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This program is to provide recognition for professional growth through quality training and practical 
experience.  Job enrichment merit is awarded as a result of participation in workshops, seminars, 
academic courses, and by learning from the practical experience of special assignments.  The content of 
the educational program must correspond with the responsibilities of the job. 
 
Department of Human Resources Job Enrichment participants should not assume that all educational 
programs or special assignments qualify for job enrichment merit.  There are some educational 
programs that are considered personal enrichment, rather than professional enrichment.  Examples of 
personal enrichment may be, although not limited to, topics on retirement or financial planning, health 
and/or wellness issues, historical events, or parenting skills.  Look for learning opportunities that provide 
skill strengthening concepts and/or programs that enhance knowledge for job growth. 
 
Job enrichment opportunities to consider are provided on the Staff Development web-site 
(www.muohio.edu/staffdevelopment). 
 
Employees participating in this program, by taking the initiative, will achieve professional growth, will 
increase their value to the University, and will receive merit for their effort. 
 
If employees have any questions they can contact the Department of Human Resources at 529-6409 or  
529-6439. 
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History 
 
All classified staff who are not employed in Housing, Dining, and Guest Services; the Physical Facilities 
Department; or, who are not classified staff police officers may participate in this program. 
 
This program was originally developed by the SATSS (Supervisory, Administrative, and Technical Support 
Staff) Job Enrichment Committee, a subcommittee of CPAC (Classified Personnel Advisory Committee), 
to recognize employee development of Miami University SATSS employees.  Continued learning can be 
the basis for advancement opportunities, and maintaining highly skilled individuals benefits Miami 
University.  Employees who invest in themselves are the greatest investment for a strong partnership. 
 
The original program was developed for the secretarial and clerical portion of the SATSS classified staff 
as a pilot program (implemented in January 1994).  Effective July 1, 1995 the program was updated to 
include all SATSS classified staff at Miami University.  Effective July 1, 2003 the program was updated to 
include all classified staff who are not employed in Housing, Dining, and Guest Services; the Physical 
Facilities Department; or, who are not classified staff police officers. 
 
 

Objectives and Purposes 
 
This program recognizes that continued learning can be the basis for advancement opportunities and 
retention of highly skilled individuals.  This program was developed to: 
 

 recognize employee development through continued learning; 

 recognize and reward growth in job expertise; 

 foster continued quality service to the University community by training highly motivated 
employees; 

 sustain administrative continuity in the departments by providing the opportunity for highly-
qualified classified staff to advance in job knowledge, skill level and monetary compensation in their 
current position/department, if they so desire; 

 recognize and reward employees for extraordinary accomplishments, dedication and commitment to 
their jobs and to the University. 

 
 

Administration 
 
The Department of Human Resources administers this program.  The details of this program are 
communicated to employees and supervisors in writing.  The administration of this program is 
dependent upon employees’ efforts to actively participate in and contribute to the tracking process of 
this program.  The Merit Point Reporting Form, for submitting the information on workshops, courses, 
etc., is available through the Department of Human Resources and is available online 
(www.muohio.edu/staffdevelopment/Documents/HRform.pdf). 
 

PROGRAM OVERVIEW 
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Eligibility 
 
All Miami University classified staff with satisfactory job performance who are not employed in: 

 Housing, Dining, and Guest Services; 

 Physical Facilities Department;  

 or who are not classified staff police officers;  
are eligible to participate in the Department of Human Resources Job Enrichment Program.  (Employees 
may participate in one job enrichment program.)  Qualifying learning opportunities are specified 
herein.  Job enrichment credit does not apply to items or events prior to employment at Miami 
University.   
 
An employee may be eligible to begin earning job enrichment points on their first day of employment 
towards the Merit Point Award criteria.  To participate beyond the first three Merit Point Awards (150 
points) and to enjoy the benefits of the Promotion-in-Place Awards, employees must provide 
documentation of a GED or high school diploma.  This documentation may be forwarded to the Staff 
Development unit of the Department of Human Resources.  The Staff Development unit of the Department 
of Human Resources provides assistance and resources for employees who may be interested in obtaining a 
high school diploma or GED.   
 
Merit points may be awarded upon successful completion of: 
 

1. Academic courses (refer to page 8) 
2. Workshops and/or Training programs (refer to page 11) 
3. Computer-Based Training (refer to page 11) 
4. Ad-Hoc Assignment/Special Project (refer to page 12) 
5. Years of Service (refer to page 12) 

 
If any participating employee terminates their service with the University and at a later time is rehired 
and eligible to participate in this program, any points earned under their prior service will count towards 
Job Enrichment.  No points will be awarded for anything undertaken during the time the person was not 
employed by the University in a classified staff job. 
 
 
This program is based upon three components: 
 
1.  Merit Award Component (refer to Page 4) 

 
2. Promotion-in-Place Component (refer to Page 5) 
 
3. Advanced Component (refer to Page 7) 

 
 

All classified staff members not covered by another job enrichment program are eligible to 
participate in this program. 
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Ethics Statement 
 
Participation in the job enrichment program requires employees to be honest about their efforts and 
accomplishments.  Dishonesty is any activity that tends to compromise the integrity of or subvert the 
educational process of the job enrichment program.  Any act of dishonesty is grounds for disciplinary 
action, up to and including termination.  This includes, but is not limited to, furnishing false information 
or omitting relevant or necessary information in order to gain a benefit.  

Any submission of information for bonuses or raises in the job enrichment program is a representation 
that the employee has completed all the course/program requirements. 

Employees are encouraged to take the job enrichment program as it is intended, complete the work 
honestly and appropriately, learn from it, and reap the rewards.   

 

Record Keeping 

The administration of this program is dependent upon employees’ efforts to actively participate in and 
contribute to the tracking process.  Employees are required to:  
 

 complete the Merit Point Reporting Form as thoroughly as possible;  

 keep their own records;  

 track their own merit points; 

 submit their own documentation to the Department of Human Resources as they receive the 
documentation. 

 
Employees may view their job enrichment records online by visiting the Staff Development website or 
on the “Employee” tab on the MyMiami website.  Summary reports will be provided upon request.  If at 
any time an employee believes an increment of 50 merit points has been earned, or the Promotion-in-
Place eligibility requirements have been satisfied, the employee may contact the Department of Human 
Resources to verify their eligibility.  After verification, the Department of Human Resources will process 
the paperwork so that the employee may receive their Merit Award and/or Promotion-in-Place.  The 
effective date for a Promotion-in-Place is designated as the first date of the following payroll period 
after the Department of Human Resources receives the documentation.  Employees will be notified by 
campus mail indicating the date to expect their Merit Award payment and/or Promotion-in-Place.   
 
 

Revisions and Appeals 
 
Revisions to the Department of Human Resources Job Enrichment Program may be suggested at any 
time, and the Department of Human Resources may revise the job enrichment program at any time.  
Participants of the Job Enrichment Program may appeal a merit point determination to the Department 
of Human Resources.   
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PROGRAM COMPONENTS 
 
 
 
 
 
The Merit Award component recognizes an employee’s accomplishments in areas such as continuing 
education and training, University years of service, and extraordinary commitment to Miami University. 
 
Merit points may be awarded upon successful completion of: 
 

 Academic courses (refer to page 8) 

 Workshops and/or Training programs (refer to page 11) 

 Computer-Based Training (refer to page 11) 

 Ad-Hoc Assignment/Special Project (refer to page 12) 

 Years of Service (refer to page 12) 
 

Definition and Eligibility 
 
An employee may earn a Merit Award ($500 minus applicable taxes, etc.), by achieving 50 merit points.  
Participants of this program must be employed by Miami University during the payroll period that the 
employee is eligible to receive a Merit Award.  There is no limit to the number of merit points an 
employee may attain, although an employee may receive only one Merit Award during any fiscal year (July 
1 to June 30).   
 
NOTE:  Merit Award payments issued in June [of any fiscal year] must have substantiating 
documentation provided to the Department of Human Resources by May 15. 
 
Merit points are cumulative and carry over from year to year.  A job enrichment lump sum bonus is earned 
in the first day of the pay week following the certification of completion of program requirements.  This 
includes any time requirements.  A bonus is earned when a total of 50 merit points is achieved.  The 
University Classified Employee Payroll Schedule is followed for processing a Merit Award.  Employees will 
be notified by campus mail indicating the date to expect their Merit Award payment.  Accumulation of 
merit points towards another award may immediately continue. 
 
To qualify for a Merit Award, the 50-point total must include credit for participation in at least two 
programs such as workshops, training programs, and/or academic courses.  The dollar amount of this 
award may be adjusted for inflation every three years. 
 

Payment 
 
Once a total of 50 merit points is achieved, the job enrichment lump sum bonus is earned in the first day 
of the pay week following the certification of completion of program requirements.  This includes any time 
requirements.  Participants of this program must be employed by Miami University during the payroll 
period that the employee is eligible to receive a Merit Award. (Refer to “Definition” above.) 
 

1.  Merit Award -- $500 

Note:  The Merit Award cannot be awarded based solely on points awarded in  
recognition of years of service. 
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2.  Promotion-in-Place -- 4%, 5%, 7% Pay Increase 
 
 

Definition and Eligibility 
 
Employees may earn a Promotion-in-Place after satisfying the criteria as defined on Page 6. 
 
If at any time an employee believes the Promotion-in-Place eligibility requirements have been satisfied, 
the employee may contact the Department of Human Resources to verify their eligibility.  After 
verification, the Department of Human Resources will process the paperwork so that the employee may 
receive their Promotion-in-Place.  The Promotion-in-Place effective date is designated as the first date 
of the following payroll period after the Department of Human Resources receives the 
documentation. 
 
An employee achieving a Promotion-in-Place, per the guidelines of this section, qualifies the employee 
to receive a pay increase.  The employee’s promotion is recognized by this pay increase.  This 
component provides employees with greater earnings’ opportunities, and provides recognition for their 
accomplishments.   
 
Employees have the opportunity to achieve three Promotion-in-Place awards during their career at 
Miami University.  The first Promotion-in-Place award qualifies the employee to receive a 4% pay 
increase.  The second Promotion-in-Place award qualifies the employee to receive a 5% pay increase; 
and the third Promotion-in-Place award qualifies the employee to receive a 7% pay increase.  During 
their career at Miami University, employees may be eligible to earn a maximum of 16% in salary 
increases through the three Promotion-in-Place awards.   
 
    1st Promotion-in-Place:   4% 
    2nd Promotion-in-Place:   5% 
    3rd Promotion-in-Place:   7% 
 
    Total    16% 
 
An employee who has qualified for a Promotion-in-Place, and has been awarded the pay increase, will 
retain this distinction should the employee apply for other positions at Miami University and be selected 
as the successful candidate.   
 
An employee, who meets the following criteria for a Promotion-in-Place I, II, or III, may contact the 
Department of Human Resources to verify eligibility and to initiate the process of promotion and 
recognition.  To receive job enrichment points for years of service or credit towards the years of 
service necessary to earn a Promotion-in-Place, an employee must be on “active pay status” during 
the time credited. 
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Criteria for Promotion-in-Place 

 
 
Promotion-in-Place I (or Master Level): 
 
All of the criteria below must be met before the employee may request the 4% pay increase for the first 
Promotion-in-Place award.  The employee must: 
 

 be eligible to participate in the Department of Human Resources Job Enrichment Program; 

 have been awarded a total of 150 Job Enrichment merit points; 

 have been employed at Miami University for 2 years, or longer; 

 have documentation that substantiates acceptable job performance; 

 provide documentation of a GED or high school diploma. 
 
The “Master” classification in the Department of Human Resources Job Enrichment Program is meant to 
recognize and reward an employee’s achievements.  The employee may add the "master" designation to 
their employment record.  LŦ ŀƴ ŜƳǇƭƻȅŜŜ ǿƻǳƭŘ ƭƛƪŜ άƳŀǎǘŜǊέ added to their employment record they 
must notify the Staff Development unit (529-6409) in the Department of Human Resources.  An 
employee with a master level standing who applies for and accepts a position at a lower level than their 
current “pay grade” may receive a decrease in pay under the standard guidelines for a demotion.  If a 
master level employee vacates a position, that position will revert to the level in which it was originally 
placed. 
 
 
Promotion-in-Place II: 
 
All of the criteria below must be met before the employee may request the 5% pay increase for the second 
Promotion-in-Place award.  The employee must: 
 

 be eligible to participate in the Department of Human Resources Job Enrichment Program; 

 have been awarded a total of 300 Job Enrichment merit points; 

 minimum of 1 year from date of first Promotion-in-Place; 

 have documentation that substantiates acceptable job performance. 
 
 
Promotion-in-Place III: 
 
All of the criteria below must be met before the employee may request the 7% pay increase for the third 
Promotion-in-Place award.  The employee must: 
 

 be eligible to participate in the Department of Human Resources Job Enrichment Program; 

 have been awarded a total of 500 Job Enrichment merit points; 

 minimum of 1 year from date of second Promotion-in-Place; 

 have documentation that substantiates acceptable job performance. 
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3.  Advanced Component -- 1% pay increase 
 
 
Upon completion of Promotion-in-Place I, II, and III, the following fiscal year, classified staff who 
participate in the Department of Human Resources Job Enrichment Program and satisfy the criteria 
listed below may be eligible for a 1% pay increase through this advanced component.  Staff may receive 
a maximum of one advanced award per fiscal year (July 1 through June 30), in conjunction with the 
$500 merit award.  The employee must:  
 

 be eligible to participate in the Department of Human Resources Job Enrichment Program; 

 have 50 job enrichment points (exceeding 500 points and upon completion of Promotion-in-Places I, II, 
and III); 

 have documentation that substantiates acceptable job performance. 
 
The 1% advanced component award is awarded in conjunction with the lump sum merit award.  In 
order to receive your 1% advanced component award and your lump sum merit award during the 
current fiscal year (July 1 - June 30), documentation must be submitted to the Department of Human 
Resources no later than May 15. 
 
 
Note: The 1% advanced component award is awarded at the same time as the lump-sum merit award.    
 
Example:  If an employee has received a lump sum merit award in the current fiscal year, and later in the 
same fiscal year the employee satisfies the requirements for an advanced component award, the 1% 
advanced component award and the lump sum merit award will be processed in the following fiscal 
year. 
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Department of Human Resources Job Enrichment Program Guidelines 

 
Please refer to the following descriptions and documentation information: 
 

Merit Point Categories and Descriptions 
 
Merit points are granted for the successful completion of: 
 
1. Miami University Academic Courses 

Please note that not all academic courses are eligible for merit points.  The following Miami 
University courses are viewed to be generally beneficial to any employee and have been pre-
approved for job enrichment credit.  Suggestions for additions to this list may be submitted to the 
Department of Human Resources.  Qualifying academic courses are awarded job enrichment credit 
at 8 points per semester credit hour. 

 
 

Accountancy 
 ACC 221 – Introduction to Financial Accounting 
 ACC 222 – Introduction to Managerial Accounting 
 ACC 321 – Intermediate Financial Accounting 

ACC 468/568 – Accounting for Governmental Organizations 
ACC 469/569 – Accounting for Nongovernmental Not-for-Profit Organizations 

 
Anthropology 

 ATH 155 – Cultures in Context 
 ATH 175 – Peoples of the World 
 ATH 231 – Perspectives on Culture 
 ATH 301 – Intercultural Relations 
 

Business Technology 
 Nearly all BTE courses 

(course must be relevant to the type of work being performed, specifically excluded are real 
estate courses) 

 
Communication 

 COM 134 – Introduction to Speech Communication 
COM 135 – Public Expression & Critical Inquiry 

 COM 136 – Introduction to Interpersonal Communication 
 COM 231 – Small Group Communication 
 COM 234 – Fundamentals of Interviewing 
 COM 336 – Advanced Interpersonal Communication 
 COM 338 – Communication in Conflict Management 
 COM 359 – Introduction to Public Relations 
 COM 439 – Advanced Organizational Communication 
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Computer and Information Technology 
 CIT 101 – Computing Skills (refer to The Miami Bulletin) 
 CIT 154 – Personal Computer Concepts and Applications 
 CIT 162 – Fundamentals of Computer Program Design 
 CIT 214 – Database Design and Development 
 
Computer Science and Systems Analysis 

 CSA 141 – Personal Computer Applications 
 CSA 151 – Computers, Computer Science, and Society 
 CSA 163 – Introduction to Computer Concepts and Programming 
 

Educational Psychology 
EDP 201 – Human Development and Learning in Social and Educational Contexts 

 
English 

 ENG 111 – College Composition 
 ENG 112 – Composition and Literature 
 ENG 113 – Advanced College Composition 
 ENG 215 – Technical Writing 
 ENG 313 – Introduction to Technical Writing 
 ENG 315 – Business Writing 
 

Geography 
 GEO 111 – World Regional Geography:  Patterns and Issues 

 
History 

 HST 111/112 – Survey of American History 
HST 121/122 – Western Civilization 

 HST 214 – History of Miami University 
 

Interactive Media Studies 
 IMS 201 – Information Studies in the Digital Age 

 
Interdisciplinary Studies 

 IDS 151 – Diversity Seminar 
IDS 159 – Strength Through Cultural Diversity 

 
Management 

MGT 111 – Introduction to Business 
MGT 291 – Organizational Behavior and Theory 
MGT 303 – Human Resource Management 

 
Management Information Systems 

MIS 235 – Information Technology in Modern Organizations 
 MIS 281 – Information Technology Hardware and Software 
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Mathematics 
 MTH 101 – Introduction to Elementary Algebra 
 MTH 102 – Intermediate Algebra 
 MTH 121 – Finite Mathematical Models 
 

Philosophy 
 PHL 131 – Problems of Moral and Social Values 

PHL 273 – Formal Logic 
 

Political Science 
 POL 261 – Public Administration 
 

Psychology 
 PSY 111 – Introduction to Psychology 

 PSY 221 – Social Psychology 
 PSY 231 – Developmental Psychology 
 PSY 241 – Personality  
 

Sociology 
 SOC 151 – Social Relations 
 

Spanish 
 SPN 101 – Beginner’s Course 
 SPN 102 – Beginner’s Course 

 
Speech Pathology and Audiology 

 SPA 248 – American Sign Language I 
 

Statistics 
 STA 261 – Statistics 
 
 
 
 
 
 
Academic courses not on the pre-approved course list or academic courses taken through another 
institution can be reviewed by the Department of Human Resources for possible job enrichment credit.  
Please review the documentation requirements on pages 14 and 15 when submitting a request.  If a 
course is approved for job enrichment credit, credit will awarded at 8 points per semester credit hour.  
Qualifying academic courses that are completed at an institution using a quarter system are equal to 
two-thirds of a semester credit hour.   
 
Example:  For instance an academic course that is 3 credit hours on a quarter system equals 2 credit 
hours on a semester system.  This course would then receive 16 points.  
 
 

NOTE:  Course list subject to change. 
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2.  Workshops and/or Training Programs 
 

Educational opportunities are available for staff both on-campus and off-campus.  Department of 
Human Resources Job Enrichment credit is granted at the rate of one point for every class hour of 
formal training provided the seminar, workshop, or training program meets the following criteria: 

 

 relevant to the type of work being performed by the individual employee; 

 enhancement of technical and/or interpersonal communication skills; 

 broadening of the employee’s knowledge and skills while benefiting the operation of the 
employee’s department and/or Miami University. 

 

Job enrichment points may be awarded based on certificate documentation.  Generally, continuing 
education units are provided on the certificates of completion as evidence of completion of 
continuing education requirements mandated by certification bodies, professional societies, 
governmental licensing boards, and the records also provide employers with information on training 
pertinent to particular occupations.  A CEU is a nationally recognized method of quantifying the time 
spent in formal learning, professional development, and training activities.  Generally, a CEU is 
defined as ten hours of instruction (1.0 CEU) in a recognized continuing education program, with 
qualified instruction, and sponsorship (one hour of instruction = 0.1 CEU). The primary purpose of 
the CEU is to provide a permanent record of the educational accomplishments of an individual who 
has completed significant non-credit educational and career enhancement learning experiences.   

Specific professions and industries, such as nursing, health, accounts, etc., require their own 
accrediting processes for completion in accordance with the profession’s standards and terms.  In 
such circumstances, the certificate of completion is reviewed to define the relationship between 
CEUs and the profession’s standards; a conversion in accordance with the continuing education unit 
standards may be established for awarding job enrichment credit.    

3.   Computer-Based Training  
  
Department of Human Resources Job Enrichment Program points may be awarded upon completion 
of computer-based training courses.  The program content must correspond with the responsibilities 
of the job. 
 
Job enrichment eligibility [and the number of points that may be awarded] is determined following a 
review of the description of the program module and a review of the vendor's recommendation for 
the estimated amount of time to complete the module. 
 
The SkillPort and VTC web-based training courses that Miami offers at no charge to students, faculty, 
and staff provides a valuable skill development resource.  Completed SkillPort and VTC learning 
modules submitted for job enrichment credit will be evaluated based upon the vendor’s estimated 
duration.  A minimum duration of 35% of the vendor’s estimated duration is required (i.e. a 3-hour 
module would require a minimum participation of 63 minutes).  Job enrichment credit may be 
awarded for no more than 15 SkillPort and/or VTC courses in a calendar year (January 1 – 
December 31). 
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4.   Ad-Hoc Assignment/Special Project 

(Complex, One-time Assignment) 
 

An employee may submit a detailed description of a complex, one-time assignment for a specific 
purpose, case, or situation.  The objective, reasoning, and/or circumstances involved must be 
submitted to the Department of Human Resources for review.  Please submit the following 
documentation with each special project request:  

 
1. the beginning date and ending date of the assignment;  
2. approximate amount of hours spent on assignment; 
3. detailed description explaining objective, reasoning, and complexity beyond normal job duties; 
4.   employee's signature; 
5.  supervisor's signature. 

 
Department of Human Resources job enrichment points may be awarded after the written 
documentation has been reviewed and approved.  An employee can receive a maximum of 10 
points for an ad-hoc assignment/special project. 
 
 
 

 
 
 
 
5.  Years of Service (Longevity) 
 

Points are awarded in recognition of an employee’s longevity with the University to acknowledge the 
experience and expertise gained on the job.  Upon completion of 5 years of service with the 
University, the Department of Human Resources Job Enrichment Program participant will receive 2 
merit points for each year worked (10 points).  Each year thereafter, two points will be awarded to 
apply towards the 50 merit points.  To receive job enrichment points for years of service or credit 
towards the years of service necessary to earn a Merit Award and/or Promotion-in-Place, an 
employee must be on “active pay status” during the time credited.   

 
 

Scheduling an Academic Course or Training Program   
 
An employee must request permission from their supervisor to attend courses, workshops, or training 
programs during working hours.  Miami University strongly encourages supervisors to allow employees 
to work flexible schedules when feasible in order to attend academic classes.  It is the supervisor’s 
responsibility to determine the needs of the department and to make the decision on whether a 
flexible schedule will hinder the services the department is expected to provide. 

 
An employee participating in the Department of Human Resources Job Enrichment Program may attend 
an academic course or training program during non-working hours, and may earn merit points following 
the established guidelines. 

NOTE:  Ad-hoc assignments or special projects that are recognized through 
another award program cannot be considered or awarded through the 
Department of Human Resources Job Enrichment Program.   
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Program Exceptions 
 
The following situations are not within the guidelines of the Department of Human Resources Job 
Enrichment Program: 
 

 Certification Programs 
Employees may be awarded points for coursework and/or training programs to achieve certification 
or certification renewal, although not for certification or certification renewal in and of itself. 

 

 Committee Service 
There is no way to judge the amount of effort invested by each employee serving on a committee, 
therefore, employees will not be awarded merit points for serving on a committee or team. 

 

 Position Upgrade 
An employee’s position may be temporarily up-graded for performing functions at a higher 
classification for an extended period of time (more than two weeks).  An employee’s supervisor must 
contact the Department of Human Resources to request a review for a temporary reclassification. 

 
 
 
 
 

Training and Development Fund 
 
Departments may contact the Department of Human Resources to inquire about the availability of 
matching funds from the Training and Development Fund.  If cost is a determining factor in whether an 
employee participates in a training program, contact the Department of Human Resources prior to 
registration. 
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DOCUMENTATION 
 
 
 
An employee must submit their own documentation to the Department of Human Resources to confirm 
their accomplishment, thereby requesting job enrichment credit.  (The employee's supervisor may also 
forward the employee's documentation as specified in the guidelines below.)  Job enrichment points 
can only be awarded if the training session is completed in its entirety. 
 
The following may be submitted for documentation with a completed Merit Point Reporting Form 
(available through the Department of Human Resources or online at 
http://www.muohio.edu/staffdevelopment/Documents/HRform.pdf). 
 
 

1.  Miami University Academic Course  
     [Pre-approved list of courses on page 8.]  

 
Copy of grade form (i.e., Enrollment Verification Form created by the Records Office in the 
Registrar’s Office or DARS Web Report through Banner) indicating:  
 

 employee’s name 

 employee’s ID number 

 course title and number 

 date of completion (semester or term) 

 course grade (must be a passing grade) 

 number of credit hours 
 
 
 

Miami University Academic Course 
[not on the pre-approved course list] 
 
Copy of grade form (i.e., Enrollment Verification Form created by the Records Office in the 
Registrar’s Office or DARS Web Report through Banner) indicating:  
 

 employee’s name 

 employee’s ID number 

 course title and number 

 date of completion (semester or term) 

 course grade (must be a passing grade) 

 number of credit hours  

 description of course [provided from the institution] 

 copy of syllabus 

 explanation of how the course is related to the responsibilities and duties performed on the job 
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Academic Course  
[completed at another institution] 
 

 Copy of grade form indicating:  
 

 employee’s name 

 course title and name of institution 

 date of completion (semester or term) 

 course grade (must be a passing grade) 

 number of credit hours 

 description of course [provided from the institution] 

 copy of syllabus 

 explanation of how the course is related to the responsibilities and duties performed on the job 

 documentation indicating if institution functions on semester or quarter system 
 
Qualifying academic courses that are completed at an institution using a quarter system 
are equal to two-thirds of a semester credit hour.  For instance an academic course that is 
3 credit hours on a quarter system equals 2 credit hours on a semester system.  This 
course would then receive 16 points.  
 

2.   Workshop, Seminar, Training Program 
 

Certificate of completion or a memo signed by supervisor indicating: 
 

 employee’s name 

 program topic/title 

 number of hours (length of program) 

 dates(s) of program 
 
OR, 
 

 a copy of a requisition with a supervisor’s note verifying the employee’s attendance 
 
OR, 
 

 an attendance roster (indicating employee’s name) signed by the instructor 
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3.  Conference 

 
      When attending a conference, participants are to submit: 

 

 a conference schedule (indicate the actual workshops attended)  

 documentation verifying attendance (i.e.: certificate, memo signed by supervisor, or copy of 
requisition signed by supervisor).   

 
Credit can only be granted for participation in content sessions that will enhance the 
employee's skills and knowledge in their job at Miami University.  Credit cannot be granted for 
breaks or social activities (including meal functions except for actual time of content speaker). 
 
 

4.  Computer-Based Training 
 

Merit Point Reporting Form indicating: 
 

 employee’s name 

 course title [and vendor name] 

 date of completion 

 employee’s signature 

 supervisor’s signature 
 
 

5.   Ad-Hoc Assignment/Special Project  
  (complex, one-time assignment) 

 
A detailed description of the assignment explaining the objective(s), and highlighting the 
complexity beyond the employee’s normal job duties: 
 

 the beginning date and ending date of the assignment  

 approximate amount of hours spent on assignment 

 employee's signature 

 supervisor’s signature 
 

 
 

 
 
 
 
 
 
 
 

NOTE:  Ad-hoc assignments or special projects that are recognized through 
another award program cannot be considered or awarded through the 
Department of Human Resources Job Enrichment Program.   
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6.   Years of Service (Longevity) 
 

The Department of Human Resources will initiate the process to calculate an employee’s years of 
service upon the employee's first job enrichment request for merit points (i.e., completion of 
training program).  Upon completion of 5 years of service with the University, the Department of 
Human Resources Job Enrichment Program participant may be eligible to receive 2 merit points 
for each year worked (10 points).  Each year thereafter, the participant may be eligible to receive 
2 merit points to apply towards the 50 merit points.  To receive job enrichment points for years 
of service or credit towards the years of service necessary to earn a Merit Award and/or 
Promotion-in-Place, an employee must be on “active pay status” during the time credited. 

 
 
 
 
 
 
 

NOTE:  The Merit Award cannot be awarded based solely  
             on points awarded in recognition of years of service. 
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Example of Potential  
Benefits of Participation 

 
 
 
 
Name:   Jane Doe 
Hire Date:  July 1, 2006 
Title:   Program Assistant 
Starting Wage:  $10.60 
Yearly:   $22,048.00 
 
Jane participates in the Job Enrichment program.  She receives a $500 lump sum award every year.  Jane 
earns her 1st Promotion-in-Place after working at the University for 2 years, her 2nd Promotion-in-Place 
after 3 years, and her 3rd Promotion-in-Place after 4 years.  Each year after that she earns her $500 lump 
sum award in conjunction with the 1% Advanced Component Award.  After completing 10 years of 
employment at the University and receiving a 3% yearly increase along with her job enrichment rewards 
she has substantially increased her salary. 
 
10 years later:  June 30, 2017 
New Wage:  $17.56 
Yearly:   $36,526.38 
Bonuses:  $5,500 
 
 
 
Name:   John Doe 
Hire Date:  July 1, 2006 
Title:   Program Assistant 
Starting Wage:  $10.60 
Yearly:   $22,048.00 
 
John chooses not to participate in the job enrichment program.  After completing 10 years of 
employment at the University and receiving a 3% yearly increase he can see that participating in the Job 
Enrichment program would have been very beneficial. 
 
10 years later:  June 30, 2017 
New Wage:  $14.25 
Yearly:   $29,630.67 
Bonuses:  $0 
 
 
By participating in the Job Enrichment program Jane increased her salary substantially.  After completing 
10 years of employment at the University her annual salary is $6,895.72 more than John’s.
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Job Enrichment Activity: 

 

 
Number of: 

 
Points: 

 
Equals: 

 
*Workshops or Training Programs on or 
off campus 
 

 
class hours   x 

 
   1     = 

 
Points 
awarded 

 
Academic Courses: 
Qualifying courses directly related to developing the employee’s skills and/or knowledge 
used on the job or in their career at Miami University 
 

 
Miami University Academic Courses 
from approved list (Page 8)   
 

 
semester credit 
hours   x 

 
   8     = 

 
Points 
awarded 
 

 
Academic Course from institution on a 
quarter system 

 
Quarter credit 
hours x 2/3 x 
 

 
   8     = 

 
Points 
awarded 
 

 
Computer Based Training -- modules individually reviewed 
 

 

 
Ad Hoc Assignment/Special Project 
Special one-time assignments may be 
reviewed by the Department of Human 
Resources for consideration and 
determination. 
 

 
 

 Individually reviewed.   

 Range of 1 to 10 points as 
determined following review. 

 
Years of University Service 
On the employee’s fifth year anniversary date, two merit points may be awarded for each 
year worked, to continue each year thereafter. 
 

 
*  NOTE:  Credit can only be granted for participation in content sessions that will 

enhance skills and knowledge in the employee's job at Miami University.  Only 
request credit for sessions that were attended in their entirety.  Credit cannot be 
granted for business / governance meetings, breaks, serving on a committee, or social 
activities (including meal functions except for actual time of content speaker). 

 

Merit Points -- Quick Reference 


