GUIDELINES FOR RESEARCH ASSOCIATES

Office of the Provost
University of Pittsburgh

Effective: August 2006 (Updated 2018)

DEFINITION

Research Associates will normally have full-time appointments in support of research
and/or scholarship. The appointment is renewable and is not viewed as preparation for
another position. Research Associates will have the Ph.D. or equivalent doctoral degree,
will work under the supervision of a faculty member, and are supported from funds
awarded externally or allocated internally to perform duties designed to meet the goals
for which the funding was established. They are not expected to have regular teaching
responsibilities. Research Associates are employees of the University, are not members
of the faculty, are paid through the University, and a fringe benefit rate is charged on the
basis of salary. Experience and quality of performance may justify an appointment or
promotion to Senior Research Associate. Such appointments or promotions will be in
accordance with criteria established within each School or Center. Any subsequent
appointment as a member of the faculty will require separate personnel actions under the
University guidelines for faculty appointments and are not promotions. !

APPOINTMENT GUIDELINES

A Research Associate must receive a letter that states the general conditions of the
appointment and specifies the following: title of the appointment, salary, reference to the
fringe benefits associated with the appointment as outlined later in these guidelines,
duration of the appointment (starting and ending dates, normally for not more than one to
three years duration and subject to annual performance review), general duties, any
training requirements, and other pertinent terms of the appointment. With the exception
of visiting appointments (of no more than three years duration), all Research Associate
appointments must be made in accordance with the University’s affirmative action search
procedures, unless a search waiver is first approved by the Office of Affirmative Action.
The letter of appointment should outline the scope of the anticipated project and the
Research Associate’s role within it. If the position is supported by external funds, the
source of external funds should be stated as well as that these funds are projected to be

'A not uncommon practice in the Health Sciences schools is to appoint an individual who was previously a
Research Associate to the position of Research Assistant Professor. Research Assistant Professors are non-
tenure stream members of the faculty, work more independently than Research Associates, and may receive
research funding in their own right. They are not ordinarily expected to undertake regular teaching
responsibilities. Such appointments are governed by the University’s Policies and Procedures pertaining to
non-tenure stream faculty members and are summarized in the Faculty Handbook.

Links to policies updated 1/27/2023.


https://www.facultyhandbook.pitt.edu/

available for the duration of the appointment. If external funding is terminated prior to
the ending date stated in the appointment letter, the appointment can be terminated with
as much prior notification as possible, but in no event less than thirty (30) days. The letter
of appointment should be signed by the supervisor and the department chair (or other
responsible University official), and should be sent to the Research Associate in
duplicate, along with a copy of these guidelines. If the appointment is accepted, the
Research Associate must sign one copy of the appointment letter and return it to the
designated authority.

Appointment Requirements: The Immigration Reform and Control Act requires
employers to institute procedures for verifying that a job applicant is authorized to be
employed in the United States. As a condition of appointment, a Research Associate is
required to produce the necessary documentation to demonstrate his or her eligibility to
work in the United States. Please refer to University Policy and Procedure ER 08
(formerly 07-01-04), Employment Eligibility Verification: [-9. The University’s Office
of International Services should be consulted as necessary.

REAPPOINTMENT GUIDELINES

The criteria and regulations that pertain to original appointments apply to reappointments
and should also be governed by the following considerations:

o Reappointment requires satisfactory performance as determined by the supervisor
and continuation of funding for the position.

o Reappointment should normally be made at the same or higher salary.

o Written notice from the supervisor and department chair (or other responsible

University official) of reappointment or of non-reappointment, including an
explanation of the circumstances, should be provided at least 90 days prior to the
end of the current contract. Extending delay of this notification should be granted
only with the mutual agreement of the Research Associate for specific reasons
made clear to the RA.

GRIEVANCE SITUATIONS

This section covers two grievance categories: Unfair Treatment and Early Termination
of Appointment. It should be noted that such issues as sexual harassment, creation of a
hostile work environment, or discrimination based on race, sex, ethnic origin, age or
handicap are subjects of separate University policies and therefore are not considered as
grievance situations within the scope of this document. (See the next section, “Campus
Workplace Policies and Procedures,” for information on specific policies and procedures,
including the process for making complaints, relating to these issues.)

Unfair Treatment: A Research Associate who believes that he or she has been treated
unfairly should first discuss the problem with the supervisor. Each school or unit should
designate a faculty member or member of the administration, whose duties are to serve as


https://www.policy.pitt.edu/er-08-employment-eligibility-verification-i-9-formerly-07-01-04

a resource to a Research Associate in addressing and resolving grievances. If a resolution
cannot be reached at either the departmental level or through the efforts of the designated
resource person, the Research Associate should present the grievance to the dean/regional
campus president/center director for informal evaluation and, as necessary, adjudication.
The determination by the dean/regional campus president/center director is the final step
in the grievance process.

Early Termination of Appointment (other than for loss of external funding): Early
termination refers to the dismissal of a Research Associate prior to the end date of the
contractual period of appointment. Early termination may be initiated only if the
Research Associate has received an appropriate and timely written warning with respect
to his or her performance, or has clearly violated one of the major canons of institutional
responsibility or University policy. The Research Associate must be informed in writing
of the reasons for the termination. The termination letter must be signed by the
supervisor and co-signed by the department chair (or other responsible University
official). The appeals procedure must be included with the early termination letter.

The appeals procedure for early termination is as follows: (1) The Research Associate
must appeal to the dean/regional campus president/center director in writing within two
weeks of receiving the notification of termination. (2) The dean/regional campus
president/center director will appoint a hearing officer to investigate the merits of the
grievance, which will include a hearing for the appellant. (3) Within six weeks of filing
the appeal, the hearing officer shall present his/her findings and recommendations to the
dean/regional campus president/center director. The appellant shall be provided with a
notification of the findings and recommendations of the hearing officer. (4) The
dean’s/regional campus’/center director’s decision will be rendered in a timely fashion,
and the appellant so notified as soon thereafter as possible. The dean’s/regional
campus’/center director’s decision is the final step in the appeals process.

CAMPUS WORKPLACE POLICIES AND PROCEDURES

As members of the University community, it is important that Research Associates are
familiar with the following policies and procedures, as well as their potential roles and
responsibilities in the University workplace:

e (S 07 (formerly 07-01-03), Nondiscrimination, Equal Opportunity, and Affirmative Action
e (S 20 (formerly 06-05-01), Sexual Misconduct and Discrimination and
corresponding procedure
e CS 07 (formerly 07-01-03), Nondiscrimination and Anti-
Harassment Procedure
e (S 05 (formerly 06-03-03), Harassment by Telecommunication
o 02-04-03, Faculty-Student Relationships see CS 02 Consensual Relationships
e AO 10 (formerly 10-02-05), Computer Access and Use

Research Associates must also complete the online sexual harassment training program
described at Office for Equity, Diversity, and Inclusion Education. Upon completion,
the certificate of completion must be turned in to the departmental administrator.


https://www.policy.pitt.edu/cs-07-nondiscrimination-equal-opportunity-and-affirmative-action-formerly-07-01-03
https://www.policy.pitt.edu/cs-20-sexual-misconduct-formerly-06-05-01
https://www.policy.pitt.edu/cs-07-nondiscrimination-equal-opportunity-and-affirmative-action-formerly-07-01-03
https://www.policy.pitt.edu/cs-07-nondiscrimination-equal-opportunity-and-affirmative-action-formerly-07-01-03
https://www.policy.pitt.edu/cs-05-harassment-telecommunication-formerly-06-03-03
https://www.policy.pitt.edu/cs-02-consensual-relationships-formerly-07-14-01
https://www.policy.pitt.edu/ao-10-computer-access-and-use-formerly-10-02-05
https://www.diversity.pitt.edu/education
http://training.newmedialearning.com/psh/pitt/

RESEARCH INTEGRITY

The University seeks excellence in pursuit of knowledge and scholarship and requires all
members of the University community to adhere to the highest standards of responsible
conduct and integrity in research. Should a violation of research integrity and/or research
misconduct appear to occur, the University of Pittsburgh Research Integrity Policy
contains the details of procedures to be followed. This Policy applies to all research-
related positions.

Research misconduct is defined as: (1) fabrication, falsification, plagiarism and other
practices that seriously deviate from those that are commonly accepted in the scientific
community for proposing, conducting or reporting research; (2) material failure to
comply with federal requirements for the protection of researchers, human subjects or the
public or for the welfare of laboratory animals; and (3) failure to meet other material
legal requirements governing research.

All individuals involved in research are required to complete the CITI Responsible
Conduct of Research course before performing research activities. A Research Associate
should also complete the required training in research protocol issues, including training
in responsible conduct; IRB and TACUC issues; HIPAA; and intellectual property
issues, including conflict of interest. Additional training may be provided by the
supervisor, the home department, the school and/or the University. Additional
information about training courses can be found at Responsible Conduct of Research.

All Research Associates must also subscribe to the principles with respect to responsible
authorship and publications practices that are set forth in the Guidelines for Responsible
Conduct of Research, 4. Authorship and Other Publication Issues, available at
Guidelines for the Responsible Conduct of Research.

PATENT RIGHTS: Patent rights resulting from research conducted in whole or in part
by a Research Associate are subject to the University of Pittsburgh Patent Rights and
Technology Transfer Policy (decommissioned April 5, 2021 see RI 10 Intellectual
Property). It should be noted that data collected as part of the assigned research duties of
the Research Associate or as part of training and education are the property of the
University, including original research notebooks and electronic files. Patent rights
resulting from externally-sponsored research grants, contracts, or other such
arrangements are also subject to the terms of those agreements. The supervisor should
make every effort to give fair credit to the RA for his/her research and scholarly
contribution to a creative work.


https://www.policy.pitt.edu/research-integrity
https://www.orp.pitt.edu/training/required-training/all-investigators
https://www.orp.pitt.edu/sites/default/files/guidelines_for_responsible_conduct_of_research.pdf
https://www.policy.pitt.edu/ri-10-intellectual-property
https://www.policy.pitt.edu/ri-10-intellectual-property
http://www.bc.pitt.edu/policies/policy/11/11-02-01.html)

SALARIES

Unless otherwise stated in the letter of appointment, each year the level of compensation
will be reconsidered and adjustments made as appropriate and financially feasible, in
accordance with the University’s guidelines for annual salary increments as well as any
federal guidelines that may be applicable for federally-funded projects. Inasmuch as
Research Associates qualify as exempt employees under the federal Fair Labor Standards
Act, their minimum annual compensation must be set at the minimum established by that
statute.? Part-time Research Associates must also receive this minimum level of annual
compensation in order to maintain exempt status.

HEALTH INSURANCE COVERAGE

Research Associates who receive full-time or fractional appointments are eligible to
participate in the University’s health insurance plan for faculty and staff. The University
will provide individual coverage at an assigned cost to the individual. Family coverage
(for spouses and dependent children) is available by paying the supplemental premium
per University guidelines. To enroll in the individual or family plan, a Research
Associate must complete an enrollment form. Research Associates who participate in the
University health insurance plan may elect to purchase optional dental and vision
coverage.

ACCESS TO UNIVERSITY LIBRARIES, RECREATIONAL FACILITIES,
COMPUTING AND TRANSPORTATION SERVICES

The University photo L.D. card issued to all Research Associates guarantees access to the
University libraries and recreational facilities on the same basis as faculty members and
staff. They will also receive e-mail accounts and access to the University’s computing
and network services, which accounts and access are subject to the University’s computer
use and access policies. In accordance with the University’s current contract with Port
Authority Transit of Allegheny County, the University I.D. card can also be used to
access PAT bus services in a manner comparable to faculty, staff and students.

OTHER BENEFITS
Vacation

Research Associates on 12-month contracts receive 20 days of paid vacation each year.

Leaves Under the Family and Medical Leave Act (FMLA)

The University provides for family and medical leaves in accordance with the Family and
Medical Leave Act (FMLA). A government notice that fully explains employee rights
and responsibilities under the FMLA is included in the Appendix to these Guidelines.

2 That minimum compensation level is currently $23,660



In brief, Research Associates who have been appointed for at least 12 months and have
served a minimum of 1,250 hours in the preceding 12 months are eligible for a total of 12
weeks per year of unpaid leave for a serious health condition, or a family member’s
serious health condition incapacity due to a serious health condition, and/or to address
qualifying exigencies due to an immediate family member’s active military duty or call to
active duty status. Eligible Research Associates are also entitled to up to 26 weeks of
unpaid leave to care for an injured covered service member during a single 12-month
period. Research Associates are subject to the same FMLA procedures and requirements
as regular University staff as set forth in ER 09 (formerly) Policy 07-07-02 and its related
Procedure. Additional information on a Research Associate’s Rights and Responsibilities
under the FMLA is set forth in the government notice reproduced at Appendix to these
Guidelines.

Parental and Medical/Maternity/Family Leaves

Research Associates are eligible for paid parental leave in conjunction with the birth or
adoption of a Research Associate’s child. The parental leave will provide the birthmother with
either 6 weeks of paid parental leave for a non-surgical delivery or 8 weeks of paid parental
leave for a surgical (c-section) delivery. Non-medical related parental leave provides 4 weeks
of paid leave for the non-birthing parent with the birth or adoption of a Research Associate’s
child.

Both the medical and parental leave will be used in concert with the federal Family and
Medical Leave Act (FMLA)*.

*Because the leave is used in concert with FMLA, if the Research Associate has used any other FMLA
time during the same calendar year, this would count against eligible unpaid FMLA time.

Retirement Plan Participation

As University employees, Research Associates are eligible to participate in the
University’s retirement plans. Eligibility for benefits typically includes a vesting period
for the retention of the University’s contribution. Information on retirement plan options
is available online at Retirees or from the Office of Human Resources.

Life Insurance

Research Associates are provided with the University paid basic group life insurance
coverage at one times base salary up to a maximum of $50,000. Additionally, they are
eligible for participant-paid optional life insurance as well as spouse and dependent life

insurance coverages.

Tuition Scholarships

Research Associates and their families are eligible to participate in the University’s
tuition scholarship program. As is the case for faculty and staff, the value of tuition
scholarships is subject to IRS reporting as imputed income. (Information on this program
is available online at Education Benefits.



https://www.policy.pitt.edu/er-09-leave-under-family-and-medical-leave-act-staff-formerly-07-07-02
https://www.hr.pitt.edu/retirees
https://www.hr.pitt.edu/current-employees/benefits/education-benefits

APPENDIX

EMPLOYEE EIGHTS AND RESPONSIBILITIES
UNDEE. THE FAMILY AND MEDICAL LEAVE ACT

Easic Leave Entitlement

FIVILA requires coversd employers to provide up to 12 weaks of unpasd, job-

pu'cltemd.l.em‘ew sligiblzs eraployess for the following reasons
For meapactty due to praznamcy, pu'etnmlmec_ca_m or chald birth:

»  Tocare for the employes's child afer barh, or placement for adopden
or faster care:

= Tocare for the 'ea’s SpOuSe, 500 or daugiver, or parent, who has
a sa'ﬂu;haa_ﬂ:ﬁi?um of F

+  For a serious health condidon that makes the employes unable to
perfiorm the emmployes’s job.

Military Family Leave Entitlement:

Eligible employess with a spouse, son, dasophter, or parent oo active daty or
call to actve duty stams in the Natonal Guard or Feserves in support of a
contingency opemtion may use their [ 2-week lsave entiflement to address
certain qualtfying exigencies. Qualifying exigenciss may include mbeni:l:g
certain military events, smrnging for altemative childcare, addressing cermin
fmemcial nr.d]eeul aTangenent, atending cartain coumselmg sessions, and
atending post-ceploymant retmemmtﬂeﬁn

FVLA also includes a spacial leave enfitlement that pemmies aligibls
erplovess to ke up to 24 weaks of laavs to core for 2 covarad
servicemneniber daries a single 12-mooth penod. A covered servicemember
i a current memher of the Armed Forces, including 2 member of the
Mariomal Guard or Reserves, who has a serious injrry or dlness inoomed in
the lme of diry on actve duty tat may render the semvicemenmiber medically
1mfit to perform his or her dities for which the sericemember is undergoins
medical reatment, recuperaton, ar therapy, or is in oufpatent stanas; of is on
the terparary disabilify redred lost

Eenefits and Protections

Crrins FMLA leave, the employer mmst maumtain the epployes's health
coverage undar any “group health plar” oo the same terms as if the employee
bad contoved o work, Upon retum fom FMLA leave, most employess
st be restored to their ongial or equivalent positions with equivalent pay.
henefits, and other employment temms.

Use of FMLA leave carmot result i the loss of any employment benefit thar
accred prior to the start of an employes’s laave.

Eligibility Requirements

Employees are eligible if they have worked for 2 covered employer for a1
l=ast one vaar, for 1,250 hours over the previous 12 momths, and if at laast 50
emplovess are employed by the emplover within 75 miles.

Diefinition of Serious Health Condition

A seripus health condition is an illeess, injury, mpaimment. of physical or
menfal condidon that invalves sither an ovemight 22y in a medical carz
farility. ar conSoung weament by a henlthl:areprm'ida’ﬁ:ra condition that
either prevents the employes from performing the functions of the
employes’s job, or prevents the qualifisd family meraber Som panicipating
m school or other datly activites.

Subject to certam conditions, the continming reament raquiremsnt may be
met by a period of incapacity of more than 3 consecudve calendar days
combmed with at Jeast two visits to a health care provider or one visit and a
regumer of contming eatmant, ar incapacity due to preguacy, or
meapactty due to a chromic conditon. Other conditons nay meet the
defimitior of contimeng meatment.

For additional information:
1-856-4U5-WAGE (1-266-4587-9243) TTY: 1-877-889-53417
WWW. WAGEHOUE.DOL.GOV

Uze of Leave

Ap employes does not need 10 use this Leave enttlement in one block. Leave
cam be mken inerminzntly o on A reduced leave schedils when medically
LeCassary. reas must make reasonable effons to schedule leave for
plammad medical meatmsnt 5o as oot to undaly disnipt the employer’s
oparmions. Leave due o qualifying exlgencies may also be fken on m
imammittent basis.

Substitution of Paid Leave for Unpaid Leave

Ermplovess may choose o employers may require use of accrued pazd leave
witle mking FMLA leave. In order touse paid leave for FAVLA lsave,
emplyess must comply with the employer’'s nommal paid leave policies.

Emplovee Responsibilities

Ermplovess pmst provide 30 days advance notice of the need to take FMLA
leave wien the need i3 foreseaable. When 30 days notce 15 not possible, the
employes omst provide notice 23 soon as practicable and v DmEt
cowply with an employer”s nomal call-in procedurss.

Employsss mst provide sufScient information for the snployer o
deternyme if the lemve may qualify for FMLA protection and the anticipated
tming and durmiion of the leme. Sufficient i iom may inclade that the
employee is unabis fo parfomm job functons, the fmly membar iz vmatle ©
perform daily activitias, the read for hospitalization or contiming eatrnant
by a hzalth cars provader, or ciroumstances :-J]:p:uu:gﬂ:eneenﬁxmumr}

leave. oyees also st inform the erif the n ted
ﬁu furnrwm forwhich FMLA leave wal:rclrlﬂﬁ.w.-.h ukaa:uquurel:m:ec.
Employess also may be raquired to provide a cermification amd peradic
recertfication supporting the nead for leave.

Emplover Responsibilities

Cionverad employers must inform employess requestng leave whether they
ar= gligtole vmder FMLA If they are, the notice mmist specify amy addtionzl
information required 25 well as the employess’ nghts and respomsibilitias. If
iy ame not elpible, the emplover must provide a reazon for the inslisihitity,

Cionverad employers must inform emplovess if leave will be designated as

FMLA-protected amd the amvount of leave coumad agninst the smployes's
leane entlement I the emplover desrmines that the leave is no: FMLA-
prosecned, the erplover must natify the emplovas.

Unlawful Acts by Employers:

FMLA makes it mmlawfid for aoy emplover o

= [Imierfere with, resiain, or demy the exercise of any ripht provided under
FMLA;

= Discharge or discnimmate azainst any person for opposins any practice
e mmlawfid by FMLA or for izvolvemsnt & amy proceeding umder
of relating to FMLA.

Enforcement

Ap employes may fle a complaint with the U.5. Department of Labor ar
may bring a private lawsust against an emplayer.

FMILA does pot affect amy Federal or State law prohsbitng discrimiration, or
superseds amy State or local law or collective bargaining agresment which
provides greater family or medical leave rights.

FMLA section 108 (20 US.C. § 261%) requires FAILA covered
employers to post the text of this notice. Rezulations 29
C.F.E. § 825.300a) may require additional disclosares.

JWHD

L5, Wage and Hoar Division

T.5. Depariment of Laber | Expploymes: Standasds Adre=sstration | Wage and Hees Drivision WHI Pabicatize 1430 Raviesd Jareary J009
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