
 
 

 

 

University Policy 

 

 
Northeastern Illinois University (the “University”) values the contributions of individuals whose unpaid 
activities support the University’s mission, and may provide an individual with a Courtesy Appointment. A 
Courtesy Appointment is intended as a way of supporting the University Value of Community that fosters 
partnerships for learning, research, and service throughout this dynamic region to promote the public good. 
 

 
The purpose of this policy is to clarify the responsibilities of the nominating unit and the relationship between 
the Fellow and the University.  
 

 

The University Community 
 

 
Courtesy appointment : An unpaid appointment by the University. 

 
Nominating unit : The department/area that will supervise the Courtesy Appointment. 

 
Research Fellow : An individual who receives a Courtesy Appointment from the University to an academic 

area to work in research and who is not otherwise employed by the University or serving in a consultant 
capacity. 
 
Teaching Fellow : An individual who receives a Courtesy Appointment from the University to an academic 

area to work in an area of instruction and who is not otherwise employed by the University or serving in a 
consultant capacity. 
 
University Fellow : An individual who receives a Courtesy Appointment from the University to an academic 

or non-academic area to serve in a non-academic role, and who is not otherwise employed by the University 
or serving in a consultant capacity. 
 

 
1. The nominating department or unit will fill out the Courtesy Appointment Nomination Form, 
including all required documentation, and submit it to the nominating unit’s Dean or Unit Head.  
 

2. If the Dean or Unit Head agrees, he/she will sign the Nomination Form and forward the original to 
the appropriate Vice President.  

 
3. If the Vice President agrees, he/she will sign the Nomination Form and forward the original to the 

President.  
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4. If the Courtesy Appointment is approved by the President, the Vice President reports the decision 
to the Dean or Unit Head. The original Nomination Form is kept by the Vice President and copies 
are sent to the Office of Human Resources and the Dean or Unit Head.  

 
5. The Dean or Unit Head of the nominating unit will send an appointment letter, a copy of the 

Courtesy Appointment Information Form, and a Background Check Disclosure and Authorization 
Form to the approved Fellow. The appointment letter will specify the scope of the appointment, 
including the ending date; and a copy must be sent to the Office of Human Resources.  

 
6. The Fellow should complete the Courtesy Appointment Information Form and a Background Check 

Disclosure and Authorization Form. Additionally, if the Fellow will be working with students, student 
data, and/or accessing computer systems in which student data are stored, the Privacy and 
Confidentiality Understanding/Agreement (FERPA) form must be completed. All paperwork is 
submitted to the Office of Human Resources for processing.  

 
7. Upon receipt of the Courtesy Appointment Information Form, the Background Check Disclosure 

and Authorization Form, and a copy of the appointment letter, the Office of Human Resources will 
provide the Fellow with a memorandum verifying the association of the Fellow with the University. 
The Fellow will take this memorandum to the Information Desk to receive an NEIU ID (which will 
say “Courtesy Appointment”). It will generally take about one day after the Courtesy Appointment 
Information Form is returned to the Office of Human Resources for the Fellow’s NEIU e-mail 
address, Net ID, and NEIUport access to be activated.  

 
8. The Fellow may identify him/herself as being affiliated with the University for the duration of the 

appointment. Appointments may be renewed following steps 1-5, above.  
 

 
02/11/2020 – Revised; updated background check form 
10/01/2017 – Revised; revised to include FERPA requirement and form 
10/07/2016 – Revised; revised to include Background Check Requirement 
08/27/2013 – Revised; revised policy code number 
 

 
Appendix A - Background Check Disclosure and Authorization Form 
Appendix B – Courtesy Appointment Nomination Form 
Appendix C – Courtesy Appointment Information Form 
Appendix D – Research Fellow Sample Appointment Letter 
Appendix E – Teaching Fellow Sample Appointment Letter  
Appendix F – FERPA Privacy & Confidentiality Understanding/Agreement (as required) 
 

 
Administrative Appointment Policy 
Background Check Policy 
 

 
Please direct questions or concerns about this policy to: 
 
Contact  Phone  E-Mail  

Office of the President (773) 442-5400 m-dizon@neiu.edu 
  

HISTORY 

APPENDIX 

RELATED POLICIES AND OTHER INFORMATIONAL MATERIAL 

CONTACT INFORMATION  

http://neiu.edu/about/university-policy/employmenthiring
http://neiu.edu/about/university-policy/employmenthiring
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The University reserves the right to modify or amend sections of this policy at any time at its sole discretion. 
This policy remains in effect until such time as the Responsible Officer calls for review. Requests for 
exception to any portion of this policy, but not to the policy statement, must be presented in writing to the 
Responsible Officer. 
  

DISCLAIMER 
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APPENDIX A ï BACKGROUND CHECK DISCLOSURE AND 
AUTHORIZTION FORM  
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APPENDIX B ï COURTESY APPOINTMENT NOMINATION FORM 
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APPENDIX C ï COURTESY APPOINTMENT INFORMATION FORM 
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APPENDIX D ï RESEARCH FELLOW SAMPLE LETTER 
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APPENDIX E ï TEACHING FELLOW SAMPLE LETTER 
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APPENDIX F ï FERPA PRIVACY & CONFIDENTIALITY AGREEMENT 


