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April 2011 
 
 
Dear Adjunct Faculty Member, 
 
Congratulations on your appointment and welcome to the University of Nevada, Reno 
Fire Science Academy (FSA)!  The FSA team looks forward to working with you and is 
eager to assist you in becoming familiar with the Academy, its people, programs, and 
operating philosophy. 
 
Your appointment to adjunct faculty means you have passed a rigorous set of selection 
criteria, including experiential and educational components.  Your experience and 
expertise is recognized, and represents an invaluable element of FSA programs.  To a 
large extent, it is your direct interaction with clients that will determine program success 
or failure. 
 
The FSA is proud of its reputation for excellence - developed in a nearly 40 year period - 
in providing responsive training programs and services to a global clientele.  The FSA is 
striving to become the worldwide leader in emergency response and management 
education.  This aggressive goal will only be achieved through an unwavering 
commitment to several core values.  As such, the FSA staff has high expectations of all 
its team members.  It is with this in mind that the Adjunct Faculty Handbook was created.  
The intent of the manual is to familiarize you with the important aspects of your new 
responsibilities, including background information, critical policies and procedures, 
expectations, and other items to prepare you for your new role as an adjunct faculty 
member.  This manual is not intended to supplant the initial orientation and annual 
refresher trainings required of all adjunct faculty members. 
 
Please take time to familiarize yourself with the content of this manual.  If you should 
have any questions or concerns about any item in the manual, please do not hesitate to 
ask me or any member of the FSA Team.  
 
Sincerely, 
 

 
 
Denise Baclawski 
Executive Director 

Fire Science Academy
University of Nevada, Reno/0413 

Reno, Nevada 89557‐0413 
(775) 682‐6401 

(775) 682‐6431 fax 
fireacademy.unr.edu 
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This manual is meant to assist the Adjunct Faculty member and the Independent 
Contractor on the various FSA policies, procedures and expectations.  While not all 
issues are covered in this manual, it should be used as a guideline and any questions 
should be referred back to your immediate supervisor or contract representative.  For the 
most recent and updated version of this handbook, please refer to the Fire Science 
Academy Web site http://fireacademy.unr.edu 
  
 

THE FSA WAY 

As an adjunct faculty member, there are several expectations the FSA has of you. 
These expectations center around our operating philosophy of actively supporting 
FSA’s Core Values. We have come to define this culture of supportive interaction as 
The FSA Way.  

The FSA Way integrates several key elements of our operating philosophy into one 
cohesive and comprehensive package. These elements include our Core Values, our 
Vision and Mission, as well as Key Competitive Advantages, and finally, our 
Expectations of all of the FSA team members. 

CORE VALUES 

The FSA staff recognizes the following operating principles–principles we 
employ as standards in our day-to-day dealings with not only ourselves, but 
our clients as being of such overriding importance to our success that we 
name them our Core Values: 

• Safety 
• Ethics 
• Team 
• Respect and Fairness 
• Quality 
• Commitment 

VISION 

Our vision is to be the worldwide leader in educating the emergency response 
and management community, recognized for our safety, quality, and client 
focus. 

MISSION 

The University of Nevada, Reno Fire Science Academy is a leader in the 
advancement and dissemination of knowledge to our global clientele. 
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The Fire Science Academy is built upon a culture of respect for safety, client 
service, teamwork, and community support. We uphold the highest levels of 
ethical and professional standards. We foster an environment that challenges 
us to seek continuous improvement in every aspect of our operation. 

Our clients are experts in their chosen fields and demand we be experts in 
ours. To accomplish this, we provide flexible and responsive services of the 
highest quality, every day. 

Dedication to these values sets us apart. 

COMPETITIVE ADVANTAGES 

The FSA has achieved the following competitive advantages through 
consistently maintaining our Core Values: 

• An awareness and practice of “Safety First,” resulting in our excellent 
safety record 

• A flexible and responsive approach to program and service 
development and delivery 

• A culture of teamwork 

• A dedication to client focus 

• The invaluable support we receive from our local cities, Carlin and 
Elko, Elko County community members and official resources, and  
our global business partners 

EXPECTATIONS 

The way in which staff members conduct themselves has a direct impact on 
the FSA’s ability to maintain and grow competitive advantages. Because this 
ability is crucial to FSA’s long-term success in the marketplace, all adjunct 
faculty members are held accountable for upholding the same standards, key 
principles, and values of the organization as any other staff member. 

While the following list is not a full and comprehensive inventory of adjunct 
faculty members’ responsibilities, it does identify the most important of these:  

• Adherence to all safety, health and environmental policies and 
procedures 

• Adherence to all University and FSA policies and procedures, 
including the Alcohol and Drug Policy; Sexual Harassment and 
Discrimination Policy; General Safety Rules Policy; Student Policies 
and Procedures; Business Conduct Policy; Staff Dress Policy; 
Accident Prevention Policy; and Emergency Response Plan, among 
others (see Appendix IV – Important Policies and Procedures starting 
on page 23 for policy details). 
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• Enforcement of University and FSA policies on the field and in the 
classroom 

• Professional representation of the FSA at all times 

• Adherence to the instructor outline and directions given for conducting 
a class 

• Maintaining current qualifications required for the position 

• Ability to speak about FSA programs, services, and people in a 
knowledgeable, positive,  and professional manner 

• Demonstrative support of the values of the organization 

• Leadership role in all aspects regarding safety 

• Client-focused service 

• Understanding that as a faculty member, individual actions, even while 
away from work, may reflect on the FSA as an organization 

• Maintaining classroom control and an atmosphere of positive learning 

• The highest levels of honesty and integrity in dealings with students, 
clients, FSA team members, and other stakeholders 

• Arriving at the appropriate time for assigned duties 

• Compliance with dress policy for assigned duties 

• Attendance at the initial orientation and annual refresher trainings 

BRIEF HISTORY 

The Dodd Beals Fire Protection Training Academy was founded in 1972 by the 
Western Oil and Gas Association, or WOGA (now Western States Petroleum 
Association, or WSPA) as an industrial fire training facility for the petroleum 
industry. Located in Stead, Nevada, just north of Reno, WOGA turned over the 
operation of the program to the University of Nevada, Reno in 1984. By 1992, the 
successful program was listed in the Occupational Safety and Health Administration 
(OSHA) standards as a qualified provider of industrial fire brigade training. Program 
specialty areas grew, attracting more than 2,000 students per year from all 50 states 
and more than 40 different countries. 

By 1995, the community of Stead began to grow up around the Academy, and the 
University was faced with a decision:  operate the facility only six months per year, or 
relocate the program to a more suitable venue. A request for proposal (RFP) was sent 
to each county in Nevada to see if any were interested in supporting the FSA 
program’s relocation. Elko County responded very positively, pledging to donate 426 
acres near Carlin, Nevada for development of a new fire science facility. Ultimately, 
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the Elko County proposal was selected and the decision was made to build the new 
facility on land the campus now occupies. 

Once the location was secured, the University entered into a design-build-lease 
agreement with an investment firm, and a new state-of-the-art facility was built. In 
March of 1999 the program relocated to its new campus, and a new name was 
adopted: The University of Nevada, Reno Fire Science Academy (FSA). 

Shortly after arriving in Elko County, however, the FSA experienced a severe 
setback. The new facility had serious design and construction defects, and staff was 
unable to operate within environmental permit parameters. The problems eventually 
led to facility closure in 2000, the lay-off of most of the full time staff, and the filing 
of several lawsuits. The parties eventually settled differences through a mediated 
agreement. As part of that agreement, the University purchased the facility with 
proceeds from a bond issue. The design-build team corrected the design and 
construction defects, and the FSA reopened for business in May of 2002.  

The FSA has regained the confidence of the clients displaced by the closure as 
evidences by 200% growth in enrollment and revenue since reopening. However, the 
program is still working toward recovering from the huge financial burden the closure 
and reopening placed on the program. The FSA Business Plan outlines goals and 
objectives to ensure the program prospers, and eventually reaches and maintains a 
position of financial solvency.  

The FSA staff is working toward four key goals: 

• Expand the FSA’s market share in industrial training; 

• Pursue federal grants and contracts; 

• Develop a revenue stream from off-site and consulting services activities; and 

• Achieve program financial break-even. 

The FSA staff is employing the following strategies in pursuit of these goals: 

• Focus on core competency: industrial emergency response training; 

• Expand the market share within the petroleum industry; 

• Diversify the client base by serving other industrial markets, such as 
pharmaceutical, mining, manufacturing, and chemical processing; and 

• Develop a niche in the market place for the unique services the FSA provides. 

WHO ARE OUR CLIENTS? 

The FSA trains emergency responders from all 50 states and more than 40 different 
countries. Many of our students are from private industry.  They hold assigned duty 
positions in the facility where they work, and also volunteer on their company’s 
emergency response team. Other students are fulltime paid responders. The FSA’s 
private industry clients include many large, multinational Fortune 500 companies. 
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The petroleum industry provides the FSA with its largest student population; 
however, in recent years, enrollment has grown in other industries too, including 
mining, pharmaceutical, power generation, and manufacturing.  

The FSA also trains municipal, volunteer, and airport emergency responders, as well 
as federal employees of the United States and foreign governments. 

CORE PROGRAMS 

The sections below give a general description of the FSA’s core programs; for  
specific information on these programs and their classes, please refer to our Web site 
at http://fireacademy.unr.edu  or contact the academy’s registrar at 775-754-6003 or 
1-866-914-0015, or by email at fireacademy@unr.edu 

THIRD PARTY CERTIFICATION  

The FSA recognizes the need of some organizations or individuals to achieve 
third party certification through an agency such as National Board on Fire 
Service Professional Qualifications (Pro Board).  Individuals who achieve Pro 
Board accreditation are recognized as having met the rigors of testing based 
upon National Fire Protection Association’s (NFPA's) professional 
qualification standards.  Internationally recognized certification affords the 
individual uniformity and portability of qualifications as it will be recognized 
when members seek advancement and or transfers within the fire service.  We 
will be calling our program NFPA 1081 Plus as we will be providing the 
training and testing for NFPA 1081 Pro Board certification, plus the addition 
of extra time on the FSA drill field using live fire evolutions to enhance the 
skills taught during the week. 
 
It is the intent of the FSA to provide high quality certification testing 
programs to the life safety industry and the emergency services community. 
These programs will allow individuals an opportunity to achieve third party 
certification through a standards based testing program.  As an employee it is 
important to understand that the FSA is committed to ensure complete 
impartiality, confidentiality, and safeguards against misuse or abuse of any or 
all testing materials. If you are asked to assist with a third party testing 
program that you will uphold FSA principals, practices, and policies 
concerning the administration of third party testing.  

 

FIELD INSTRUCTION 

The FSA’s field instruction programs emphasize emergency response and 
management in various industrial settings. The subsections immediately 
below describe the main types of instruction we offer in a field environment. 
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Pressurized Flammable Liquid Fire Fighting 

The FSA is best known for its flammable liquid fire fighting training 
involving pressurized liquid fuels. This is a highly specialized field of fire 
fighting involving controlling the fuel being released through breaches in a 
valve mechanism (also known as an “active” fire) through established fire 
suppression techniques. The control of the fuel source in turn allows 
firefighters to get close enough to the breached valve to shut off the flow 
of that fuel, ultimately extinguishing the fire.  

Spill Flammable Liquid Fire Fighting 

Coincidental to the active fire fighting training described above, spill (or 
“passive”) fire control is conducted on the fire. The passive fire is caused 
by unignited fuel spilling from the valves of the active fire.  This fuel 
floating on the water in the prop containment area, vaporizes, and ignites 
once a temperature sufficient for ignition has been attained.  

In addition to spill fires, which are a consequence of pressurized breached 
valve fires, the FSA also trains for controlling other spill fire situations, 
such as those simulated in the 70 foot open roof storage tank prop, the 
largest training device of its type in the world. 

Just as an active fire is normally controlled using water as a suppressant, a 
passive fire is also controlled using water. Additionally, however, spill 
fires may also be controlled using foam from hand lines, fixed and 
portable monitors, and a variety of foam proportioning appliances. 

Combination Dry Chemical and Water Fire Fighting 

The FSA also trains firefighters in combination dry chemical and water 
attacks for controlling both pressurized and spill fires. While this training 
was originally developed for members of industrial fire brigades, it has 
been successfully adapted and taught to municipal firefighters from 
throughout the United States. 

Hazardous Materials Response 

In addition to fire fighting instruction, courses are also taught in hazardous 
materials response. These range from the basic awareness level through 
advanced technician training. As in our fire fighting programs, a small 
class size, hands-on approach, accurately replicates a real world 
environment where resources are limited. The various props used in the 
hazardous materials training simulate a wide variety of transportation and 
fixed facility type situations. 
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Rescue Training 

The FSA offers rescue training using an extensive array of realistic and 
challenging props. This training ranges from high-angle rescue utilizing 
our multi-story high-angle tower, to below grade confined space rescue 
within the subsurface environment system. There are also numerous 
opportunities for combining high-angle and confined space exercises, 
exercises which require students to utilize all of their rescue skills in 
successfully mitigating the crisis problem presented.  

To increase the challenges of FSA’s rescue training situations, simulated 
hazardous materials and artificial smoke can also be introduced into many 
of the props.  

The FSA supports rescue training for a wide range of industrial clients 
within manufacturing and refining industries, as well as municipal 
departments. 

CLASSROOM INSTRUCTION 

The FSA offers a number of classroom instructional sessions not involving 
field activities. The following sections detail the more popular of these. 

Incident Command and Emergency Response (ICER)  

One of the most successful classroom courses offered at the FSA is 
Incident Command and Emergency Response (ICER). ICER teaches both 
emergency and non-emergency response personnel how to manage 
incidents within their facility. This course is based on the National 
Incident Management System (NIMS), with an emphasis on its application 
in an industrial environment. While this class does not involve field 
activities, it does use stimulating and realistic table top exercises and 
computer simulations to challenge students while driving its classroom 
lesson home. 

Instructor and Train-the-Trainer 

The FSA offers three courses for organizations wanting to develop  
in-house training programs with qualified staff.  

The first of these, Instructional Delivery, covers personal delivery 
techniques using prepared training materials. This course meets the 
requirements of the National Fire Protection Association (NFPA) for Fire 
Service Instructor I.  

Building on the knowledge gained in Instructional Delivery, the next 
course in this series, Instructional Development, covers development 
techniques for entire training programs designed to achieve desired goals.  
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A third course, Developing and Implementing Table Tops, Drills and 
Exercises, details how to incorporate training into an organization’s 
overall emergency response planning process. 

FSA WORLDWIDE SERVICES 

The FSA successfully conducts courses throughout the United States and 
in a number of foreign countries.  In addition to the instructional 
opportunities the FSA offers at the Carlin campus, there are ways this 
same training can be brought to clients through FSA Worldwide.  

 
FSA Worldwide (FSAW) specializes in providing training to our clients at 
their own preferred venues. This service provides clients with the 
opportunity to:  

Involve more of their staff in our training programs; 

Keep critical staff close to the facility and home; 

Have courses tailored to meet their unique requirements; 

Involve students in their environment, using their equipment, and 
procedures; and 

Save travel and overtime costs. 

Classes not dependent on the props located in Carlin, are especially suited 
for this type of training. In addition to standard open enrollment courses, 
FSA Worldwide also works with clients to create customized training to 
meet their specific needs.  The degree of customization varies upon the 
client’s request and can include delivery of portions of the training 
program at the client’s site and practical exercises and skill testing at 
Carlin. 

FSAW programs are provided under the same operating policies and 
procedures used at the FSA with some exceptions.  These exceptions are 
on a case-by-case basis, but the expectation is always to deliver the 
program using The FSA Way. 

As previously mentioned there are numerous ways for FSAW to deliver 
our programs.  This ranges from a single instructor delivering several days 
of class, to multi-instructor teams mobilizing for several weeks of training 
overseas.  This wide variety makes it difficult to detail how these 
programs are produced so this is a general overview. 

FSAW will receive a request for proposal starting a discussion with the 
client about the program’s objectives and parameters.  For some programs 
additional research and FSA staff time is required to fully develop the 
scope of work.  Once the program has been defined a worksheet will be 
opened.  In this worksheet a budget will be developed to determine the 
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proposal’s price.  Once accepted by the client, the scope of work is 
implemented and the program is added to the FSA Master Training 
Calendar. 

Just as for work performed in Carlin, FSA staff will contact adjunct 
faculty for their work and travel arrangements to be made.  Since these 
programs may require extended travel, adjunct faculty contracts may be 
slightly different than contracts for work performed in Carlin. 

FSAW programs can be interesting and exciting.  They can also be trying.  
The challenges presented to all travelers today can make life difficult.  At 
times, and especially true in other countries, the planned program is 
modified “on the go” throwing the proverbial “wrench in the works”.   As 
it is said by some “Every day is a new day.”  While every effort is made to 
have a sound plan, a flexible and adaptable attitude is a big asset in FSAW 
work.    

PROGRAM HIGHLIGHTS 

The various courses offered by the FSA provide training in virtually all areas of 
industrial emergency response. All FSA training emphasizes safely applying real 
world lessons in a challenging and realistic environment. 

Some of the highlights of the FSA campus in Carlin, Nevada, include the training 
amenities and program specialty areas listed in the next two sections. 

AMENITIES 

The following distinctive training amenities have greatly contributed to the 
FSA’s recognized ability to achieve and sustain our client-focused 
competitive advantage: 

• Full-scale burnable props, utilizing liquid petroleum fuel in real-life 
situations 

• Multilevel replica of an oil refinery operation 

• 70-foot open roof storage tank foam fire suppression  

• Training grounds and props for hazardous materials, including 
highway tanker trailers, railroad tank cars, and an industry process unit 

• Rescue props, including a multilevel high-angle tower, and surface and 
underground confined spaces 

• Turnout building with gear and rescue equipment rentals, showers, and 
locker rooms 

• Multimedia classrooms 

• Spacious dining facility 
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PROGRAM SPECIALTY AREAS 

The FSA also offers the following wide array of fire fighting and crisis 
preparedness courses, unique in variety, scope, and comprehensiveness within 
the emergency response and management community: 

• Industrial Fire Fighting 

• Officer Development 

• Incident Command 

• Aircraft Rescue and Fire Fighting (ARFF) 

• Industrial Rescue 

• Hazardous Materials 

• Mine Fire Fighting and Mine Rescue 

• Wildland Fire Fighting 

• Emergency Response Team (ERT) Training 

• Instructor and Train-the-Trainer Programs 

• Specialty Training and Customized Programs 

GENERAL INFORMATION 

THE FSA CARLIN CAMPUS AREA 

The FSA’s Carlin campus is located off Interstate 80, approximately 20 miles 
west of Elko, Nevada, near the City of Carlin. Elko is the largest city on I-80 
between Reno, Nevada and Salt Lake City, Utah, located approximately 290 
miles east of Reno and 230 miles west of Salt Lake City; see Appendix I – 
Map of The FSA’s Carlin Campus Location on page 20 for more detail. 

The general area in which the FSA is located is characterized as rural high 
desert, with an average elevation of approximately 5,000 feet above sea level. 
Extreme temperature variations are common, and it is not unusual to 
experience 50 degree temperature swings in a 12-hour period. Additionally, 
the air is very dry. Adjunct Faculty are encouraged to dress in layers and drink 
plenty of water or other hydrating fluids throughout the day. Sunscreen and 
skin lotion are also recommended. 

The greater Elko area, including Carlin and other small communities in Elko 
County, is a full-service micropolis, offering a wide range of shopping, 
recreation, and entertainment opportunities; for additional information on the 
cities of Elko and Carlin, as well as Elko County, visit these Web sites: 

  City of Elko: 
http://www.ci.elko.nv.us/  
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Elko County: 
www.elkocounty.net 

Elko Area Chamber of Commerce: 
www.elkonevada.com 

City of Carlin: 
http://explorecarlinnv.com  

ANNUAL TRAINING 

(This section does not apply to Independent Contractors.) 

FSA is committed to ensuring Adjunct Faculty receive proper training.  As 
such, there are four training sessions held per year (one training session per 
quarter).  Adjunct Faculty are required to attend one session annually.  Please 
check with your supervisor for the schedule of training sessions. 

PAYROLL AND TIMESHEETS 

(This section does not apply to Independent Contractors.) 

Adjunct Faculty will receive payment for their services as described in the 
contract.  Timesheets may be required and should be discussed with the 
assigned supervisor.  In some cases an Adjunct Faculty will be required to 
submit timesheets bi-monthly or monthly.  This should be discussed with the 
assigned supervisor.  If there are any questions, please discuss with your 
assigned supervisor. 

LODGING AND TRAVEL ARRANGEMENTS 

(This section does not apply to Independent Contractors.) 

The FSA travel coordinator is responsible for arranging all adjunct faculty 
travel and lodging arrangements. Individual adjunct faculty members are not 
to make these arrangements independently, unless specific plans have been 
made with the travel coordinator prior to the travel. This includes ground 
transportation, such as personal or rental cars. Travel and lodging 
arrangements made independently of the FSA travel coordinator may not be 
reimbursed; see on page 44 for details and restrictions on adjunct faculty 
travel and lodging when visiting the Carlin campus. 

It is very important that all travel and lodging receipts are due to the travel 
coordinator no later than 10 days after the completion of the travel.   

For certain assignments, an assignment commitment letter may need to be 
signed by the Adjunct Faculty or Independent Contractor.  This letter will 
include details of the specific assignment. 
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In order to stay in compliance with University requirements and regulations, 
please return all telephone calls and facsimiles in a timely manner to the travel 
coordinator and any other FSA employee that is requesting information 
specific to the assignment. 

For more information, or to make lodging and travel arrangements, contact the 
FSA travel coordinator by telephone at 775-682-6428; via FAX 775-682-
6431; or email irish@unr.edu  

Several options are available for travel and lodging while working with FSA. 
All of these need to be discussed with the FSA travel coordinator before 
choices are made; see on page 44 for details and restrictions on adjunct faculty 
travel when visiting the Carlin campus. 

Refer to http://www.unr.edu/vpaf/controller/travel/ for up to date travel policy 
information, in addition, Per Diem Travel Rates Domestic and Maximum 
Travel Per Diem Allowances for Foreign Areas. 

 

 

 

CONTACT INFORMATION 

University of Nevada, Reno 
Fire Science Academy 
P.O. Box 877  
100 University Avenue 
Carlin, NV  89822-0877 
Phone: (775) 754-6003 or 1 (866) 914-0015 
Fax: (775) 754-6575 
E-Mail: fireacademy@unr.edu 
Web site: www.fireacademy.unr.edu 

EMERGENCY CONTACT NUMBERS 

CALL TREE 
Please call in the following order. If the first person is not available, call the 
next person in line. 

 
NAME                        HOME NUMBER      CELL PHONE 
George Quick              775-738-1504              775-934-0245 
Todd Valline               775-778-3327              775-340-2531 
Wayne Eder                 775-846-1414        775-846-1414 
Denise Baclawski        775-849-1048              775-224-2986 



Adjunct Faculty Handbook – Rev. 007 – 04/25/2011 
 

 
 

Page 17 of 107 

 

NON-DISCLOSURE AGREEMENT 

Adjunct faculty and independent contractors will treat FSA curriculum, 
training materials, handouts, visual aids and illustrations, marketing network 
lists, and other materials as proprietary unless informed otherwise in writing 
by FSA management. Proprietary items are not public information and are 
confidential, and therefore, cannot be used by an individual or contractor to 
derive economic value from use or distribution. The use of this proprietary 
information for self gain is strictly prohibited.  Do not allow students to copy 
class materials without written permission from FSA management. 

Solicitation of business or clients for monetary or personal gain while under 
the employ of the FSA is prohibited.  

IMPORTANT POLICIES AND PROCEDURES 

The policies and procedures in the bullet list below, and included in APPENDIX IV 
– IMPORTANT POLICIES AND PROCEDURES, starting on page 23, are some 
of the most critical ones for performing your duties as an adjunct faculty member or 
independent contractor. These policies and procedures and others will be covered in-
depth at your initial orientation and again at each annual refresher session. 

• Alcohol and Drug Policy 

• Sexual Harassment and Discrimination Policy 

• General Safety Rules Policy 

• Student Policies and Procedures Letter 

• Business Conduct Policy 

• Travel Policy 

• Staff Dress Policy 

• Accident Prevention Policy 

• Emergency Response Plan  

• Hazard Communication Policy 

• Volunteers 

Compliance with all FSA policies and procedures is the responsibility of each 
Adjunct Faculty member. Questions regarding policy and procedures, concerns, or 
general information can be directed to any FSA safety officer or management 
member for clarification. Not all policies, rules, codes, plans, and procedures are 
included in this document; however, complete copies of these documents can be 
found in the following locations: 
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Administration Building – in the library at the front desk 

Turnout Building – next to the time clock 

University Firehouse – in the Facility Supervisor’s office 

CHAIN OF COMMAND AND PERFORMANCE EVALUATIONS 

(This section does not apply to Independent Contractors.) 

The FSA Organizational Chart on page 22 details all FSA positions.  As can be seen 
by the organizational hierarchy outlined on this chart, classroom and field instructors 
report directly to the Associate Director for Programs and Operations for services 
delivered at the Carlin campus, or the Assistant Director for FSA Worldwide for 
services delivered at locations other than the Carlin campus. Field safety personnel 
report directly to the Safety Specialist II.  

A performance evaluation will be conducted by your FSA assigned supervisor at least 
annually. Evaluations may also occur on a per job or per assignment basis. 
Evaluations may occur at frequencies more often than once per year.  

Classroom instructors are expected to arrive at the FSA the day prior to their 
scheduled class to acquire all necessary items. If it is not possible or impractical to 
arrive the day before, then prior scheduling and plans for preparation must take place 
between the Adjunct Faculty member and his/her assigned supervisor. Field 
personnel, such as field safety officers and fuelers, are to arrive and be prepared for 
their assignment at least one hour prior to the start of that assignment. 

FSA Worldwide assignments will be coordinated through the Assistant Director for 
FSA Worldwide or his/her designee. 

SPECIFIC INFORMATION FOR INDEPENDENT CONTRACTORS 

As an Independent Contractor, you are not an employee of the FSA and are not 
entitled to any of the compensation, benefits, rights, or privileges of employees of  
FSA.  Further, with respect to Independent Contractors there shall be no: 

• Withholding of income taxes by the FSA; 

• Workers’ compensation insurance provided by the FSA; 

• Participation in group insurance plans which may be available to 
employees of the FSA; 

• Participation or contributions by Independent Contractor or the FSA to 
the public employee’s retirement system; 

• Accumulation of vacation leave or sick leave; and 

• Unemployment compensation coverage provided by the FSA. 
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However, FSA will expect you to abide by the values, vision, mission and 
expectations while serving in this capacity.  Failure to meet these expectations may 
possibly cause termination of the contract. 

TRAVEL FOR INDEPENDENT CONTRACTORS 

Independent Contractors will generally be responsible for their own travel 
arrangements.  If in doubt, please discuss with your contract representative. 

INVOICING AND PAYMENT FOR INDEPENDENT CONTRACTORS 

Independent Contractors will receive payment for their services as described 
in the contract under terms and conditions.  If there are questions, please 
discuss with your contract representative. 

PERFORMANCE EVALUATIONS FOR INDEPENDENT CONTRACTORS 

Independent Contractors’ performance will be reviewed and evaluated as 
described in the contract.  If there are questions, please discuss with your 
contract representative. 

TRAINING FOR INDEPENDENT CONTRACTORS 

Any training required to execute the scope of work will be covered in the 
terms and conditions of the contract.  If there are questions, please discuss 
with your contract representative.
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APPENDIX I – MAP OF THE FSA’S CARLIN CAMPUS LOCATION 
 
 
 
 

Salt Lake City 
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APPENDIX II – MAP CARLIN CAMPUS 

 



Adjunct Faculty Handbook – Rev. 007 – 04/25/2011 
 

 
 

Page 22 of 107 

APPENDIX III - ORGANIZATIONAL CHART 
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APPENDIX IV - IMPORTANT POLICIES AND PROCEDURES  
 

• Alcohol and Drug Use Policy 

• Sexual Harassment and Equal Employment Opportunity Policies 

• General Safety Rules Policy 

• Student Policies and Procedures Letter 

• Business Conduct Policy 

• Travel Policy 

• Staff Dress Policy 

• Accident Prevention Policy 

• Emergency Response Plan  

• Hazard Communication Policy 

• Volunteers 
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ALCOHOL AND DRUG USE POLICY 
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SEXUAL HARASSMENT AND EQUAL EMPLOYMENT OPPORTUNITY POLICIES 
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Equal Opportunity and Affirmative Action 
Office 

University of Nevada, Reno 
 
 
 

The Affirmative Action Program/Plan is available for viewing in the Human 
Resources office in the Artemesia Building or in the Equal 
Opportunity/Affirmative Action office in the Jones Center. 
 
 
The Equal Opportunity and Affirmative Action Office assists all students, 
faculty, staff and members of the campus community with EEO/discrimination 
issues; maintains the Affirmative Action Program/Plan; provides training in 
regard to sexual harassment and employment discrimination issues; conducts 
internal discrimination investigations; offers mediation services, and insures 
compliance with all state and federal discrimination laws. 
 
 

Sexual Harassment 
Because it is both offensive and illegal, the University of Nevada, Reno will not 
tolerate sexual harassment – or discrimination of any kind – of its students or 
employees.  For more information on the elements of sexual harassment or to 
report discrimination and/or sexual harassment, please call our office.  You may 
also visit the Nevada System of Higher Education (NSHE) Web site at 
http://system.nevada.edu/Board-of-R/Handbook/TITLE-4---/T4-CH08---
Student-Recruitment-and-Re.pdf, Section 13, to view the university’s policy 
prohibiting sexual harassment. 
 
 

Equal Employment Opportunity 
The University of Nevada, Reno Equal Opportunity and Affirmative Action 
Office is here to ensure that you have the right to an education and to work and 
advance in employment on the basis of merit, ability, and potential without fear 
of discrimination.  We are responsible for hearing employee and student 
grievances and for investigating complaints. 
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The University of Nevada, Reno is committed to Equal Employment 
Opportunity/Affirmative Action in recruitment of its students and employees 
and does not discriminate on the basis of race, religion, sex, age, creed, genetic 
information, national origin, veteran status, physical or mental disability, and 
sexual orientation.  The University of Nevada, Reno, employs only United States 
citizens and aliens lawfully authorized to work in the United States.  Women and 
under-represented groups are encouraged to apply. 

Denise Cordova 
Manager 

ADA Coordinator 
-- 

Barbara Nirenberg 
Administrative Assistant II 

-- 
Equal Opportunity and Affirmative Action Office/0158 

University of Nevada, Reno 
Jones Center, Room 103-C 

784-1547
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GENERAL SAFETY RULES POLICY 
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STUDENT POLICIES AND PROCEDURES LETTER 
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BUSINESS CONDUCT POLICY 
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TRAVEL POLICY 
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STAFF DRESS POLICY 
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ACCIDENT PREVENTION POLICY 
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EMERGENCY RESPONSE PLAN 
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HAZARD COMMUNICATION POLICY 
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VOLUNTEERS 
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