
Washington Medical Science institute 

 
Policy Title:  APPOINTMENTS 

Date Developed:  

        Date Approved:  

        Revised on:  
Purpose and Objectives 

This policy indicates the type of appointments and the relevant authorities for the approval and the 

recommendation of appointment of staff. 

1. Definitions, Terms, Acronyms 

Categories of Staff 

Casual staff: Temporary (non-professional) employees employed to performance a 

specific task for a specific period of time.  They receive payment for the hours they work 

but receive no other benefits such as overtime payments, no holiday leave entitlements or 

sick leave payments.  

 

Professional staff members includes all individuals retained on a full or part-time basis 

whose primary responsibilities require the exercise of judgment and discretion in policy 

related matters, including, but not limited to, such individuals who are involved in the 

development of legislation. A professional staff member does not include individuals 

retained primarily for clerical or internal accounting and bookkeeping purposes. 

 

Contract: A written agreement which details the terms of conditions of employment    

including the duties of the employee and the responsibilities of the employer including 

compensation package. 

 

Head of School – the administrative Head of the school which includes the Dean or 

Associate Dean  

 

Classification or Status of Employment: 

Part Time: The status of a position in which the standard work scheduled requires less than 18 hours or 

less than 50% of the full time work hours 

Full Time: The status of a position in which the standard work schedule require a minimum of 37.5 hours 

of work. 

Types of Appointments: 

Limited or Non Tenured Faculty appointments / employment tracts are usually Fixed Term contract for one 

year. 

Tenure track appointments are eligible for tenure on completion of five years of service and fulfillment of 



other conditions.     

2. Policy Scope / Coverage 

 

This policy applies to the appointment to all positions at the institution but does not cover the 

selection process. 

 
4. Policy Statement 

On completion of the selection process, faculty members are appointed initially for a period of one year, which 

includes a probationary period for one academic term (four months). 

Reappointments of faculty on staff are based on the following criteria: quality of performance and conduct as 

documented in written evaluations by students and supervisors. 

Reappointments of former staff are only granted if the candidate’s performance was satisfactory when he/she 

severed their previous relationship with the university; and, if the candidate provided appropriate notice and severed 

their relationship in good standing. 

 

5. Procedures 

5.1 Formal offers of appointment are prepared by HR staff based within the HR Division. Such 

offers must stipulate: 

 

i. The type of employment: 

 

ii. The category to which the position belongs (professional staff), 

 

iii. The terms of engagement at the time of the appointment in relation to the length and 

terms of the probation (if applicable); and 

iv. The documentation (or other recorded sources) from which such conditions derive, 

and from which the duties and reporting relationships to apply upon appointment can 

be ascertained. This would include the current contract and University policies. 

 

Where a staff member has been appointed to a position that has not been advertised, the 

supervisor must ensure that the staff member is provided with the position description prior to or 

at commencement. 

The final contracts of employment are prepared by the Chief Operating Officer/Chief Financial 

Officer and a sample employment contract has been appended.  

 

5.2 Staff other than casual staff 

 

The classification level, salary and mode of employment of the staff member on commencement 

and whether the appointment is full time or part time (including the hours or the fraction of full-

time hours to be worked) should be stated. 

 

5.3 Fixed-term staff 

 

The offer of employment must state the length of the employment. The instrument of 

engagement will specify the starting and finishing dates of that employment, or in lieu of a 
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finishing date, will specify the circumstance(s) or contingency relating to a specific task or 

project, upon occurrence of which the term of the employment will expire. 

Limited or Non-Tenured Faculty appointments are usually Fixed Term contract for a period between three months to 

a year. 

5.4 Casual staff 

 

The offer of appointment will include the rate of pay for the class of duty required and a 

statement that any additional work required during the period of engagement will be paid for. 

 
5.5 Authority 

Limited or Non-Tenured Faculty appointments shall be made by the President on recommendation of the Dean and 

the faculty search committee.  Limited employment tracts are usually Fixed Term contract for one year. The contract 

will specify the type of employment offered. Limited appointments are usually made to cover for a faculty member 

who is on leave for a period greater than three months but less than a year due to a variety of reasons.  

Tenure-track appointments shall be made by the President on recommendation of the Dean, COO/CFO and the 

faculty search committee. These faculty will become eligible for tenure on completion of five years of service at the 

institution and fulfillment of the various conditions mentioned elsewhere. The final recommendation on award of 

tenure shall be made by the faculty promotion and tenure committee.   

Criteria for Continuous appointments include employment for five or more years; satisfactory or outstanding 

performance; commitment and recognized contribution to the institution; and, eligibility for permanent residence or 

citizenship in St. Lucia. 
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