a formal review and revision of past practice into 
present policy is appropriate.  The purpose of this policy statement is to provide 
guidelines to insure responsible management and appropriate accountability for 
complimentary tickets to Eastern Illinois University athletic events. 
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 SUMMARY OF COMPLIMENTARY TICKET ADMISSIONS 
 
 
Complimentary admission to athletic events is regulated by NCAA, University and 
Department policies. 
 
The following is a categorical list of complimentary tickets issued: 
 
1. Player Pass - Four admissions per player as regulated by the NCAA and 

administered by the athletics ticket office. 
 
2. Recruit Pass - Up to three admissions per recruit as set forth in NCAA 

regulations. 
 
3. Athletic Department Staff comps – All athletics department staff receives 

tickets for both football and basketball.   
 
4. Promotional Comps – Promotional complimentary tickets are available but 

must be approved by the Director of Athletics. 
 
5.    Visiting Team Comps - Issued according to NCAA, Conference and 

contractual agreement. 
 
6. Auto Dealer Comps - Given four football season tickets and four basketball 

season tickets for their services. 
 
7. Special Comps - These are issued upon request and must be approved and 

accounted for by the Director of Athletics. 
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 ATHLETIC ADMINISTRATION AND STAFF 
 Complimentary Tickets 
 July 2008 
 
Eastern Illinois athletic staff will be entitled to receive complimentary football tickets for 
their family.  Each request will be based on immediate family members currently living 
in the staff member’s household.  Children that have graduated high school will no 
longer be listed as a family member.  Season tickets for football will be distributed to 
each staff member prior to the start of the football season.  For men’s and women’s 
basketball games – staff members will be entitled to receive complimentary tickets for 
their family.  Staff members must contact Cindy Bayes in the ticket office to sign-
up for those basketball tickets no later than Noon the day of the game. 
 
Exceptions to this policy apply for athletic director, head football coach, head 
men’s basketball coach and head women’s basketball coach.  They will receive 
additional season tickets for their respective sport. 
 
Athletic Director  Football – 4  M/W Basketball – 4 
Football HC   Football – 14 M/W Basketball – 2 
Men Basketball HC Football – 3  M Basketball – 14, W Basketball – 4 
Women Basketball HC Football – 4  M Basketball – 4, W Basketball - 14 
 
 
 
 New Season Ticket Request 
 
Season ticket information will be sent to all those who call or write the Athletic Ticket 
Office requesting information.  Also, information will be sent to all those who ordered 
single game tickets from the previous year and any Panther Club members who did 
not order any tickets. 
 
Season tickets will be mailed to all season ticket holders in early August for football 
and in October for basketball.  All single game tickets will be mailed on the day 
following the order unless otherwise stated. 
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Student-Athlete Information 
 
Student-athletes may enter games with their Panther Card Campus ID cards.  Seating 
for Football games is on the south end of the O’Brien Stadium grandstand in sections 
A & B.  Students may enter through Gate 1 for Student Section Seating.  Students 
may enter basketball games in the Arena through any entrance.  Seating for men’s & 
women's basketball is in the courtside bleachers in the lower section of Lantz Arena.  
All other athletics event seating for the regular season is general admission.   
 
 
 Player Pass Procedures, 2008-09 
Home Games: 
Student-athletes may receive a maximum of four (4) complimentary admissions per 
home game in the sport the individual participates in.  (These admissions are received 
regardless of whether the student-athlete competes in the game.) 
 
Trades with other players are allowed.  If additional tickets are still needed, they may 
be purchased from the Ticket Office prior to the game.  (These must be paid for in 
advance with a credit card, check or cash.) 
 
Football player ticket requests must be signed for at the football office desk by practice 
the Thursday before the game.  Men's basketball player ticket requests must be 
turned into the Ticket Office by 3:00 p.m. the day before the game.  If the request is 
late, the ticket must be purchased.  Arrangements for Olympic sports complimentary 
passes will be handled by the coaches and the ticket office on a sport-by-sport basis.  
ANY CHANGES MUST BE MADE IN PERSON AT THE ATHLETIC TICKET 
OFFICE. 
 
 
Away Games (football only): 
Student-athletes who are part of the official travel party may receive two (2) 
complimentary admissions at away games.  Based on event/opponent a maximum of 
four (4) tickets may be issued for each traveling player.  That will be a decision made 
by the athletic director, sport supervisor and head coach. 
 
 
Ticket requests must be turned into the Ticket Office by practice the Wednesday 
before the game in football.  Men's basketball ticket requests must be turned into the 
Ticket Office by 12:00 p.m. the day before the team departs for a list creation or a 
member of the traveling party will handle all complimentary admissions and make 
contact with the visiting ticket office for distribution.  Arrangements for Olympic sports 
complimentary passes will be handled by the coaches and the ticket office on a sport-
by-sport basis. 
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Post-Season Policy: 
 
Conference Tournament Policy (Student-Athletes) 
For Conference tournament events, each student-athlete on the official travel roster 
will be given a maximum of two (2) tickets for use by immediate family members only. 
 There is no sharing of conference tickets (so if you only have one immediate family 
member attending – you may only have one complimentary ticket).  Prior approval for 
conference tournament tickets must be made by athletic director, sport supervisor and 
head coach. 
 
NCAA Ticket Policy (Student-Athletes) 
For NCAA Tournament appearances, each student-athlete on the official travel roster 
will be given a maximum of two (2) tickets for use by immediate family members only. 
 There is no sharing of conference tickets (so if you only have one immediate family 
member attending – you may only have one complimentary ticket).  Prior approval for 
conference tournament tickets must be made by athletic director, sport supervisor and 
head coach. 
 
NCAA/Conference Tournament Ticket Policy (Coaches) 
For NCAA Tournament and Conference Tournament appearances, Eastern Illinois 
athletics will help provide complimentary tickets for that sport’s coaches and their 
families. 
 
Player Guests: 
EACH PERSON MUST PRESENT A PICTURE ID EVERY TIME THEY ENTER A 
CONTEST!  No hard tickets will be given, only stubs with the seat number.  
Substitutions at the gate are not accepted.  The football player pass gate at 
O’Brien Stadium is located on the east side of the stadium at Gate 3.  The men's and 
women’s basketball player pass gate is located next to the main ticket window on the 
Lantz Arena main concourse.   
 
FOR STUDENT-ATHLETES TO MAINTAIN ELIGIBILITY, THESE RULES MUST BE 
FOLLOWED: 
 
 (1) A student-athlete may not receive payment or any item of value in 

exchange for his or her complimentary admission. 
 (2) Individuals on the pass list, designated by the student-athletes, 

may not receive payment or any item of value in exchange for his or 
her complimentary admissions. 
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PRIORITY TICKET DISTRIBUTION LIST 
For selected events complimentary tickets will be distributed in the following manner.  
This policy order also applies to NCAA Tournament tickets in the order they will be 
made available. (Note – not all categories apply to complimentary tickets). 
 

1.) President/Vice President Office 
2.) Athletic Staff Needs 
3.) Season Ticket Holders 
4.) Foundation/Development Office 
5.) EIU Alumni Office 
6.) General Public 
7.) Student Body 

 
 
 
 
 PURCHASING TICKETS 
 
Tickets are available 24 hours a day, 7 days a week online at 
http://www.eiupanthers.com  To order by phone call (217) 581-2106. The ticket office 
is open from 8:00 am -5:00 pm, Monday-Friday. On game days, the hours are set 
once the game time has been set.  Please consider the following information when 
ordering tickets. 
 
 •  All ticket sales are final.  No refunds or exchanges will be given. 
 •  Children, age three and over, are required to have tickets. 
 •  Wheelchair seating is available. 
 •  Payment must be made by cash, check, money order, VISA, MC or  
     Discover. 
 •  Will Call tickets are located at the O’Brien Stadium or Lantz Arena ticket 
             Offices based on sport. 
 •  A photo ID is required to pick up tickets. 
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Eastern Illinois University  
Intercollegiate Athletics 

Tobacco and Smokeless Tobacco Policy 
 
 

It is of the utmost importance that Eastern Illinois University Intercollegiate 
Athletic Department comply with the following policy: 
 
NCAA Bylaw 11.1.5 states:  “The use of tobacco products is prohibited by all 
game personnel (e.g., coaches, trainers, managers and game officials) in all 
sports during practice and competition.”  Furthermore, Bylaw 17.1.8 states “The 
use of tobacco products by a student-athlete is prohibited during practice and 
competition.”  The term “practice” includes all countable athletically related 
activities other than competition. 
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 1 

Eastern Illinois University Intercollegiate Athletics 
Volunteer Coach Agreement 

 
 
 
It is of the utmost importance that volunteer coach understands that he/she does 
not receive compensation or remuneration from Eastern Illinois University as per 
NCAA bylaw 11.01.5.  All provisions are listed on the Volunteer Coaching 
Contract which is attached. 
 
The policy for completing said form: 
 

1. The volunteer coach is responsible for reviewing the information of the 
attached agreement form and signing/dating the form where 
appropriate. 

 
2. Once the volunteer coach has signed/dated the form, the Head Coach 

is responsible for reviewing, signing and dating the form where 
appropriate. 

 
3. When the form is complete, the Head Coach will forward the form to 

the Assistant Athletics Director for Compliance in the Compliance 
Office. 

 
4. The Assistant Athletic Director for Compliance will review for 

completeness, sign and forward to the Director of Athletics for 
signature. 

 
5. If approved by the Director of Athletics, the form will be forwarded to 

the Vice President of Student Affairs for signature.  A copy of the fully 
executed agreement will be placed in the volunteer coach’s file. 

 
6. The form must arrive in the Compliance Office no later than 48 hours 

before the volunteer coach first begins his/her duties in the Athletics 
Department. 

 
7. Additional blank forms can be acquired from the Compliance Office or 

the Athletic Administrative Office. 
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Volunteer Coach Agreement 

 

 

Sport: ___________________________________   Academic Year: ____________________________________ 

 

Eastern Illinois University and its Board of Trustees are pleased you have agreed to serve as a volunteer coach. Per 

NCAA bylaw 11.01.5, a volunteer coach is any coach who does not receive compensation or remuneration from the 

institution's athletics department or any organization funded in whole or in part by the athletics department or that is 

involved primarily in the promotion of the institution's athletics program (e.g., booster club, athletics foundation 

association). The following provisions shall apply: 

 

(a) You are prohibited from contacting and evaluating prospective student-athletes off campus or 

from scouting opponents off campus and may not perform recruiting coordination functions (see Bylaw 11.7.1.2). 

 

(b) You may not make telephone calls to prospective student-athletes. 

 

(c) You may receive a maximum of two complimentary tickets to home athletics contests in the sport you coach. 

 

(d) You may receive complimentary meals incidental to organized team activities (e.g., pre- or post-game meals, 

occasional meals) or meals provided during a prospective student-athlete's official visit-within a 30-mile radius, provided the 

individual dines with the prospective student-athlete. 

 

(e) You may be eligible to receive compensation for employment at an institutional sports camp. 

 

(f) You may assist the Head Coach with team driving as long as you maintain a valid driver's license with no 

restrictions that has not been suspended or revoked in any state. 

 

(g)You must participate in compliance rules education sessions. 

 

(h) You may not coach any outside club team or provide an individual or group lessons to any prospective student athletes 

without prior approval from the Compliance Office. 

 

(i) You must follow all policies and procedures of Eastern Illinois University, the Ohio Valley Conference, and the 

National Collegiate Athletic Association.  

 

As a volunteer, you will not receive any salary or other employee benefits. However, you will be covered for negligent acts 

within the course and scope of your volunteer duties by the State Employees Indemnification Act and the State University 

Risk Management Association (SURMA). You will not be eligible for Workers Compensation. This agreement expires on 

July 1, 2010 and may be renewed thereafter on a semester or annual basis. 

 

I, ____________________________________, fully understand the principles and provisions of this document and 

have been advised and understand the provisions set forth under NCAA bylaw 16.02.3~ 10.1, & 10.3. Please sign 

below signifying acceptance and understanding of these conditions. 

 

 

__________________________________________             __________________________________________ 

Volunteer's Signature                                 Date                      Head Coach’s Signature                            Date  

                 

 

__________________________________________             __________________________________________ 

Compliance Signature                                Date                      Director of Athletics                                  Date                  

 

 

__________________________________________             __________________________________________ 

Vice President for Student Affairs             Date                      Vice President for Business Affairs             Date    
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