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Chatham University
EMPLOYEE MANUAL

DISCLAIMER:

This manual is not intended to, nor does




it, constitute a contract of employment or a promise





or guarantee of benefits or policies stated in it.  As





the University considers appropriate, changes or 





exceptions may be made to the provisions of this





manual at any time, with or without prior notice.  It





is to be expected that there will be variations in the





interpretation and application of these provisions by





management in individual circumstances.  The 





University remains the final authority as to the proper





interpretation and application of the provisions of





this manual.  Deviations from its provisions by





management personnel may be authorized, or





subsequently ratified, by the University as it deems 





appropriate.

At-Will Statement:
Employment with the University is “at-will” and will last





so long as both the employee and the University 





choose to continue the relationship without limitation





on either party.  While we ask for reasonable





notice, the employee may terminate the relation-





ship at any time, for any reason, with or without





notice, and the University retains the similar right.





Nothing said or written now, or in the future, is to be





interpreted to the contrary.

Code Of Ethical Professional Conduct

Introduction
This code of Ethical Professional Conduct (“Code”) covers a wide range of professional practices and procedures.  It does not cover every issue that may arise, but it sets out basic principles to guide all employees of the University.  Obeying the law, both in letter and in spirit, is the foundation on which the University’s ethical standards are built.  All of the University’s employees must conduct themselves accordingly and seek to avoid even the appearance of improper or unethical behavior.  All employees are required to review these policies annually and a confirmation will be placed in your personnel file.

Equal Opportunity & Affirmative Actions
Non-Discrimination

Equal opportunity and affirmative action are integral to employment and education at Chatham University because we recognize that the University’s present and future strength is based primarily on people and their skills, experience, and potential to develop, no matter what their sex, pregnancy, age, race, color, religion, creed, national origin, ancestry, citizenship, immigrant status, military status, veteran's status, disability, handicap, atypical heredity cellular or blood trait, genetic information, sexual orientation, gender identity, marital status, family status, domestic partner or civil union status or membership in any other protected group.

The University has a policy of equal employment and education opportunities and affirmative action that is broad in scope and supported at all levels of the University.  The following statements summarize the University’s policy on equal employment, educational opportunity and affirmative action.

The University will make affirmative good faith efforts (through responsible managers and officials) in accordance with the law, to recruit, hire, train, and promote persons in all job titles, without unlawful regard to sex, pregnancy, age, race, color, religion, creed, national origin, ancestry, citizenship, immigrant status, military status, veteran's status, disability, handicap, atypical heredity cellular or blood trait, genetic information, sexual orientation, gender identity, marital status, family status, domestic partner or civil union status or membership in any other protected group.

University managers and officials shall take affirmative action to ensure that protected group members are introduced into the work force, the student body, and University community.  Students and employees in protected groups are encouraged to apply for, and participate in, all University-provided opportunities including promotional, educational, and training opportunities.

University managers and officials will make continual efforts to ensure that hiring and promotion decisions are in accord with principles of equal opportunity by imposing only legitimate business requirements for hiring and promotional opportunities.  Likewise, student admission and retention decisions will be made with the principles of equal opportunity at the forefront.

University managers and officials shall base all employment and student admission decisions on the principles of equal opportunity and with the intent to further the University’s commitment to those principles.

The University will not engage in or tolerate unlawful discrimination (including any form of unlawful harassment or retaliation) on account of a person’s sex, pregnancy, age, race, color, religion, creed, national origin, ancestry, citizenship, immigrant status, military status, veteran's status, disability, handicap, atypical heredity cellular or blood trait, genetic information, sexual orientation, gender identity, marital status, family status, domestic partner or civil union status or membership in any other protected group.

For example, and by way of illustration only, the University will not unlawfully consider an individual’s membership in any protected group as defined above with regard to:  interviewing, hiring, compensation, benefits, education, tuition assistance, social and recreational programs, training, assignments, evaluations, coaching, promotions, discipline, discharge and layoffs.  Also, the University requires as a condition of employment that all potential hires and current employees are eligible to work legally in the United States.  If it is determined that these individuals fail to meet this requirement, they will be terminated from employment and this will not violate our policy on discrimination against immigration status.   
In this policy, we include specific examples of harassment.  It is not our intent to make anyone uncomfortable.  To the contrary, we provide specific examples to help avoid confusion on whether something is appropriate.  If you have any question as to whether something may be inappropriate, don’t do it.

Non-Harassment

The University provides an education and working community free from any form of unlawful sexual or discriminatory harassment.  Each individual has the right to work in an environment that is free from sexual harassment and harassment on account of/with regard to any protected status.

Specifically, the University expressly prohibits any form of unlawful employee harassment based on sex, pregnancy, age, race, color, religion, creed, national origin, ancestry, citizenship, immigrant status, military status, veteran's status, disability, handicap, atypical heredity cellular or blood trait, genetic information, sexual orientation, gender identity, marital status, family status, domestic partner or civil union status or membership in any other protected group.

Definition and Examples of Sexual Harassment

Sexual harassment is a form of sex discrimination which the University will not tolerate.  Consistent with the foregoing, the following behaviors are prohibited, whether by a man or a woman and whether directed at a man or a woman:

· To threaten or insinuate, expressly or implicitly, that any person is required to submit to sexual advances or to provide sexual favors as a condition of employment, continued employment or any term, condition or benefit of employment, or that a person’s refusal to submit to sexual advances or to provide sexual favors will affect adversely the person’s employment, continued employment or any term, condition or benefit of employment.

· To make any employment decision or take any employment action based on a person’s submission to or refusal to submit to sexual advances.

· To engage in unwelcome sexually-oriented or otherwise hostile conduct which has the purpose or effect of interfering unreasonably with another person’s work performance or of creating an intimidating, hostile, abusive or offensive working environment. 
The following behaviors, communications etc. are inappropriate, and as such, prohibited, regardless of whether they are illegal:  threatening adverse employment actions if sexual favors are not granted; unwanted and unnecessary physical contact; demands for sexual favors in exchange for favorable treatment or continued employment; display of pornographic material; excessively offensive remarks, including unwelcome graphic or suggestive comments about an individual’s body, appearance or dress, obscene jokes or other inappropriate use of sexually explicit or offensive language; the display in the workplace of sexually suggestive objects or pictures which create an intimidating or hostile work environment; unwelcome sexual advances; and other unwelcome and unwanted conduct of a sexual nature, such as leering, name calling and sexual innuendos.

It is important to remember that these prohibitions set forth above apply not only to oral and written communications, but also to e-mail, voice mail, Internet communications and searches, and other technology-assisted communications.

The prohibitions on inappropriate behavior set forth above apply not only in the workplace itself but also to all other work-related settings, such as off-site work meetings and seminars and work-related social functions.

It is of no defense to inappropriate behavior that there was no bad intent, that it was only a “joke,” or that it was not directed at any particular person.

Definition and Examples of Other Discriminatory Harassment
Harassment based on an individual’s membership in any protected group (for example, race, age, national origin, ancestry or disability) is equally prohibited and will not be tolerated.

The following behaviors, communications, etc. are inappropriate, and as such, prohibited, regardless of whether they are illegal:

· Derogatory comments about an individual’s membership in any protected group, for example, the “old guy;”

· Displays of cartoons, calendars, computer software, pictures etc. which are degrading to or reflect negatively upon any protected group;

· "Jokes," comments or stories which have the purpose or effect of stereotyping, demeaning or making fun of any protected group, for example, racial “jokes,” AIDS “jokes,” or Catholic “jokes;”

· Slurs to describe any protected group, for example, the “N” word or the "C" word;

· Nicknames which relate to a person’s membership in any protected group, for example, "r-g head";

· Verbal or non-verbal innuendo which relates to or reflects negatively upon any protected group, for example, mimicking a disabled employee’s walk or an immigrant’s accent;

· Hate symbols or other symbols which suggest the inferiority of any group;

· Racist, sexist or other hate-based graffiti;

· Hostile, abusive or demeaning behavior, including threats, directed at an employee because of his or her membership in any protected group, even if not racial, ethnic, religious etc. in nature;

· Stereotypic or biased comments or slurs about any protected group, for example, “they don’t work hard;” and

· Any other inappropriate behavior of the kind or similar to that referred to here or elsewhere in this policy

It is important to remember that these prohibitions apply not only to oral and written communications, but also to e-mail, voice mail, Internet communications and searches, and other technology-assisted communications.

The prohibitions on inappropriate behavior set forth above apply not only in the workplace itself but also to all other work-related settings, such as off-site work meetings and seminars and work-related social functions.

It is of no defense to inappropriate behavior that there was no bad intent, that it was only a “joke” or that it was not directed at any particular person.

Social Relationships in General

Sometimes social relationships between coworkers or colleagues may develop at work.  While you have a right to say “yes,” you also have an absolute right to say “no.”  Consequently, if you feel any unwelcome pressure to become involved with any officer, manager, supervisor, coworker, faculty member, agent or non-employee with whom you come into contact in the course of your employment with the University, we urge you to use the complaint procedure set forth below.  If you let us know there’s a problem, we can help!  In the absence of a complaint pursuant to the procedure which follows, the University will assume the relationship is entirely consensual and welcome.

Social Relationship with Students

Notwithstanding the restrictions outlined above with respect to social relationships among coworkers or colleagues, the University has a policy imposing specific prohibitions with respect to dating relationships between faculty and students, or students and administrators.
More specifically, in light of the sensitive relationship between our employees and students, the University prohibits dating (or attempts at dating) between a student and any faculty member, faculty advisor or other employee.
Reasonable Accommodations

Upon request, the University will make reasonable accommodations which do not impose an undue hardship on the University on behalf of qualified individuals with disabilities or handicaps of which the University is made aware.  Upon request, the University also will make reasonable accommodations which do not impose an undue hardship on the University with regard to an employee’s religious observances, practices and beliefs of which the University is made aware.  If you need an accommodation for religious or medical reasons, please speak with either your supervisor or the Assistant Vice President of Human Resources.

Working with Sexual and Other Sensitive Material

For some instructional, research, counseling and other legitimate purposes, there may be times when it is necessary for there to be (a) sexually-oriented discussions or to review materials of a sexual nature; or (b) discussions of offensive behaviors or communications of a racial, ethnic, religious etc. nature or to review offensive materials of a racial, ethnic, religious, etc. nature.

In these situations, all such discussions:  (a) should be limited to the instructional, research, counseling or other legitimate purpose; (b) should be professional, without being excessive in terms of focus or explicitness; and (c) should not include profanity, offensive wording or insinuation, or suggestive, explicit, or inappropriate humor unless directly related to the legitimate purpose.  Similarly, in these situations, all such materials:  (a) should be reviewed only for the legitimate purpose; and (b) should be concealed when they are not being used for the legitimate purpose, if they could offend others if taken out of context.

Coverage

This entire Policy applies to all of the University’s officers, managers, supervisors, employees and applicants.  All such individuals are both protected under and restricted by this entire Policy.  You are protected in terms of your right to have an educational and working community free from unlawful discrimination, harassment and retaliation and other inappropriate conduct as described in this Policy.  You are restricted in terms of your being prohibited from engaging in unlawful discrimination, harassment and retaliation and other inappropriate conduct as described in this Policy.

The prohibitions against unlawful discrimination, retaliation and harassment set forth in this Policy apply not only to the conduct of the employees of our University but also to the conduct of non-employees (for example, students, vendors, suppliers and contractors) with whom our employees interact in the course of their employment with the University.  Consequently, if you feel discriminated or retaliated against or harassed (sexually or otherwise) by a non-employee in the course of your employment with the University, you should use the procedure set forth below.  Conversely, the prohibitions against unlawful discrimination, harassment and retaliation set forth in this Policy apply to your conduct relative to non-employees (including, but not limited to, students) with whom you come into contact in the course of your employment with the University.

Retaliation Prohibited

The University will neither engage in nor tolerate unlawful retaliation of any kind against any person who makes a complaint of unlawful discrimination, harassment or retaliation, serves as a witness or otherwise participates in the investigatory process.  As with all other provisions of this policy, all employees are protected by this provision as well as restricted in terms of what they do.

Prohibited retaliation includes adverse tangible employment actions, such as denial of a raise or promotion.  It also may include, in some circumstances, other material changes in the terms and conditions of employment, such as work assignments, if the changes are a product of a retaliatory motive.  Prohibited retaliation also may include adverse actions independent of the workplace, such as trying to exclude an employee from membership in an outside professional organization because of a complaint he or she made at work.

It is no defense to retaliation by any person (officer, manager, supervisor, etc.) that the complaint did not have legal merit.  Generally speaking, so long as an individual acts in good faith in making a complaint alleging unlawful discrimination, harassment or retaliation, serving as a witness or otherwise participating in the investigatory process, no adverse action can be taken against him or her because he or she made the complaint, served as a witness or otherwise participated in the investigatory process.

Prohibited retaliation will be handled under this policy in the same manner and subject to disciplinary/corrective action to the same degree as any other violation of this policy.

Open-Door Complaint Procedure

If you believe that you may have been unlawfully discriminated against, harassed by or retaliated against by any officer, manager, supervisor, coworker, agent or non-employee in violation of this Equal Employment Opportunity Policy, you should report your concerns immediately to your supervisor, manager or the Assistant Vice President of Human Resources, Sr. V.P. of Finance and Administration or Assoc. V.P. of Finance and Administration/CFO.  Please speak with whichever person you feel the most comfortable, whatever your reasons.

Similarly, if you have any question as to whether certain conduct is unlawful discrimination, retaliation or harassment, you are encouraged to speak with any of the individuals identified above.

Of course, if you feel comfortable doing so, you are encouraged (but not required) to speak directly with the individual who has engaged in conduct which you believe is in violation of this policy and to notify him/her that such conduct is unwelcome.  Please note that in the event that such informal, direct communication between individuals is either ineffective or too difficult, you should report your concerns immediately using the complaint procedure described above.

All complaints will be investigated promptly, and the existence and nature of your complaint will be disclosed only to the extent necessary to make a prompt and thorough investigation or as may be necessary to take appropriate corrective measures.  The University will neither engage in nor tolerate any form of unlawful retaliation against any person for making a complaint alleging unlawful discrimination, harassment or retaliation, serving as a witness or otherwise participating in the investigatory process.

If you are an officer, manager, or supervisor and anyone complains to you that they believe that they or anyone else may have seen subject to unlawful discrimination, harassment or retaliation, you must report this by calling the Assistant Vice President of Human Resources or the Sr. V.P. of Finance and Administration or Assoc. V.P. of Finance and Administration/CFO.  You may neither keep the complaint confidential nor investigate the complaint on your own.  If you are not sure whether you have a duty to report, play it safe and report.

If you are not entirely satisfied with how your complaint has been handled, for whatever reason, you may appeal your complaint to the Sr. Vice President of Finance and Administration.  Your appeal should be in writing to help ensure that the person you contact is clear that you wish to appeal.  While we encourage you to be detailed, it is sufficient to say “I wish to appeal my EEO complaint.”

Sanctions for Violations of the University’s Equal Opportunity Policy

Any officer, manager, supervisor, faculty member employee, agent, student or other non-employee who, after appropriate investigation, has been found to have engaged in unlawful discrimination, harassment or retaliation and/or inappropriate behavior inconsistent with this Policy (even if not unlawful) will be subject to appropriate disciplinary and/or corrective action, up to and including termination of his or her employment or other relationship with our University.

Whistleblower Policy

Chatham University requires its officers and employees to observe high standards of business and personal ethics in the conduct of their duties and responsibilities.  As employees and representatives of Chatham University, we must practice honesty and integrity in fulfilling our responsibilities and comply with all applicable laws and regulations.  The University will neither engage in nor tolerate unlawful or unethical behavior with regard to any of its policies, practices or operations

Reporting Responsibility

It is the responsibility of all officers and employees to comply with this policy and to report violations or suspected violations in accordance with this Whistleblower Policy.  If any officer or employee believes that some policy, practice or activity within Chatham University constitutes fraudulent or dishonest conduct, including if you believe that any employee of the University, or any other individual or entity performing work for the University, has engaged in illegal or unethical conduct of any kind, a complaint should be made in accordance with the section on Reporting Violations below.

Fraudulent or dishonest conduct includes, but is not limited to, the following:

· Forgery or unauthorized alteration of documents;

· Unauthorized alteration or manipulation of computer files;

· Misrepresentation, fraud, false statements or deliberate error in the preparation, evaluation, review or audit of any financial statement or report;

· Misappropriation or misuse of organization resources, such as funds, supplies or other assets;
· Authorizing or receiving compensation for goods not received or services not performed; and

· Authorizing or receiving compensation for hours not worked.

No Retaliation

No officer or employee who, in good faith, reports a violation of a Chatham University policy or federal, state or local law or ordinance, serves as a witness or otherwise participates in the investigation shall suffer unlawful harassment, retaliation or adverse employment consequence.  An employee who retaliates against someone who has reported a violation in good faith is subject to discipline up to and including termination of employment.  This Whistleblower Policy is intended to encourage and enable employees and others to raise serious concerns within Chatham University.

Reporting Violations

Chatham University has an open door policy and suggests that employees share their questions, concerns, suggestions or complaints with someone who can address them properly.  In most cases, an employee’s supervisor is in the best position to address an area of concern.  However, if you are not comfortable speaking with your supervisor or you are not satisfied with your supervisor’s response, you are encouraged to speak with someone in management whom you are comfortable in approaching.

Supervisors and managers are required to report complaints which are made directly to them as well as other suspected violations to the Compliance Officer, who has specific and exclusive responsibility to investigate all reported violations.  For suspected fraud, audit matters, or when you are not satisfied or uncomfortable with following Chatham University’s open door policy, individuals should contact the Compliance Officer directly.  Complaints can also, when appropriate, be made to the President.

To the extent possible, any complaint should be factual rather than speculative or conclusory and should contain as much specific information as possible to allow for proper assessment.  The complaint describing an alleged violation should be candid and set forth all of the information that the employee knows regarding the allegation or concern.

Compliance Officer

The Compliance Officer shall be designated by the President and is responsible for investigating and resolving all reported complaints and allegations concerning reported violations and shall advise the President and/or, where appropriate, the Audit Committee.  The Compliance Officer has direct access to the Audit Committee of the Board and is required to report to the Audit Committee at least annually on compliance activity.  The name, address and telephone number of the Compliance Officer will be provided to all employees each year. (Sean Coleman will be the Compliance Officer)

Accounting and Auditing Matters

The Audit Committee of the Board of Directors shall address all reported concerns or complaints regarding corporate accounting practices, internal controls or auditing.  The Compliance Officer shall immediately notify the Audit Committee of any such complaint and work with the committee until the matter is resolved.

Acting in Good Faith

Anyone filing a complaint concerning a violation or suspected violation must be acting in good faith and have reasonable grounds for believing the information disclosed indicates a violation.  Any allegations that prove to have been made maliciously or knowingly to be false will be viewed as a serious disciplinary offense.

Confidentiality

Violations or suspected violations may be submitted on a confidential basis by the complainant or may be submitted anonymously.  Reports of violations or suspected violations will be kept confidential to the extent possible, consistent with the need to conduct an adequate investigation.  In order to take action on the alleged violation, it may be necessary in certain circumstances to disclose the identity of the complainant.  

Handling of Reported Violations

The Compliance Officer will notify the sender and acknowledge receipt of the reported or suspected violation within five business days.  All reports will be promptly investigated and appropriate corrective action will be taken if warranted by the investigation.

Retention of Complaints

All complaints submitted by an employee regarding an alleged violation or concern will remain confidential to the extent practicable.  In addition, all written statements, along with the results of any investigations relating thereto, shall be retained by Chatham University for a minimum of seven years.

It is illegal and against Chatham University’s policy to destroy any corporate audit record that may be subject to or related to an investigation by Chatham University or any federal, state or regulatory body.

Conflict of Interest

Article I

Purpose

The purpose of this Conflict of Interest Policy is to protect the University when it is contemplating entering into a transaction or arrangement that might benefit the private interest of an employee of the University.  This policy is intended to supplement but not replace any applicable state laws governing conflicts of interest applicable to non-profit corporations.

Article II

Definitions

Interested Person
Any current employee who has a direct or indirect financial interest, as defined below, is an “Interested Person.”

Financial Interest

An employee has a financial interest if he or she has, directly or indirectly, through business, investment or family (i.e., a person who is related by blood, adoption, current marriage or domestic partnership) an actual or pending ownership or investment interest in any entity with which the University has a transaction or arrangement, or an actual or pending compensation arrangement with the University or with any entity or individual with which the University has a transaction or arrangement, or an actual or pending ownership or investment interest in, or compensation arrangement with, any entity or individual with which the University is considering or negotiating a transaction or arrangement.  Donations to the University are excluded from this section.

Compensation includes direct and indirect remuneration as well as gifts or favors that are substantial in nature.  Substantial means gifts or favors in excess of $500.

Article III

Procedures

Duty to Disclose

In connection with any actual or possible conflicts of interest, an Interested Person must disclose the existence and nature of his or her financial interest in writing to the Sr. Vice President of Finance and Administration.  Gifts between $100 and $500 must be reported to the employee’s immediate supervisor.  Any gift over $500 must be disclosed in writing to the employee’s immediate supervisor who shall inform the SVPFA.
Determining Whether a Conflict of Interest Exists

After full disclosure of a financial interest, the Sr. Vice President of Finance and Administration shall decide if a potential conflict of interest exists and shall in all cases report such determination to the President quarterly.
Procedures for Addressing the Potential Conflict of Interest

After exercising due diligence, the Sr. Vice President of Finance and Administration shall determine whether the University can obtain a similar or more advantageous transaction or arrangement with reasonable efforts from a vendor that would not give rise to a conflict of interest.

If a similar or more advantageous transaction or arrangement is not reasonably attainable under circumstances that would not give rise to a conflict of interest, the Sr. Vice President of Finance and Administration shall determine whether the transaction or arrangement is in the University’s best interest and whether the transaction is fair and reasonable to the University.

Violations of the Conflict of Interest Policy

If an employee has reasonable cause to believe that another employee has an actual or potential conflict of interest and failed to disclose such, he or she should report this information to the Sr. Vice President of Finance and Administration.  If the Sr. Vice President of Finance and Administration has reasonable cause to believe that an employee has failed to disclose actual or potential conflicts of interest, he or she shall inform the employee of the basis for such belief and afford the employee an opportunity to explain the alleged failure to disclose. Employees whose activities or omissions constitute an actual or potential conflict of interest shall be subject to discipline up to and including transfer of or termination of employment.  Similarly, an employee who fails to disclose an actual or potential conflict of interest or who otherwise fails to be forthright in an investigation of a potential or actual conflict of interest shall be subject to discipline, up to and including transfer of or termination of employment.

After hearing the response of the employee and making such further investigation as may be warranted in the circumstances, the Sr. Vice President of Finance and Administration shall take the issue before the President.  If the President determines that the employee has in fact failed to disclose an actual or possible conflict of interest, the University shall take appropriate action.  In the event that the Sr. Vice President of Finance and Administration or President is potentially involved in a conflict of interest, the employee should contact the President for the SVPFA or for the President, contact the Chairperson of the Board of Trustees.   
Article IV

Confidential Policy

All information concerning actual or potential conflicts of interest on the part of Interested Persons shall be held in confidence unless the best interests of the University dictate otherwise.

Standard of Employee Conduct 

It is very important for an employee to remember that attitude and conduct are significant factors in work performance.  It is the duty of each employee to be courteous and professional to coworkers, colleagues, students, contractors, vendors and every person who visits the campus.

Employee conduct has a direct bearing on the general public opinion of the University; therefore, it is imperative that employees respect the rights of others and conduct themselves in a professional and businesslike manner.  If an employee should be discourteous, demeaning, unprofessional, or if an employee’s actions or inactions are otherwise in any way are disruptive to or reflect unfavorably upon coworkers or the University, the employee will be subject to disciplinary action up to and including dismissal.

Personal neatness and appropriate attire are essential in maintaining a professional work environment.  The division vice president/dean may establish minimum requirements for attire appropriate to tasks and working conditions since an employee’s appearance reflects upon the image of the University.
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Non-Discrimination Policy

Equal opportunity and affirmative action are integral to employment and education at Chatham University because we recognize that the University’s present and future strength is based primarily on people and their skills, experience, and potential to develop, no matter what their race, color, religion, gender, sexual orientation, national origin, age disability, veteran status, marital status, or any other legally protected status.

The University has a policy of equal opportunity employment and educational opportunities and affirmative action that is broad in scope and supported at all levels of the University. 

The University will make good faith efforts, (through responsible managers and officials) in accordance with the law, to recruit, hire, train, and promote persons in all job titles, without regard to race, color, religion, gender, sexual orientation, marital status, familial status, pregnancy, national origin, age, disability, or status as a disabled veteran or veteran of the Vietnam era, except when age or sex are bona fide occupational requirements or when a specific disability constitutes a bona fide occupational disqualification.

University managers and officials shall support affirmative action principles to ensure that members of protected categories are introduced into the work force, the student body, and University community. Students and employees in protected categories are encouraged to apply for and participate in all University provided opportunities including promotional, educational, and training opportunities.

University officials shall make continual efforts to ensure that hiring and promotion decisions are in accordance with equal opportunity principles by imposing only legitimate business requirements for hiring and promotional opportunities. Likewise, student admission and retention decisions will be made with equal opportunity at the forefront of decision making.

All personnel actions, such as compensation, benefits, transfers, layoff, return from layoff, as well as University-sponsored training, education, tuition assistance, and social and recreational programs, will be administered without regard to race, color, religion, gender, sexual orientation, national origin, age, marital status, familial status, disability, status as a disabled veteran or veteran of the Vietnam era, or any other legally protected status.

University managers and officials shall base all employment and student admission decisions on the equal opportunity principles with the intent to further the University’s commitment to those principles.

The University encourages members of protected groups to participate in its campus-wide social activities and shall post notices of all campus-wide social events for the benefit of all employees and students.

The President’s office, with the assistance of the Human Resources office, will monitor to ensure compliance with the affirmative action policies of the University. 

Chatham University has adopted this policy on a strictly voluntary basis. The existence of this policy should not be construed as an admission by the University in whole or in part, that in fact members of protected groups have been or are presently being underutilized, concentrated, or discriminated against in any way by the University in violation of federal, state or local fair employment practice laws.

Policy Effective Date:  May 1, 2016

Notice of Non-Discrimination and Grievance Procedure

It is the policy of Chatham University not to discriminate on the basis of race, color, gender, sexual orientation, national origin, age, disability, veteran status, marital status or any other legally protected status in its educational programs and policies, co-curricular activities, scholarship and loan programs, or employment practices.  Specific inquiries regarding these matters may be directed to the Assistant Vice President of Human Resources: Chatham University, Woodland Road, Pittsburgh, PA 15232, 412-365-1680. 

Moreover, as a recipient of Federal financial assistance, Chatham also complies with recent federal regulations contained in Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, the Executive Order 11246, which concerns Affirmative Action.

Chatham pledges to uphold and protect the rights of its students and employees with regard to these laws.  To this end, the University has instituted the following grievance procedures.  Any student or employee of the University who feels that any form of discrimination or harassment has occurred should use the following procedures for a fair and equitable resolution of the grievance.  Any grievant also has the right to file a complaint as appropriate with the Office of Civil Rights, U.S. Department of Education, in Washington D.C., the Pennsylvania Human Relations Commission, or the Equal Employment Opportunity Commission.  

General Procedure for Discrimination Grievances

1.
The grievant should first discuss the grievance informally with his or her instructor, department chair or immediate supervisor, or Assistant Vice President of Human Resources.  The parties will discuss the grievance and attempt to reach a resolution on an informal basis.  This informal procedure should take place no more than two weeks after the occurrence of the alleged grievance. 

2.
If the grievant is not satisfied with the outcome of the informal grievance procedure, he or she may appeal to the Vice President for Student Affairs for grievances filed by students or the Senior Vice President for Finance and Administration for grievances filed by faculty and staff.

For this appeal, the grievance must be written and provide the reviewer with adequate details of the alleged grievance.  The respondent to the grievance will also submit a written statement detailing the events and his/her response to the grievance.  These materials should be submitted within two weeks following the conclusion of the informal procedure.  After review of the written materials and conferences with each of the involved parties, the appropriate administrator will render a decision on the matter within one week of receipt of the materials and the conclusion of the conferences.

3. 
If the grievant is not satisfied with the decision of the appropriate administrator, he/she may appeal, within one week to the President of the University, who will review the entire record of the grievance and make a final determination within one week of the appeal request.

If Chatham determines that unlawful discrimination has occurred, immediate and adequate corrective action will be taken in accordance and commensurate with the circumstances involved in order to address the discriminatory conduct of the grievant and others, if applicable.  Chatham will also take steps and implement corrective action policies to prevent the recurrence of any discrimination.

Policy Effective Date:  May 1, 2016

Attendance and Punctuality

Policy:

The University expects employees to report promptly to work at the scheduled starting time.  Steady and regular attendance is required and necessary.

If an illness or emergency prevents a staff member from reporting at his/her scheduled starting time, he/she is required to notify his/her supervisor at least sixty minutes before his/her scheduled starting time.  Leaving a message or contacting someone other than his/her immediate supervisor is not sufficient. Employees are required to call in daily as long as they are unable to come to work.  Failure to contact the supervisor as prescribed will result in disciplinary action up to and including termination of employment.  

Failure to report to work or to contact the supervisor for three consecutive workdays is considered job abandonment.  Job abandonment is treated as a voluntary resignation from employment at the University.

The University may require a doctor’s note to substantiate any absence because of an illness.  In the event of an absence of three or more days due to illness, the employee must submit a doctor’s note.

Excessive tardiness or absenteeism may result in disciplinary action up to and including dismissal. 

Policy Effective Date:  March 15, 2001

Drug-Free Work Place

Policy:

Chatham University is a drug-free work place.  The possession, use, or sale of illegal drugs, or the misuse of legal drugs on the Chatham University campus is strictly prohibited and will not be tolerated.  Employees who report to work under the influence of illegal drugs or alcohol will be subject to disciplinary action, up to and including termination.

This statement in no way prohibits the appropriate use of over-the-counter or prescription medications.
Policy Effective Date:  November 1, 2000
E-Mail, Internet Access and World Wide Web 

Policy:
The University provides access to the Internet for University-related work, as a tool to improve communication between employees, to enhance research capabilities and to allow efficient access to work-related information.  

Access

Access to the World Wide Web will be available only to those employees who can demonstrate a work-related need to have access.  Internet access is provided to allow personnel to make work-related inquiries to Internet-based information services.  Any use of the University’s computers is subject to monitoring by the University and the University will maintain a log of Internet access and use.  The employee acknowledges that by using the University computer, he/she agrees that the University may monitor and enforce the policies set forth in this memorandum.  

Proper Use

Internet access is purchased by and owned by the University.  Only work-related use and appropriate E-mail messages are authorized.  The University has the right to monitor all E-mail sent and received.  E-mail may be reviewed by management at any time to enforce these policies.  Unauthorized use of other accounts or violating password privileges is a violation of University policy and may result in disciplinary action up to and including termination of employment.  

Misuse

Misuse of Internet access includes, but is not limited to, sending or receiving excessive non-work related messages, and reviewing, downloading or forwarding inappropriate information.  Improper use of the Internet includes any misuse as described in this policy as well as any harassing, offensive, demeaning, insulting, intimidating, or sexually suggestive electronically transmitted message.  Any misuse may result in disciplinary action up to and including termination.  

Adult Content

It is a prohibited misuse of Internet privileges to search for or browse sites containing adult or pornographic material.  It is against University policy to download or distribute files containing adult, pornographic or otherwise inappropriate material.  

Posting

Any text sent or posted via the Internet contains the user’s address and the University name.  Posting to the Internet should only include work-related materials.  Sending unapproved materials over the Internet is not permitted, and may potentially harm, embarrass, or subject the University to potential liability.

Downloading

Users are cautioned against downloading any material, even from a reputable source, because of the possibility of computer virus exposures.

Copyrighted and Trademark Material
Dissemination or printing of copyrighted or trademark materials (including articles and software) in violation of copyright and trademark laws is prohibited.

Security of E-Mail

Although the probability of an Internet E-mail being intercepted and subsequently disseminated publicly is small, sensitive documents should not be sent through the Internet.

Violation of This Policy

Violations of the University’s Internet Access and World Wide Web Policy may result in disciplinary action up to and including termination of employment.  For further information, please see the University computing policy on the University website: http://webserver.chatham.edu/ii/.

Policy Effective Date:  March 15, 2001

Employee Classification

Policy:

The Federal Fair Labor Standards Act defines the criteria that an employer uses when establishing a position’s status as non-exempt or exempt.  Non-exempt employees receive payment for overtime worked.  Exempt employees generally have job responsibilities that are supervisory, administrative, or professional in nature.  They are exempt from the overtime provisions of the Act.

In addition, the University classifies employees according to their work functions, their status as temporary or regular employees, and whether their positions are full or part-time.

Definitions:

Overtime:
Hours worked in excess of 40 hours/week.

Guidelines:
1.
Regular Full-Time, Four-Day and Part-Time Employees

Regular full-time employees are those scheduled to work a minimum of 35 hours per week or more on a non-seasonal basis.  Faculty who are on an academic appointment for a nine, ten, or twelve month period are considered to be full-time employees.


Regular four-day employees are those scheduled to work a minimum of 32 hours per week or four days per week.  This position is for exempt employees who received approval to work a four-day schedule.  (See policy addressing approval process and benefits for this classification).
Part-time employees are those scheduled to work a maximum of 19 hours per week.  Part-time employees are not eligible for University-sponsored benefits except tuition remission.  See the tuition remission policy for complete details.


2.
Temporary Employees

Temporary employees are individuals engaged in work full-time or part-time with the understanding that employment will be terminated as of a specific date or upon completion of a specific assignment.  Temporary employees are not eligible for University-sponsored benefits.

Policy Effective Date:  June 13, 2005
Updated:  December 1, 2007
Updated:  April 1, 2009
Regular Four-Day Employee Classification

Policy:

Regular four-day employees are those scheduled to work a minimum of 32 hour per week or four days per week.  This position is for exempt employees who received approval to work a four-day schedule.  If a full-time employee requests this classification, the needs of the University operations must be considered first and the approval process is coordinated by the Assistant Vice President of Human Resources. The employee’s supervisor must submit a request to the Assistant Vice President of Human Resources after consulting with the division Vice President.  The Assistant Vice President of Human Resources will review the request and the needs of the University operations before submitting to the President for final approval.  When the employee is approved for the regular four-day classification, there will be a 180-day assessment period.  During the assessment period, the Assistant Vice President of Human Resources will consult with the supervisor and Vice President if the position is fulfilling the needs of the department.  At any time during this assessment, if there is a need to change this classification back to full-time, the employee can go back to the previous status or resign from the current position.  

The paid-day-off benefits for this position are as follows:

Vacation days:  16 days per year or 1.33 days accrued per month

Sick days:  10 days per year or .833 days accrued per month

Holidays:  There are nine University holidays and the employee gets paid for a holiday only if the holiday is scheduled on their assigned workday.  For example, if the employee is scheduled to be off on Fridays and the holiday is on a Friday, the employee does not get compensated for this day.  

All other benefits outlined in the Employee Manual for full-time employees pertain to this classification.  

Policy Effective Date:  April 1, 2009

Employees with Disabilities

Policy:

The Americans with Disabilities Act of 1990 prohibits discrimination based on disability in all employment practices.  Chatham University policy on disabilities, therefore, states that the University will comply with the requirements of the Act and address how requests for accommodations of a disability will be handled.

Employees who are disabled and need accommodations are to tell their immediate supervisor or the Assistant Vice President of Human Resources.  An employee who asks for accommodation to compensate for a disability should be referred to the Assistant Vice President of Human Resources who will:

1. Determine the existence and extent of the disability.

a. The employee will need a statement from doctor or other health care provider outlining the employee’s functional limitations.

b. At its discretion, the University may require a medical examination or medical inquiry by a health care professional it chooses to confirm the individual’s functional limitations.

2. Discuss with the employee possible ways to accommodate the disability.

3. If applicable, offer the employee a reasonable accommodation.

Policy Effective Date:  
April 16, 2001

Employee Payroll Sheet

Policy:

Full-time employees are required on the third working day of the next month to submit a monthly payroll report form to the payroll office.  The forms are available in the payroll office. 

University employees are categorized as either exempt or non-exempt employees.  An exempt employee is a staff member who is exempt from the Fair Labor Standards Act for purposes of hours of work, overtime and issues of pay. 

A non-exempt employee is a staff member protected by the Fair Labor Standards Act for purposes of hours of work, overtime and issues of pay.  This group is comprised mostly of support staff.

When completing monthly payroll reports, please follow the appropriate guidelines for either exempt or non-exempt employees that are indicated in the following sections.

I. Monthly Payroll Report Instructions for Exempt Staff:

Listed below are the guidelines for filling out the report:

1. Each monthly payroll report covers an entire month.  Every weekday on the report must have an entry indicating either that the day was worked, the type of leave taken (vacation or sick days) or the existence of a holiday.

2. Report only actual days worked by filling in a "W".  If a particular day is a holiday, please indicate it as such by filling in an "H".

3. Vacation or sick days cannot be taken in less than 1/2-day increments.

4. Payroll reports must be filled in completely.  Be sure to indicate total days worked in each week in the TOTAL column, and the monthly totals for vacation and sick days taken in the REMARKS column.

5. His/her supervisor must sign each employee’s payroll report before it is turned into the payroll office.

6. Monthly payroll reports covering the previous month's work are due in the payroll office by the third workday of the next month.

7. Failure to submit the payroll report form for two consecutive months will result in a written notice to both the employee and their supervisor.

8. Failure to submit the payroll report form for three consecutive months is a violation of University policy and final written notice will be sent to the employee’s supervisor.

9. The official University records regarding individual vacation and sick days are maintained in the payroll office.  

10. Although the University's normal business week covers a 35-hour period (Monday through Friday with one hour for lunch), exempt staff usually work in excess of 35 hours a week.  Since the University’s business hours are determined by the needs of the University community, office hours may vary by department and must be approved by the division vice president/dean.  Exempt employees are expected to put in the necessary hours to complete his/her assignments. Employees classified as exempt are not eligible for overtime pay under the Fair Labor Standards Act.  

Any questions regarding the completion of the payroll records should be directed to the payroll office.

II. Monthly Payroll Report Instructions for Non-Exempt Staff

Listed below are the guidelines for filling out the report:

1. Each monthly payroll report covers an entire month.  Every weekday on the report must have an entry indicating either the number of hours worked, the type of leave taken, or the existence of a holiday.

2. Report only actual hours worked.  If a particular day is a holiday, please indicate it as such by filling in an "H" - do not record seven hours worked.

3. The codes to use when you are absent are listed on the monthly payroll report.

4. Vacation, personal and sick days cannot be taken in less than 1/2-day increments.

5. Monthly payroll reports must be filled in completely.  Be sure to indicate total hours worked in each week in the TOTAL column, and the monthly totals for vacation and sick days in the REMARKS column.

6. Each employee report must be signed by his/her supervisor before it is turned into the payroll office.  

7. Monthly payroll reports covering the previous month's work are due in the payroll office by the third work day of the month.

8. Failure to submit the payroll report form for two consecutive months will result in a written notice to both the employee and their supervisor.

9. Failure to submit the payroll report form for three consecutive months is a violation of University policy and final written notice will be sent to the employee’s supervisor.

10. The official University records regarding individual vacation and sick days are maintained in the payroll office.

11. Any additional hours above the thirty-five hour work schedule will be paid in the next monthly payroll as long as the monthly payroll report is received in the payroll office by the third work day of the month.  Over forty hours per week will be paid at time and one-half.   

III.
Regular Part-Time Employees

Regular part-time employees are paid on a biweekly payroll schedule, which is published by the payroll office on an annual basis.  Employees are required to submit a completed hourly payroll voucher form and turn it in to the payroll office by noon on the Monday before the scheduled biweekly payroll on every other Friday.

Policy Effective Date:  June 13, 2005
Updated:  December 1, 2007
Hepatitis B Vaccine

Policy:

Chatham University promotes safe work practices in an effort to minimize the incidents of illness and injury to employees do to accidental contact with blood-borne pathogen or other potentially infectious materials.  Hepatitis B vaccine is recommended to protect employees against these exposures.  

Hepatitis B Vaccine, a three-shot series, will be offered to employee groups as follows:

· Housekeepers

· Security Officers

· Student Health Staff

· Others as needed
These employees will not be allowed to work in an exposed environment without either beginning the immunizations or signing a waiver refusing the shots.  The Human Resources office will administer this program and the University nurse will give the shots.  The University will pay for the cost of the three injections.  If you believe you are in need of this need of this protection and are not listed above, contact the Human Resources office.

Policy Effective Date:  November 1, 2000

Introductory Period

Policy:

All new employees must serve a period of introduction.  During this period, the supervisor will have the opportunity to determine whether the work is suitable for the employee and the employee can also evaluate whether he/she believes is suitable for the work.  The introduction period will start on the first day of regular employment, and lasts until the staff member has completed the predetermined length of work.  If at any time during this period it is felt that the employee is not suited for the job, he/she may be terminated from employment.  Any violation of the University policies or procedures during the introductory period may also result in immediate dismissal.

The University reserves the right to extend the normal introduction period in which case the supervisor will inform the staff member of an extension and the reason for this decision.  The University reserves the right to terminate an employee at any time with or without notice or cause irrespective of completion of the introductory period. 

Guidelines:
1. The introductory period will last for a period of 180 days.

2. New employees in the introductory period will have a 90-day periodic review with their supervisor.  All employees will have a formal performance appraisal with their supervisor at the conclusion of the 180-day introductory period.

3. During the introductory period, an employee may accumulate vacation and sick leave. Vacation and sick days cannot be taken during the introductory period.    

4. In the case of the promotion of an employee from one department or job within the University to another, the employee must undergo a new introductory period for a period of 90 days.  The promoted employee may take vacation and sick times during the introductory period.

Policy Effective Date:  March 15, 2001

Merit Pay Increases

Policy:

Chatham University recognizes the outstanding work of its employees, and seeks to reward excellent performance through the administration of merit pay increases issued at the University’s discretion.  Merit increases in pay are in part connected to the results of the annual employee performance appraisal evaluation.  

The administration of merit pay increases is subject to the following timelines:

1. New employees are only eligible for current year merit pay increases if their employment date is prior to April 1st of the current year.

2. The University salary increase budget is approved by the Board of Trustees in October of each year.

3. Employees are notified of the merit increase, if any, in December.
4.
Nothing in this policy should be construed as a guarantee of an annual merit pay increase.
Policy Effective Date:  March 15, 2001

Outside Employment & Part-Time Campus Appointments
Policy:

An employee accepting a position from an employer other than the University accepts that any resulting conflicts must be resolved in favor of the University.  If such work is accepted and it should interfere with an employee’s job at the University, he/she shall be asked to choose between the jobs.  Before engaging in any outside employment, employees are required to inform the division vice president/dean for review to avoid any potential conflict of interest.

An employee accepting a part-time campus assignment must receive the approval from their supervisor and division vice president.  The part-time assignment must be performed during non-regular work hours or an alternative schedule approved by the supervisor.  Any conflicts with the part-time assignment must be resolved in favor of the full-time position.  

The above statement is in no way intended to discourage participation in community and civic affairs.  These activities, however, should not interfere with the performance of regular duties at the University.

Policy Effective Date:  April 16, 2001

Updated:  December 1, 2007
Performance Appraisal Evaluation

Policy:

Chatham University requires that all regular full and part-time employees (with six months or more of service) receive an annual performance appraisal.   

Performance appraisals are intended to stimulate the morale and effectiveness of employees through joint planning of objectives with supervisors; additionally, they are used as an integral part of the decision-making process for annual merit pay increases.

Guidelines:

During the months of September and October, the supervisor will conduct the annual performance appraisal with each employee.  After completing the form, the supervisor will review this form with his/her manager prior to meeting with the employee.  

After the performance appraisal evaluation is reviewed, the supervisor will discuss the evaluation with the employee and indicate areas of strengths and/or weaknesses.  The supervisor should suggest means of improvement and clarify questions the employee may have regarding the rating. 

Two copies of each employee appraisal form should be made. Distribution should be as follows:

a. Original should be returned to the Human Resources office by October 15th.

b. One copy should be retained by the supervisor.

c. One copy should be provided to the employee.

All performance appraisal forms are strictly confidential.  In addition to the annual performance appraisal evaluation, supervisors and employees are encouraged to review job performance and objectives on a regular basis.  

Policy Effective March 15, 2001

Updated:  June 13, 2005
Personnel Files

Policy:

The personnel records of Chatham University employees are property of the University.  Should an employee wish to view the contents of their personnel file, an appointment must be made with the Assistant Vice President of Human Resources for this purpose.  Employees are permitted to view their personnel files on the premises only in the presence of the Assistant Vice President of Human Resources or their designate.

Policy Effective Date:  March 15, 2001

Posting of Vacancies

Policy:

All job vacancies within the University will be posted on the University web page under “Careers at Chatham” and various local and national publications and websites.
The University is aware of established loyalties and past performances of present employees and encourages them in their self-improvement by applying for open positions within the University.  At the same time, the University must balance the operational needs, qualifications of external candidates, and the contributions of key personnel before deciding to select qualified internal candidates.

Employees who feel they are qualified for the posted job and desire to apply should contact the Assistant Vice President of Human Resources.  Interview arrangements for eligible and qualified applicants will be made by the hiring supervisor.  Because of the small size of the University community, staff members must notify their current supervisor and the division vice president/dean before they apply for another position in the University.  In addition, the relevant division vice president/dean must be notified in advance if another department wishes to recruit an employee who has not responded to a job posting.
If the internal qualified employee is a finalist for the position, the supervisor must inform the Assistant Vice President of Human Resources who will communicate this status to the employee’s existing supervisor and division vice president/dean.  Final selection of all qualified internal or external candidates will be made by the departmental supervisor and approved by the division vice president/dean and president.

Employees applying for transfers or promotions may do so with the understanding that, if successful, they will be required to serve a 90-day introductory period in the newly acquired position.

Policy Effective Date:  March 15, 2001




Updated:  March 16, 2010
Promotions and Transfers

Policy:

There are two types of promotions at Chatham University:

1. The promotion of an employee to a different position within a department or another department at the University.  A promoted employee must undergo a new introductory period of 90 days.

2. The re-classification of an employee's position due to a major change in the duties and responsibilities of the position.

A promotion can be initiated by the employee or his/her supervisor.  All promotions require a review by the Assistant Vice President of Human Resources with approval by the division vice president/dean and the President of the University.

Transfers from one department to another may be initiated by the employee or requested by the supervisor of the department if the supervisor feels a transfer is beneficial to the employee and the University.  A transferred employee must undergo a new introductory period of 90 days.

Policy Effective Date:  March 15, 2001

Separation and Termination of Employment

Policy:
Chatham University recognizes that conditions may develop resulting in voluntary employee or management-initiated termination of employment.  The University recognizes the mutual right of the employer or employee to terminate the at-will employment relationship between the parties.  The parties should attempt to provide the other with as much notice as possible for terminating employment.  

General Guidelines:
1. A completed “payroll notice form” (blue) must be completed by the manager in order to remove an employee from the payroll system.


2. The Assistant Vice President of Human Resources will contact the employee to schedule an exit interview.  At the time of the interview, the employee will be required to return any keys, identification cards, uniforms, books, parking permit, employee handbook, equipment, monies or any other property owed to the University.


3. The terminating employee will be provided information pertaining to his/her rights to continue benefits under COBRA at the exit interview. 
4. Distribution of employee’s final paycheck will be made only upon clearance and resolution of the items listed above and payment of employee-related debits incurred by the University.  The final paycheck will include salary up to the effective date of termination.  Any unused earned vacation days will be paid in a separate check which is not direct deposit.  

Policy Effective Date:  March 15, 2001

Smoke-Free Work Place

Policy:

Chatham University is a smoke-free work place.  The use of tobacco, in any form, is not permitted inside University buildings, or in University vehicles.  Cigarette smoking is permitted only in designated areas.  Employees observed in violation of this policy may be subject to disciplinary action.

Policy Effective Date:  March 15, 2001

Solicitation

Policy:

The University prohibits the solicitation and distribution of materials on its premises by non-employees.  The University’s employees may not solicit during their work time or during non-work time in a work area or when the person solicited is working.  The University’s employees may engage in solicitation and distribution of materials during periods when neither employee is expected to be working.

Policy Effective Date:  March 15, 2001
Substance Abuse

I.

Policy Statement Against Substance Abuse
Chatham University is committed to promoting safety in the work environment, employee health and well-being, and confidence in our educational programs.  Employee abuse of illegal drugs and/or alcohol, that are mind and function altering substances, has an adverse impact upon the work environment and employee job performance, affects employee morale, jeopardizes employee safety, and undermines confidence in our ability to provide a high quality education to our students.  Chatham University has an obligation to its employees and students to provide efficient operations and high quality services while at the same time providing a safe and healthful work environment.  Therefore, Chatham University has a vital interest in maintaining an alcohol and drug free work environment for its employees.  In order to achieve these goals, Chatham University reaffirms its long-standing policy prohibiting drug or alcohol abuse on the University campus.

This policy applies to all individuals who work for Chatham University.  The following conduct and/or conditions are absolutely prohibited:

(a) the illegal use of alcohol or the possession, distribution, sale, storage or dispensation of alcohol or the use,  possession, manufacture, distribution, dispensation, storage, transportation or sale of illegal drugs in any manner either during the work hours, at any time while on University property or at any time while operating a University vehicle, and
(b) the presence of alcohol on illegal quantities or the presence of illegal drugs in an employee’s system during working hours.

In accordance with its policy on substance abuse, Chatham University may require any individual it has sufficient reason to believe may be under the influence of illegal drugs or alcohol, to be tested for the confirmed presence of illegal drugs in his or her urine, and the confirmed presence of alcohol through a breathalyzer test or in a measurable blood-alcohol concentration equal to or exceeding that proscribed by state law for purposes of defining driving under the influence of alcohol.

Any employee who violates the terms of this policy on substance abuse shall be subject to discipline up to and including termination.  Because, however, Chatham University recognizes that alcoholism and drug addiction are health problems which are treatable, individuals who come forward and request help in an alcohol or drug rehabilitation program approved by Chatham University will not have his or her job security jeopardized as a result of the request, provided that the individual comes forward voluntarily and prior to testing positive for the presence of illegal drugs or alcohol in illegal quantities. These individuals must be capable of performing their assigned duties and must cease all involvement with alcohol and drugs that impact on the performance of their assigned job duties.  Furthermore, individuals undergoing counseling or treatment will not be exempt from the University’s rules, policies, or procedures relating to work performance standards.  Finally, any individual who comes forward to admit a drug or alcohol problem shall be required to execute a “last chance agreement” in a form acceptable to the University. Payment for an individual’s participation in an alcoholism or drug addiction program shall be made by the individual, and shall not be the responsibility of Chatham University.

II.

Defined Terms

The following terms have the following meanings for purposes of this policy on substance abuse:




“Illegal drugs” includes any drug:  (a) which is not legally obtainable; or (b) which is legally obtainable but which has not been legally obtained.  The term includes prescription medication obtained without a prescription, prescription medication obtained illegally, and prescription medication legally obtained, when not being used for prescribed purposes.  The term “illegal drugs” specifically includes but is not limited to: marijuana (including hashish); cocaine (including crack); opiates, which are opium or codeine derivatives and include heroin; amphetamines (also known as uppers and speed, and methamphetamine, also known as ice); phencyclidine (also known as PCP, angel dust or dust).

“Illegal use of alcohol” means the consumption of alcohol under otherwise lawful circumstances, but in a quantity which results in the individual having a measurable blood-alcohol concentration equal to or exceeding that proscribed by state law for purposes of defining driving under the influence of alcohol.  The applicable state law includes the Commonwealth of Pennsylvania as well as the state(s) in which a Chatham University vehicle is operated.

“Use of illegal drugs” means the presence of illegal drugs in the urine of the individual subject to testing in concentrations that meet or exceed the detection levels set forth in the attached Appendix.

III.

Testing and Search Upon Sufficient Reason

When there is sufficient reason to believe that the actions, appearance, or conduct of an individual are indicative of the use of illegal drugs or the illegal use of alcohol in violation of this policy on substance abuse, or that the individual has otherwise violated Chatham University’s policy on substance abuse, the individual may be asked to submit immediately to an alcohol and/or drug test to determine whether or not the policy has been violated.  The manager or supervisor, after inquiry into all circumstances and upon consultation with the Assistant Vice President of Human Resources or Sr. Vice President of Finance and Administration, will determine whether sufficient reason exists to require an individual to be tested. In addition to requesting the suspected individual to submit to testing, the University may require the employee to submit to a search of his or her person or property.

Definition of “Sufficient Reason”:  For purposes of this Policy, facts and/or circumstances including but not limited to the actions, appearance or conduct of an individual, that would lead a reasonable person to believe the individual is under the influence of illegal drugs, or alcohol, or who has violated the policy, shall constitute sufficient reason to require an individual to submit to an alcohol and/or drug test.  What constitutes “sufficient reason” will depend on the facts and circumstances of each situation. Situations establishing “sufficient reason” to require testing include, but are not limited to:  (a) direct evidence of the use or possession of illegal drugs or the use of alcohol; (b) involvement in a work place accident even if the individual does not exhibit observable symptoms of alcohol or illegal drug use, which shall specifically include any motor vehicle accident involving a University vehicle; or (c) exhibition of physical or behavioral characteristics which would indicate the use of alcohol or the use of illegal drugs, or which indicate the individual is unable to perform any of his or her job tasks in a safe, competent manner.  Examples of such physical or behavioral characteristics include, but are not limited to, slurred speech, difficulty in maintaining balance, erratic behavior, uncharacteristic attitudes or dilated pupils.

Testing Procedures.  If it is determined that sufficient reason exists for an alcohol test, drug test or both to be conducted, the University will then schedule the test(s) and coordinate the immediate transport of the individual to the designated collection site for collection of a test sample.  In addition, the University may determine that the individual shall not be permitted to remain on University property pending the results of such test, and the individual may be suspended, without pay, pending the results of the test.  Refusal by an individual to submit to a search and inspection and/or an alcohol or drug test, will result in the termination of the individual for violation of this policy.  If the result of the alcohol or drug test is a “confirmed positive”, then the individual will be terminated for violation of this policy.  If the result is “negative", and it is determined that the individual has not otherwise violated this policy, he/she shall be restored to regular job duties unless the behavior itself which prompted the examination warrants discipline up to and including termination.

An alcohol test may include providing a blood sample and/or breathing into a breath-analysis device.  A drug test may include providing a urine sample.  The designated collection site will be staffed by medical personnel, trained to protect the individual’s privacy, while also ensuring the integrity of the collection of the sample.

Each sample analyzed for the presence of alcohol and/or illegal drugs will be subject to an initial screening test and the results will be provided to the MRO (defined below).  If the initial screening test is “positive” (a sufficient level of alcohol of illegal drugs is present to require further inquiry), then a second confirmatory test may be ordered and the results will be reported to the MRO.  The MRO will furnish test results to the University. 

Designated Medical Review Officer (MRO).  Chatham University will designate an appropriately qualified person as a medical review officer (MRO).  The MRO is a licensed physician with sufficient knowledge of substance abuse disorders and appropriate medical training such that the MRO can interpret and evaluate a “positive” test result together with an individual’s medical history and other relevant information to confirm the test results, order reanalysis, identify a legitimate explanation for the result or otherwise declare the result scientifically invalid.  The MRO will keep all test results, the MRO’s review of results and medical information given by the employee, confidential, with the exception of providing appropriate information to the University.

Record Keeping.  The appropriate University employee will retain in each individual’s medical records file all information related to a drug or alcohol test, including, the following: the date and location of each test, the identity and affiliation of the person performing the test, and the test result.  The University will place in each employee’s personnel file a copy of the signed summary of policy on substance abuse and acknowledgement form.

Access to Records.  The confidentiality of an individual’s medical records file and the employee’s right of access to his or her medical records file, will be governed by applicable policies on the confidentiality of records and records retention, as well as applicable federal, state and local laws.

MRO Record Keeping.  Chatham University will request the MRO to keep positive test results for at least three (3) years.  The MRO may discard negative drug test results twelve (12) months after the results are reported to the University. Each individual may, upon written request to the MRO, seek access to his/her test records and results.  Chatham University is not responsible to ensure access to the MRO’s records.

APPENDIX

Detection Levels for Illegal Drugs






EMIT SCREEN

GC/MS CONF.






DETECT. LEVEL*           
DETECT. LEVEL




ng/ml**


DRUG GROUP

       NG/ML**



Amphetamines


         1000

          500



Barbiturates


           300

          200

Benzodiazepines


           300

          200

Cocaine Metabolites

           300

          150

Marijuana Metabolites

           100

            15

Methadone


           300

          200

Methaqualone


           300

          200

Opiate Metabolites

           300

          300

Phencyclidine


             25

            25

Propoxyphene


           300

          200

*  The detection levels indicated represent the lowest cut-off concentration for an analyte within

    that class.  Actual cut-off levels for other analytes within the class may be higher.

**  nanograms/milliliter – The above detection levels, list of analytes, and test methodologies are

     subject to adjustment when required by applicable government regulations or guidelines.

Policy Effective Date:  November 1, 2000

Updated:  September 1, 2016
Work Hours and Schedules

Policy:

The University’s normal business week covers a 35-hour period (Monday through Friday with one hour for lunch).  Exempt staff usually work in excess of 35 hours a week.  Since the University’s business hours are determined by the needs of the University community, office hours may vary by department and must be approved by the division vice president/dean.

Guidelines:

1.
The supervisor shall inform staff members if the regular hours of the job vary from the University’s standard working hours.

2.

A non-exempt employee may not work beyond 40 hours/week without prior authorization from his 

or her immediate supervisor.

3.       Working overtime without prior authorization will result in discipline up to and including discharge.

4.

An “overtime authorization form” needs to be completed by the supervisor and signed by the division vice-president/dean.

Policy Effective Date:  November 1, 2000

Chatham University





 
EMPLOYEE MANUAL
Benefits Section Disclaimer

The contents of this handbook are subject to change at any time at the discretion of the University and the contents do not constitute a guarantee of any benefit or policy stated in the handbook.  In the event there are any inconsistencies between the handbook and any policy or plan document, the policy or plan document will control.

Bereavement Leave

Policy:

Three days of leave with pay are granted to full-time employees of Chatham University when a death occurs in the immediate family (spouse, father, mother, brother, sister, son, daughter, or parent-in-law) of an employee.

If additional bereavement time is needed, accrued vacation days may be used with approval of the employee’s supervisor.

Policy Effective Date:  September 16, 2002
Continuation of Health Insurance Coverage (COBRA)

On April 7, 1986, a federal law was enacted (Public Law 99-272, Title X) requiring that most employers sponsoring group health plans offer employees and their families the opportunity for a temporary extension of health coverage (called “continuation coverage”) at group rates in certain instances where coverage under the plan would otherwise end.  This notice is intended to inform you, in a summary fashion, of your rights and obligations under the continuation coverage provisions of the law.  You [your spouse] should take the time to read this notice carefully.

If you are an employee of Chatham University covered by the Health Insurance Benefits Plan, you have a right to choose this continuation coverage if you lose your group health coverage because of a reduction in your hours of employment (for reasons other than gross misconduct on your part).

If you are the spouse of an employee covered by the Health Insurance Benefits Plan, you have the right to choose this continuation coverage for yourself if you lose group health coverage under the Health Insurance Benefits Plan for any of the following four reasons:

1. The death of your spouse;

2. A termination of your spouse’s employment (for reasons other than gross misconduct) or reduction in your hours of employment with Chatham University;

3. Divorce or legal separation from your spouse; or

4. Your spouse becomes entitled to Medicare.
In the case of a dependent child of an employee covered by the Health Insurance Benefits Plan, he or she has the right to continuation coverage if group health coverage under the Health Insurance Benefits Plan is lost for any of the following five reasons:

1. The death of the employee;

2. Termination of employee’s employment (for reasons other than gross misconduct) or reduction in the employee’s hours of employment with Chatham University;

3. The employee’s divorce or legal separation;

4. The employee becomes entitled to Medicare; or

5. The dependent child ceases to be a “dependent child” under the Health Insurance Benefits Plan.

Under the law, the employee or a family member has the responsibility to inform Chatham University of a divorce, legal separation or a child losing dependent status under the Health Insurance Benefits Plan within 60 days of the date of the event.  Similar rights may apply to certain retirees, spouses, and dependent children if your employer commences a bankruptcy proceeding and these individuals lose coverage.

When Chatham University is notified that one of these events has happened, we will in turn notify you that you have the right to choose continuation coverage.  Under the law, you have at least 60 days from the date you would lose coverage because of one of the events described above to inform Chatham University that you want continuation coverage.  

If you do not choose continuation coverage on a timely basis, your group health insurance coverage will end.

If you choose continuation coverage, Chatham University is required to give you coverage which, as of the time coverage is being provided, is identical to the coverage provided under the plan to similarly situated employees or family members.  The law requires that you be afforded the opportunity to maintain continuation coverage for 36 months unless you lost group health coverage because of a termination of employment or reduction in hours.  In that case, the required continuation coverage period is 18 months.  This 18 months may be extended for affected individuals to 36 months from termination or employment if other events (such as a death, divorce, legal separation or Medicare entitlement) occur during that 18-month period.

In no event will continuation coverage last beyond 36 months from the date of the event that originally made a qualified beneficiary eligible to elect coverage.  The 18 months may be extended to 29 months if a qualified beneficiary is determined by the Social Security Administration to be disabled (for Social Security disability purposes) at any time during the first 60 days of COBRA coverage.  This 11-month extension is available to all individuals who are qualified beneficiaries due to a termination or reduction in hours of employment.  To benefit from this extension, a qualified beneficiary must notify Chatham University of that determination within 60 days and before the end of the original 18-month period.  The affected individual must also notify Chatham University within 30 days of any final determination that the individual is no longer disabled.

A child who is born to or placed for adoption with covered employee during a period of COBRA coverage will be eligible to become a qualified beneficiary.  In accordance with the terms of the Health Insurance Benefits Plan and the requirements of federal law, these qualified beneficiaries can be added to COBRA coverage upon proper notification to Chatham University of the birth or adoption.

However, the law also provides that continuation coverage may be cut short for any of the following five reasons:

1. Chatham University no longer provides group health coverage to any of its employees;

2. The premium for continuation coverage is not paid on time;

3. The qualified beneficiary becomes covered under another group health plan that does not contain any exclusion or limitation with respect to any pre-existing condition that he or she may have;

4. The qualified beneficiary becomes entitled to Medicare;

5. The qualified beneficiary extends coverage for up to 29 months due to disability and there has been a final determination that the individual is no longer disabled.

The Health Insurance Portability and Accountability Act of 1996 (HIPAA) restricts the extent to which group health plans may impose pre-existing condition limitations.  These rules are generally effective for plan years beginning after June 1, 1997.  The HIPAA coordinates COBRA’s other coverage cut-off rule with the HIPAA limits as follows.

If a qualified beneficiary becomes covered by another group health plan and that plan contains a pre-existing condition limitation that affects this individual, this individual’s COBRA coverage cannot be terminated.  However, if the other plan’s pre-existing condition rule does not apply to the qualified beneficiary by reason of HIPAA’s restrictions on pre-existing condition clauses, the Health Insurance Benefits Plan may terminate this individual’s COBRA coverage.

You do not have to show that you are insurable to choose continuation coverage.  However, continuation 

coverage under COBRA is provided subject to your eligibility for coverage; Chatham University reserves the right to terminate your COBRA coverage retroactively if you are determined to be ineligible.

Under the law, you may have to pay all or part of the premium for your continuation coverage.  There is a grace period of at least 30 days for payment of the regularly scheduled premium.  At the end of the 18-month, 29-month, or 36-month continuation coverage period, qualified beneficiaries will be allowed to enroll in an individual conversion health plan provided under the health plan provided by the insurance carrier.

If you have any questions about COBRA, please contact the Assistant Vice President of Human Resources.  Also, if you have changed marital status, or you or your spouse have changed addresses, please notify Chatham University’s Human Resources department.

Policy Effective Date:  March 15, 2001

Dental Insurance

Benefit:

Dental insurance coverage is offered to all regular full-time employees of Chatham University.  The regular full-time employee pays the entire group premium rate.  

A more detailed explanation of various dental insurance coverage provided by the insurance carrier as well as the Summary Plan Description (SPD) are available in the Human Resources Office.

Policy Effective Date:  March 15, 2001
Family and Medical Leave1

POLICY:
Employees may be eligible for an unpaid leave of absence under the federal Family and Medical Leave Act (“FMLA”), subject to its eligibility requirements and other terms, conditions and restrictions.

 __________________ 

 This policy applies to employees who are not covered by a collective bargaining agreement.
Eligible Employees

Employees are eligible for unpaid FMLA leave if they have worked for Chatham University for at least 12 months and for at least 1,250 hours in the 12 month period preceding the commencement of leave and work at a worksite where 50 or more employees work within 75 miles of the worksite.
Basic FMLA Leave Entitlement
Under the Family and Medical Leave Act (FMLA) the University will provide up to 12 work weeks of unpaid FMLA leave within a rolling 12-month period measured back from the first date an employee uses any FMLA leave for the following reasons:  
· For incapacity due to pregnancy, prenatal medical care or child birth;

· To care for the employee’s child after birth, or placement for adoption or foster care (Note:  Leave must be taken within a year after the date of birth of the child or the date of placement of the child.); 

· To care for the employee’s spouse, son or daughter, or parent, who has a serious health condition; or

· For a serious health condition that makes the employee unable to perform the employee’s job.  
Military Family Leave Entitlements
Eligible employees with a spouse, son, daughter, or parent on “covered active duty” (or who has been notified of an impending call to “covered active duty”)* in the Armed Forces  may use their l2-week leave entitlement to address certain qualifying exigencies within the same rolling 12 month period described above.  Qualifying exigencies may include attending certain military events, arranging for alternative childcare, addressing certain financial and legal arrangements, certain care for a covered military member’s parent, attending certain counseling sessions, and attending post-deployment reintegration briefings.  
FMLA also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to care for a covered servicemember during a single 12-month period.  A “covered servicemember” is a current member of the Armed Forces, including a member of the National Guard or Reserves, who has a serious injury or illness incurred in the line of duty on active duty that may render the servicemember medically unfit to perform his or her duties for which the servicemember is undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired list as well as a veteran who is undergoing medical treatment, recuperation, or therapy for a serious injury or illness if the veteran was a member of the Armed Forces at any time during the period of 5 years preceding the date on which the veteran undergoes that medical treatment, recuperation, or therapy.   
Note:  In cases where both spouses are employed by the University, the total amount of FMLA leave each employee may take may be limited in accordance with the FMLA.  
Definition of Serious Health Condition
A serious health condition under the FMLA is an illness, injury, impairment, or physical or mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a condition that either prevents the employee from performing the functions of the employee’s job, or prevents the qualified family member from participating in school or other daily activities.  
Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than 3 consecutive full calendar days combined with at least two visits to a health care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition.  Other conditions also may meet the definition of continuing treatment.  
Medical and Other Benefits
Use of FMLA leave will not result in the loss of any previously accrued seniority or employment benefits.  During an approved FMLA leave, the University will maintain the health benefits under any “group plan” on the same terms as if the employee had continued to work.  During any concurrent paid leave, the University will continue to deduct the employee’s portion of the health care premium.  Employee pays the same premium as prior to the leave; however, if the rate of the employee’s health care premium changes during the leave, the employee must pay the new rate.
If leave is unpaid, the employee will receive written notification of the payment procedures to maintain health care benefits during the unpaid leave.  Health care coverage will cease if an employee fails to comply with payment requirements.
Any employee may choose not to retain health care coverage during any FMLA leave.  Any employee choosing not to maintain health care coverage during an FMLA leave may have the coverage reinstated upon returning from leave on the same terms but maybe not at the same rate that existed prior to taking leave.
If the employee notifies the University at any time that he or she will not return from leave, the University may end the employee’s benefits under the group health plan and the University reserves the right to recover any health care premiums paid by the University on behalf of the employee during such leave, subject to applicable law.
If the employee elects not to return to work at the end of the leave period, he/she will be required to reimburse the University for the cost of the premiums paid by the University for maintaining coverage during the leave unless the employee cannot return to work because of the continuation, recurrence, or onset of either a serious health condition of the employee or the employee's family member, or a serious injury or illness of a covered servicemember, which would otherwise entitle the employee to leave under FMLA; or other circumstances beyond the employee's control.
During unpaid leave, neither the employee’s nor the University’s TIAA/CREF or Fidelity Investments contributions will be paid. 
An employee shall not accrue additional vacation and sick days during FMLA leave, except during such portion of the FMLA leave in which he or she concurrently receives available paid time-off benefits directly from the University.
Compensation During Leave
During FMLA leave, employees are required to concurrently utilize all accrued sick days when using leave for his/her own serious health condition.  Employees are permitted to concurrently utilize all accrued sick days when using FMLA leave for the serious health condition of an immediate family member and to care for a covered servicemember.  Employees are required to concurrently utilize accrued vacation days while taking FMLA leave for any covered reason.
In addition, under certain circumstances, an employee may also be eligible for Paid Parental Leave benefits in connection with the birth or adoption of a child.  See Paid Parental Leave policy for information on the terms and conditions of this benefits.  An employee is required to concurrently utilize available Paid Parental Leave while taking FMLA leave, followed by concurrently using other paid time-off benefits which had accrued up to the effective date of leave.
In addition, an employee may also be eligible for workers compensation payments, subject to their eligibility requirements and other terms, conditions, restrictions and exclusions.  In such cases, for FMLA qualifying events, the University will concurrently designate the period of time in which the employee receives those workers compensation payments as FMLA leave and, under certain circumstances, certain paid time-off benefits will serve to supplement such payments.
However, in no case may an employee receive more than 100 percent of his or her regular net pay during FMLA Leave.  

Intermittent and Reduced Schedule Leave
FMLA Leave because of a serious health condition – either of the employee, the employee’s immediate family member or to care for a covered servicemember – may be taken intermittently or on a reduced work schedule if certified to be medically necessary.  FMLA Leave may not be taken on an intermittent or reduced basis for the birth or adoption of a child unless the arrangement is agreed to by the University (supervisor, division vice president/dean and Human Resources) and only after the employee takes the six weeks of Paid Parental Leave, if applicable.
  Leave due to qualifying exigencies may also be taken on an intermittent basis.  
While an employee is on intermittent or reduced schedule leave for planned medical treatment, the University may temporarily transfer the employee to an alternate position which better accommodates the recurring leave and which has equivalent pay and benefits.
Employee Entitlements Upon Returning from Leave
Upon returning from FMLA Leave, an employee will return to the same position held when leave commenced, or to an equivalent position with equal pay, benefits and other terms and conditions of employment.  An employee does not have an absolute right, however, to return to the same position held immediately before leave commenced.  The FMLA policy does not provide an employee any greater right to reinstatement or other benefits and conditions of employment than if the employee had been continuously employed during the FMLA leave period.  For example, an employee’s employment shall terminate if at any time during a leave of absence, the employee informs the University that he or she does not intend to return to work at the conclusion of the FMLA leave or if the employment relationship would otherwise have terminated had the employee not taken leave (e.g., layoff).
In certain limited circumstances, the University may deny job restoration to any salaried, FMLA-eligible employee who is among the highest paid 10% of all employees employed within 75 miles of the employee’s work site (i.e., a “key employee”).  Determination of whether the employee is among the highest paid 10% of all employee shall be made at the time FMLA leave is requested.  The University will provide written notification to an employee of his or her status as a “key employee” at the time FMLA leave is requested, or when the FMLA leave commences, whichever is earlier.
Employee Notice Requirements:
Timing of Notice
Where the need for FMLA leave is foreseeable, an employee must give thirty (30) days’ advance notice of the need for FMLA leave, where possible.  
When the need for FMLA leave is foreseeable, but thirty (30) days’ advance notice is not possible, the employee must give notice “as soon as is practicable.”  This applies both with respect to an employee’s initial request for FMLA leave as well as when an employee needs to change the timing of previously scheduled FMLA leave.  It generally should be practicable for an employee to provide notice of the need for leave either the same day or the next business day.  
Note:  For foreseeable leave due to a qualifying exigency, an employee must provide notice as soon as practicable, regardless of how far in advance such leave is foreseeable.  
Where the need for leave is not foreseeable, an employee must provide notice to the University as soon as practicable under the facts and circumstances of a particular situation.  
In addition, absent an emergency or other unusual circumstances, employees are expected to provide notice in accordance with the University’s call-out procedure  
Contact Person for Leave Request; Content of Notice
Absent an emergency or other unusual circumstances, an employee’s request for FMLA leave must be in writing.  The written request must be submitted to the Assistant Vice President of Human Resources and the employee’s supervisor.  
The employee must provide sufficient information to the Human Resources Department to enable the University to determine if the leave may qualify for FMLA protection and the anticipated timing and duration of the leave, specifying, to the extent possible, the beginning and end dates of the leave.  Sufficient information may include that the employee is unable to perform job functions, the family member is unable to perform daily activities, the need for hospitalization or continuing treatment by a health care provider, or circumstances supporting the need for qualifying exigency and/or covered servicemember leave.  Merely calling in “sick” is insufficient.  
If an employee requests leave for a reason for which FMLA leave was previously taken or certified (including in the case of intermittent leave) an employee must specifically reference the qualifying reason for leave or the need for FMLA leave.  
Certifications:  
If an employee is requesting leave because of his or her own illness or an immediate family member’s serious medical condition, the employee must supply appropriate medical certification from the health care provider.  The “certification of physician or practitioner” form (available from Human Resources) is to be completed for this purpose and returned to Human Resources within fifteen (15) days of the request, unless it is not practical to do so.
After submission of a completed certification signed by the health care provider (if certification is required), the University may request that the employee obtain a second opinion at the University’s expense from a health care provider chosen by the University.  If the opinions of the employee’s and employer’s designated health providers differ, the University may require a third opinion at the employer’s expense from a mutually agreed upon health care provider.  The third opinion shall be final and binding.
In certain circumstances, the University may require re-certification to support continuing FMLA medical leave.  These circumstances include, but are not limited to:
· a request for extension of leave by an employee;

· changed circumstances regarding the illness or injury; or

· receipt of information by the University, which casts doubt upon the validity of the most recent certification.
The employee must provide the requested re-certification within 15 days of the University’s request, unless circumstances prevent timely submissions of the re-certification despite the employee’s diligent, good faith efforts.  Any re-certification requested by the University shall be at the employee’s expense.
Employees seeking leave for a qualifying exigency or to care for a covered servicemember will also be required to provide a certification.
If an employee discovers after beginning FMLA leave that he or she needs to take more or less leave than originally anticipated, within two business days, the employee must give the University notice of the changed circumstances through requested periodic status reports.
Reporting While on Leave:  
If any employee takes FMLA leave because of his/her own serious health condition or to care for an immediate family member, the employee must contact the Assistant Vice President of Human Resources and their supervisor every two weeks regarding status of the condition and his/her intention to return to work.
Returning from Leave:  
The University may also require that an employee provide a fitness for duty certification prior to permitting an employee to return to work from FMLA leave due to his or her own serious health condition.  Where an employee is on intermittent or reduced schedule leave for his own serious health condition, the employee may also be required to provide a fitness for duty certification periodically if reasonable safety concerns exist. 

The University’s Responsibilities:
Notice of Eligibility and Rights and Responsibilities
The University is required to inform an employee requesting leave whether he or she is eligible under the FMLA.  In order to provide this information, the University will provide a notice to the employee indicating whether or not the employee is eligible under the FMLA, any additional information required, and information on the employees’ rights and responsibilities.  If an employee is not eligible under the FMLA, the employee will be provided a specific reason for the ineligibility.  
Designation Notice
The University is also required to inform an employee if leave will be designated as FMLA-protected and the amount of leave counted against the employee’s leave entitlement.  If the University determines that the leave is not FMLA protected, the University is required to, and will, notify the employee.  
Unlawful Acts; Enforcement
It is unlawful for the University to interfere with, restrain, or deny the exercise of any right by the FMLA.  It is also unlawful for the University to discharge or discriminate against any individual of opposing any practice, or because of involvement in any proceeding, related to FMLA.
Any employee who has any complaint or who believes any unlawful act may have occurred under FMLA is encouraged to contact the Assistant Vice President of Human Resources or the Vice President of Finance and Administration.  

In addition, an employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit. 
FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local law or collective bargaining agreement which provides greater family or medical leave rights.
Additional Leave or Time Off From Work as Reasonable Accommodation

As stated above, upon return from FMLA leave, in general, employees will be restored to their original or equivalent positions with equivalent pay, benefits, and other employment terms.  
If an employee does not return to work at the end of FMLA leave, an Employee’s employment ordinarily will terminate.  

However, if an employee has exhausted his or her entitlement to FMLA leave and needs additional leave for his or her own disability (including a disability caused by, exacerbated by, or related to pregnancy), the employee may be eligible for additional leave beyond the FMLA as a reasonable accommodation.  The University will contact the employee before he or she reaches the maximum leave to determine, based on discussion with the employee and input from his/ her health care provider, where appropriate: (1) whether additional leave may be a reasonable accommodation as well as (2) whether there are any reasonable accommodations that would enable the employee to return to work.
  

An employee’s request for a leave of absence and/or time off as a reasonable accommodation will be considered pursuant to the provisions of the ADA, regardless of an Employee’s eligibility for or entitlement to leave under the FMLA.

The University will provide employees with additional leave beyond the leave maximums set forth above if a reasonable accommodation under the ADA, unless an undue hardship.  The University will make reasonable accommodations under the ADA to enable an Employee to return to work, unless an undue hardship.  
* “Covered active duty” for members of a regular component of the Armed Forces means duty during deployment of the member with the Armed Forces to a foreign country. “Covered active duty” for members of the reserve components of the Armed Forces (members of the U.S. National Guard and Reserves) means duty during deployment of the member with the Armed Forces to a foreign country under a call or order to active duty in a “contingency operation” as defined in section 101(a)(13)(B) of title 10, United States Code.
Updated: September 2, 2011

Updated:  January 1, 2016

Holidays

Policy:

The University provides paid holidays each fiscal year to full-time employees.  The eligible employee would receive compensation for the amount of hours normally worked on that given day.  In order to be paid for these holidays, one must be actively employed the last workday before, and the first day after, the holiday.

An official list of holidays is published by the President of the University at the beginning of the fiscal year and pertains to that year.  Unless University business necessitates, work is not required on official University holidays.

Generally, there are nine observed holidays:

New Year’s Day

Martin Luther King Birthday

Memorial Day

Independence Day

Labor Day

Thanksgiving

Day after Thanksgiving

Christmas Eve

Christmas Day

Policy Effective Date:  March 15, 2001

Jury Duty
Policy:

The University grants leaves of absence with pay to full-time employees for time actually spent while on jury duty or when serving as a witness under subpoena, up to a maximum of ten (10) days.  Paid leave will be granted only upon presentation of appropriate documentation from the relevant court or duly authorized agent of the court.  A copy of the official orders must be sent to the payroll office with the employee’s monthly payroll report.  If the payroll office does not receive the official court documents, then no payment will be made and the days will be recorded as leave without pay.

Policy Effective Date:  March 15, 2001

Group Life and Accidental Death and Dismemberment Insurance

Benefit:

Group life insurance coverage is provided to all regular full-time employees of Chatham University.  The life insurance coverage is two times the employee’s salary and the premiums are paid in full by the University.  Regular full-time employees are eligible on the first full day of employment.  

In the event of an approved paid leave of absence, or during a paid disability period, the insurance plan is carried on a full basis.  A person on authorized leave of absence without pay is not eligible for the insurance coverage during period of leave.

You may designate the beneficiary of this insurance and should notify the Human Resources office of any change in beneficiary.  For a more detailed explanation of this insurance, refer to life and accidental death and dismemberment insurance policy or the summary plan description (SPD) in the Human Resources department. 

Policy Effective Date:  March 15, 2001

Long-Term Disability Insurance

Benefit:

Long-term disability (LTD) insurance coverage is provided to all regular full-time employees of Chatham University.  The LTD benefit is sixty percent (60%) of the employee’s salary and the premiums are paid in full by the University. There is a ninety (90) day waiting period between the disability and benefit payment date.  Regular full-time employees are eligible on the first full day of employment.    

In the event of an approved paid leave of absence, the insurance plan is carried on a full basis.  A person on authorized leave of absence without pay is not eligible for the insurance coverage during period of leave.

For a more detailed explanation of this insurance, refer to the long-term disability policy or the summary plan description (SPD) in the Human Resources office.

Policy Effective Date:  March 15, 2001

Medical Insurance

Benefit:

Health insurance is available to all regular, full-time employees of Chatham University.  For a new employee, coverage can only begin on the first day of the month during their first or second month of employment.  Thereafter, open enrollment for employees is January 1.

For a more detailed explanation of the health insurance benefit, please refer to insurance brochures in the Human Resources office or the summary plan description (SPD) for the Chatham University health Insurance benefit plan in the Human Resources office.

Policy Effective Date:  March 15, 2001

Military Leave

POLICY:
All employees shall be eligible for Military Leave for voluntary or involuntary military service in conformity with all applicable federal and state laws, including the Uniformed Services Employment and Reemployment Rights Act (USERRA).  An employee on Military Leave will be reinstated in accordance with applicable federal and state laws.  
Employees must notify the Assistant Vice President of Human Resources as soon as possible after learning of their need for Military Leave.  Notification may be oral or written.  If the employee’s order to report for duty is in writing, the employee should provide the Assistant Vice President of Human Resources with a copy of the order as soon as possible.  
Military Leave is generally unpaid unless the employee wants to use their accrued vacation days. 

Employees on Military Leave do not accrue additional sick or vacation days during Military Leave, except during such time as they use their accrued vacation days. 
Employees on Military Leave will receive all seniority-based benefits which they otherwise would have received had they remained actively employed.  The University treats employees on Military Leave the same as employees on other forms of comparable leave with regard to non-seniority-based benefits.  
Generally, employees on Military Leave who have health coverage through the University may continue to participate in the University’s health plans, as defined by USERRA, at their sole expense under USERRA and COBRA, subject to USERRA ’s and COBRA’s eligibility requirements and other terms, conditions and restrictions.  However, for the first thirty (30) days of an employee’s Military Leave, the University will continue to pay its share of the premium for an employee’s continued participation in the University’s health plans, as defined by USERRA, provided the employee continues to pay his or her share.
Employees who are enrolled in the University’s 403(b) plan or union pension plan may continue to contribute to the plan during their period of Military Leave to the extent their compensation continues or they use their accrued vacation days.  Employees who participate in the University’s 403(b) plan but who do not continue to contribute while on Military Leave may make catch-up contributions following their return from Military Leave, consistent with the law.  
Updated:  September 2, 2011
​​​​​​​​​​​​​____________________________________________________________________________________
Paid Parental Leave
In order to assist and support both women and men who are new parents in balancing their work and family matters, Chatham University provides Paid Parental Leave.  This benefit provides eligible full-time administrative staff and faculty with a period of time off for activities related to the care and well-being of their newborn or newly adopted child(ren).  

Description
The University will provide up to six (6) consecutive work weeks of Paid Parental leave to an eligible employee who is an eligible parent following the birth or adoption of a child, subject to the following terms and conditions.  

· Both women and men are eligible for this benefit.

· The eligible employee must use Paid Parental Leave during the first 12 weeks following the birth or adoption of a child.

· Paid Parental Leave must be used all at once, in consecutive work weeks.  It may not be used intermittently or on a reduced leave schedule. 

· If both parents are employed by the University, only one employee/parent may take Paid Parental Leave.

· Paid Parental Leave will be paid at 100% of the eligible employee’s regular compensation (no overtime), less required withholdings and permitted deductions.

· Paid Parental Leave runs concurrently, not consecutively, with leave under the Family and Medical Leave Act (FMLA) when an employee is also eligible for and has an event which qualifies for FMLA leave.  In such situations, an employee must also comply with the terms and conditions of the FMLA Policy.  See FMLA Policy for additional details.

· Employees who wish to use Paid Parental Leave are required to submit a written request to the Assistant Vice President of Human Resources at least thirty (30) days in advance of the need for leave, where possible.

· Upon returning from Paid Parental Leave, an employee will return to the same position held when leave commenced, or to an equivalent position with equal pay, benefits and other terms and conditions of employment.  An employee does not have an absolute right, however, to return to the same position held immediately before leave commenced.  This policy does not provide an employee any greater right to reinstatement or other benefits and conditions of employment than if the employee had been continuously employed during the Paid Parental Leave period.  For example, an employee’s employment shall terminate if at any time during a leave of absence the employee informs the University that he or she does not intend to return to work at the conclusion of the FMLA leave or if the employment relationship would otherwise have terminated had the employee not taken leave (e.g., layoff).
Definitions
· An “eligible employee” is a full time administrative staff or full-time faculty member who has one year of continuous service at Chatham University.

· An "eligible parent" is defined as someone who has primary parental responsibility for the care of a child immediately following the birth or adoption of a child, including through actions of custody.1  
Interplay of Paid Parental Leave & FMLA Leave and Other Benefits 
· During Paid Parental Leave, an eligible employee will remain eligible to continue participation in the University’s group health plan.

· An employee shall continue to accrue additional vacation and sick days during the period of time in which the employee uses paid parental Leave.
· Paid Parental Leave runs concurrently, not consecutively, with leave under the Family and Medical Leave Act (FMLA) when an employee is also eligible for and has an event which qualifies for FMLA leave.  Under the terms of the Family Medical Leave Act of 1993 (FMLA), eligible employees shall be entitled to a total of twelve (12) weeks of leave in a rolling twelve (12) month period, measured back from the first date an employee uses any FMLA leave for certain qualifying events.  For example, if the employee has already used a portion of his or her FMLA entitlement in the previous twelve (12) months, whatever portion of the twelve (12) weeks that remains available will run concurrently with Paid Parental Leave until FMLA is exhausted and, thereafter, an employee will be eligible to use the balance of any available Paid Parental Leave.

· Where an eligible employee also has accrued paid sick and/or vacation leave benefits, an employee must first exhaust Paid Parental Leave benefits, to be immediately followed by the accrued sick days (if applicable) and vacation days.  

· Consistent with our FMLA Policy, Paid Parental Leave, sick leave and vacation leave benefits run concurrently with FMLA leave. Once such paid leave benefits are exhausted, any remaining FMLA leave will be unpaid.  See, FMLA Policy.

· Paid Parental leave is not paid out on cessation of employment.

​​​​​​​​​​​​​​​​​​​___________________________


An eligible parent does not include someone who only temporarily provides and/or assists with parental responsibilities nor, in most instances, someone who adopts the child of a spouse/partner.

Policy Effective Date:  January 1, 2016

Qualified Parking Expenses

Benefit:

The qualified parking expense program enables all full and regular part-time employees to pay for qualified parking expenses that are incurred in commuting to work with pre-tax salary deferrals rather than from currently taxable income for federal income tax purposes.  
The parking permit rates for full-time employees are as follows:


Annual salary less than $40,000 is $275.00


Annual salary over $40,000 is $410.00
The annual parking permit rate for regular part-time employees is $140.00.
This rate will be deducted through payroll on a monthly or bi-weekly basis.

Qualified parking expenses are expenses you incur to pay for parking on campus.  You must incur the expense during the period you are participating in the plan.

The qualified parking expense program summary description, outlining a more detailed explanation of this program, is available in the Human Resources office.  
Policy Effective Date:  June 13, 2005
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Retirement Plan
Benefit:

Chatham University provides retirement benefits in the form of a defined contribution plan for regular full-time employees meeting the eligibility requirements.  The program is provided through TIAA-CREF and Fidelity Investments.
Eligibility:

Must have one year of service with the University.  New employees who have participated in a defined 403(b) plan with a former employer in higher education or non-profit agency are eligible to join the plan on the first day of employment.  The employee must provide documentation demonstrating this participation requirement. 

Contribution:

There are four matching contribution plans:  If the employee contributes 2%, the University will contribute 5%; if the employee contributes 3%, the University will contribute 8%; if the employee contributes 4%, the University will contribute 9%; and if the employee contributes 5%, the University will contribute 10%.

There is a mandatory participation requirement in the plan after one year of service at the minimum contribution level of 2%. 
Any employee may increase their contribution (with no University contribution) through a supplementary retirement annuity (SRA).

Contributions by employees are made through payroll deduction.  There is a maximum allowed by the IRS on the total amount saved for a retirement plan.  Please contact the Assistant Vice President of Human Resources to calculate the maximum savings limit for your retirement plan.

A more detailed explanation of the defined retirement plan and SRA provided by TIAA-CREF and Fidelity Investments and the summary plan descriptions (SPD) for both plans are available in the Human Resources office.

Policy Effective Date:  March 15, 2001
Updated:  January 1, 2007
Updated:  June 1, 2009
Section 125 Plan

Health Premium Conversion, Health & Dependent Care Flexible Spending Accounts

Benefit:

Chatham University provides an option for regular full-time employees to pay for their health insurance premiums, additional health care expenses and dependent care cost on a pre-tax basis.  

The health insurance premium conversion benefit allows regular full-time employees to pay for their share of the health and dental insurance premiums with pre-tax dollars.

The health care reimbursement account allows the employee to set aside dollars on a pre-tax basis to pay for additional health care expenses not covered by the medical and dental insurance.  For example, you may incur medical expenses that are subject to co-payments or deductibles as well as expenses not covered at all by the medical and dental insurance plan.  This benefit allows the employee to establish a reimbursement account through payroll deduction on a pre-tax basis.  

The dependent care reimbursement account allows the employee to set aside dollars on a pre-tax basis to pay for expenses for childcare for eligible dependents (under the age of 13) and elderly parents.  This benefit allows the employee to establish a reimbursement account through payroll deduction on a pre-tax basis.

For the health and dependent care account benefit, dollars set aside on a pre-tax basis in the current year must be used for reimbursement expenses from the same year or be forfeited. (Required by federal law.)
For a detailed explanation of this benefit, please refer to the summary plan description for section 125 available in the Human Resources office.

Guidelines:
1. To participate in the health care and dependent care reimbursement account, the employee must complete the section 125 election form by December 31st for the following calendar year.  Due to IRS regulations, the form must be signed and received by December 31.

2. Reimbursement for the health care and dependent care reimbursement accounts are administered by a third-party corporation with expertise in reimbursement accounts.  If the reimbursement form is received by Tuesday, checks/direct deposits are sent out by Friday.
Policy Effective Date:  March 15, 2001

Updated:  December 1, 2007


Sick & Disability Leave

Policy:

Regular full-time staff and faculty (twelve month teaching contract) are eligible for paid sick or disability leave.  The amount of paid sick or disability leave is based on the following schedule based on the years of service:

· Less than one year:  1/2 day per month or six days during the first year of service.

· One or more years:  1 (one) day per month or twelve days a year.

The regular full-time staff and faculty may accumulate up to sixty-six sick days.


Guidelines:

1.
The employee must notify the supervisor 60 minutes prior to start of University business hours to report off for any type of illness.

2.
The employee may be required to submit a doctor’s excuse for any absence and must submit a doctor’s note for absences that exceed three workdays.  Also, when the employee returns to work, he or she may be required to submit a doctor’s excuse for full release.

3.
In the event of a pattern of continuous absences, the University may require the employee to be examined by a doctor selected by the University.

4.
In the event that the absence exceeds ten workdays, the employee is required to have a doctor complete a medical certification form.  This form is available in the Human Resources office and must be returned to the Assistant Vice President of Human Resources within five workdays.

5.
If the employee does not follow the guidelines in this policy, the University reserves the right not to compensate the employee for the absence from work and/or may discipline the employee, up to and including termination.

6.
Due to an unforeseen illness and the employee exceeds their accumulated sick days, the manager must notify the Assistant Vice President of Human Resources immediately.  In this case, employees will have to use all vacation and personal days.  If an employee resigns or is terminated with a negative sick day balance, the University will deduct this amount from their last paycheck.  

Policy Effective Date:  March 15, 2001

Tuition Exchange

Policy:

Chatham University is a member of two tuition exchange programs:  The Council of Independent Colleges (CIC) Tuition Exchange, and Tuition Exchange, Inc. (TE).  Both programs enable eligible employees’ dependent children to choose among other colleges and universities and apply for tuition-free scholarships.  In exchange, dependent children of employees of other colleges and universities who are members of these exchanges may apply to Chatham University for tuition-free scholarship.  The primary obligation of members in TE programs is to maintain a balance exchange pattern, a reasonable match between student “exports” and student “imports.”  

To be eligible to apply for your dependent’s scholarship, you must meet all of the following: you must be a full-time employee as defined in this manual; employees hired before September 1, 2011 must have one year of service as an eligibility requirement to apply for TE and CIC Scholarships; employees hired after September 1, 2011 will have a two-year eligibility requirement to apply for TE and CIC Scholarships.  Employees must have their eligibility requirement fulfilled by the due date for the scholarship applications, which is December 18.  

Dependent Child:  any natural, step- or legally adopted child, provided that financial dependence on the parents could be demonstrated.  Ordinarily, children meeting requirements for dependence set forth by the Internal Revenue Service will qualify and employees may have to submit a copy of their recent IRS Form 1040 demonstrating that the child is claimed as a dependent.     

Applicant:  the dependent child of an eligible employee who has applied for full-time, undergraduate study to a college or university that participates in CIC and TE programs.

CIC and Tuition Exchange Liaison Officer:  Assistant Vice President of Human Resources, who coordinates Chatham University CIC and TE programs. 

Guidelines For Tuition Exchange (TE):

1.
To ensure all employees have an opportunity for dependents to participate in this plan, only one dependent is eligible to apply and be accepted into TE every four years.

2.
By November 1, applicants will notify the program TE liaison officer (Assistant Vice President of Human Resources) of intent to apply for TE scholarship for the following academic year by completing a preliminary tuition exchange application form available from the Human Resources office.

3.
By December 1, the liaison officer will determine the number of available TE scholarships available for the upcoming academic year.  The number of available “slots” will be determined by the current and historical number of Chatham University “imports” and “exports” and may vary from year to year.

4.
By December 18, the selection of TE candidates will be made.

A. If the number of applicants is equal to the number of TE scholarships available, each applicant will be given the opportunity to apply for a TE scholarship.

B. If the number of applicants (potential “exports”) exceed the number of TE scholarships (potential “imports”), candidates will be selected on the following basis:

1. First priority will be given to the dependent that receives TE scholarship in previous academic years except as provided by number 3 below.

2. Second priority will be given to applicants based on employment seniority of the parent.

3. When exports significantly exceed imports for the future academic years that the University is in “alert status”, which could jeopardize participation in the TE programs, the maximum scholarship per employee will be four semesters until the University comes into an acceptable balance.  Also, the University may suspend sponsoring exports until a sufficient number of incoming students (imports) are registered for classes.  If the University is not on an “alert status” in the program, the preceding guidelines will not apply.

5.
Tuition exchange candidates must complete program applications, which are available in the Human Resources office.  The liaison officer forwards the applications to the selected university or college.

6.
The selected university or college will notify the dependent applicant of either awarding or not awarding a tuition exchange scholarship.

7.
Tuition exchange does not include study abroad programs.

8.
If an employee’s dependent receives a TE scholarship from a participating institution for four years, and the employee dies or qualifies for long-term disability during this scholarship term, the University will continue to sponsor the dependent so he/she will be able to fulfill the academic opportunity.
9.
Please refer to www.tuitionexchange.org for more information on participating institutions.   
Guidelines for (CIC) Tuition Exchange – CIC Tuition Exchange is a separate program that allows the number of exports to exceed the number of imports.  Therefore, unlike the Tuition Exchange Program which has very strict guidelines, CIC offers employees the potential of a more generous tuition benefit for dependents.

1.
Unlike regular tuition exchange, more than one dependent may apply and be accepted in CIC-Tuition Exchange.

3. By November 1, applicants will notify the program CIC tuition exchange liaison officer (Assistant Vice President of Human Resources) of intent to apply for CIC scholarship for the following academic year by completing a preliminary tuition exchange application form available from the Human Resources office.

3.
CIC candidates must complete program applications, which are available in the Human Resources office.  The liaison officer forwards the applications to the selected university or college.

4.
The selected university or college will notify the dependent applicant of either awarding or not awarding a CIC TE scholarship.

5.
If an employee’s dependent receives a CIC TE scholarship from a participating institution for four years, and the employee dies or qualifies for long-term disability during this scholarship term, the University will continue to sponsor the dependent so he/she will be able to fulfill the academic opportunity.
6.
Please refer to www.cic.org for more information on participating institutions.   
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Tuition Remission
Chatham University (the “University”) encourages employees to continue their education for further career development.  The University offers employees the opportunity to continue their education free of charge, pursuant to this Tuition Remission Policy (the “Policy”).  This benefit is offered to eligible full-time employees for both undergraduate and graduate coursework and part-time employees for undergraduate coursework, as described in greater detail below.
Tuition Remission Benefit for Regular Full-Time Employees:

Eligibility: Regular full-time employees who have successfully completed the 180-day introductory period may register for up to six credits in undergraduate, continuing education (including distance learning), or graduate courses per semester without tuition charge during the fall, spring and summer semesters (14 weeks).  Please note that the accelerated seven-week sections are not considered a semester; therefore, employees follow the credit limit during the entire 14-week semester.  An employee can request to take more than six credits a semester and the University would review these situations on a case-by-case basis.  The University reserves the right to limit the number of employees taking any credited courses including distance learning courses. This benefit does not pertain to the courses taken at the Shadyside Nursing School for the Pathway to Nursing Program or other external partnerships.  Graduate tuition remission excludes the health science programs in occupational therapy, physical therapy and physician assistant.   The Vice President of Academic Affairs will determine these restrictions prior to the start of a semester.  

Graduate Course Taxation: Internal Revenue Service regulations state that the value of graduate tuition remission received by employees over $5,250 per calendar year is subject to Federal Income and Social Security withholding taxes.  The University will withhold applicable taxes based upon the value of graduate tuition remission received by an employee for which the graduate tuition remission is received.   Any graduate tuition remission benefit over the $5,250 annual limit will be considered taxable unless the graduate course(s) pertain to the employee’s current job responsibilities in order to maintain their current skill level.  Employees are urged to consult their tax advisor prior to applying for tuition remission in excess of $5,250.00.

Employment Requirements: Employees hired after January 1, 2008 must remain with the University after confirmation of the required courses for graduation for two years or repay the entire tuition expense.  Employees hired prior to January 1, 2008 must remain with the University after confirmation of the required courses for graduation one month for each course taken or repay the tuition expense for classes taken after January 1, 2008.  

Tuition & Fees: Remission shall cover tuition and campus fee for each course approved.  Any additional fees, such as books, supplies, lab fees, or any other special fees will be the responsibility of the employee.  

Admission Requirements: Employees must meet admission standards to be accepted in all academic programs.

Additional Requirements: Employees are expected to attend courses on their own time.  An exception may be granted to take one course a semester during work hours if the following conditions are met:

1.    The efficient operation of the immediate department must not be adversely affected.

2. Time off for attending the course must be made up in the same week.


3. All sections of the course to be taken are scheduled only during the employee’s regular work hours; therefore, he/she cannot take the courses after work hours.  

4. Supervisor’s approval prior to registering for the class.  For graduate courses only, the supervisor must certify that the graduate course(s) pertain to the employee’s current job responsibilities in order to maintain their current skill level.  If the graduate course does not pertain to the employee’s current job responsibilities, taxation provision outlined above would be followed. 

Tuition Remission Benefit for Part-time Employees:

Eligibility: Part-time employees (who are scheduled to work a minimum of 19 hours per week), upon the attainment of two years of service, may register for one undergraduate or credited continuing education course a semester.  Note, until a part-time employee has attained three years of service, the part-time employee will be required to pay a portion of the tuition, as detailed below.  Part-time employees who are scheduled to work less than 19 hours per week are not eligible for tuition remission. Graduate course benefits are not available to part-time employees.  The University reserves the right to limit the number of employees taking any credited courses including distance learning courses.  The Vice President of Academic Affairs will determine these restrictions prior to the start of a semester. 

Part-time employees will receive the following tuition cost reductions:

1. Upon the attainment of at least two years of service, but less than two years and six months of service, the University pays 25% of the course tuition.

2. Upon the attainment of at least two years and six months of service, but less than three years of service, the University pays 50% of the course tuition.

3. Upon the attainment of three years of service, the University pays full course tuition.

Employment Requirements: Part-time employees must remain with the University for two years after graduation or will be responsible to repay the entire tuition expense.

Tuition & Fees: Remission shall cover tuition and campus fee for each course approved.  Any additional fees such as books, supplies, lab fees, or any other special fees will be the responsibility of the employee.  

Admission Requirements: Employees must meet admission standards to be accepted in all academic programs.

Additional Requirements: Employees are expected to attend courses on their own time.  An exception may be granted to take one course a semester during work hours if the following conditions are met:

1. The efficient operation of the immediate department must not be adversely affected.

2. Time off for attending the course must be made up in the same week.


3. All sections of the course to be taken are scheduled only during the employee’s regular work hours; therefore, he/she cannot take the courses after work hours.

4. Supervisor’s approval prior to registering for the class.

Guidelines:
1. Employees interested in remission must complete a tuition remission form that is available in the Human Resources office.

2. The completed form is required to be returned to the Human Resources office in order to register for courses.

3. If an employee is registered in more than one undergraduate course in a term, the employee must apply for financial aid.  The University’s financial aid office will assist in obtaining the appropriate application for the State Grant and Pell Grant.  In the event aid is received under either or both programs, the University’s tuition grant will be reduced by the amount of the aid received.

4. Subject to the repayment obligations provided above, any employee who leaves the University’s employment after 50% of course is completed may continue the course to completion at the end of the term unless he/she has been dismissed for misconduct.  An employee who leaves the University’s employment prior to 50% of the completion of the course may drop the course (and the employee shall have no repayment obligations with respect to such dropped course) or continue taking the course and paying the tuition expense.

5. All students must maintain satisfactory academic progress in order to remain eligible for tuition remission benefits, as described in the financial aid guidelines.  Chatham will only grant tuition remission to courses taken and passed and will not apply this benefit to courses re-taken for a passing grade.

6. In the event that enrollment in the course is at its limit, tuition-paying students have preference, which may require the employee to drop the course.  Seniority takes precedence when determining which employee has to drop the course in these incidents.

7. In the event that enrollment is low with non-tuition remission students, the University reserves the right to cancel the course due to financial reasons.

8. Tuition remission does not include study abroad programs.

Tuition Benefit for Spouses and Dependent Children of Full-Time Employees Who Have Attained One Year of Service:

Eligibility: Spouses and unmarried dependent children (natural or legally adopted who meet IRS Guidelines and are under the age of 25 before the start of the semester) of regular full-time employees who have completed one year of service may register for credited undergraduate and distance learning courses without tuition charge.  There is no limit on the number of courses for which the spouse and unmarried dependent child may register.  This tuition remission benefit is for undergraduate tuition only and does not include room and board.  The University reserves the right to limit the number of spouses and unmarried dependent children taking any credited courses including distance learning courses.  This benefit does not pertain to the courses taken at the Shadyside Nursing School for the Pathway to Nursing Program or other external partnerships.  The Vice President of Academic Affairs will determine these restrictions prior to the start of a semester.  

Tuition & Fees: Remission shall cover tuition and campus fee for each course approved.  Any additional fees, such as books, supplies, lab fees, or any other special fees will be the responsibility of the student.  

Employment Requirements: Employees must remain with the University for one year after graduation of spouse and dependent children or will be responsible to repay the entire tuition expense. 

Admission Requirements: Spouses and unmarried dependent children must meet admission standards to be accepted in all academic programs.


Guidelines:

1. Employees’ spouses or dependents interested in taking courses must complete a tuition remission form for spouses/dependents that is available in the Human Resources office.  As there are IRS regulations regarding the taxation of these benefits, employees are urged to consult their tax advisor prior to applying for remission.

2. The completed forms are required to be returned to the Human Resources office in order to register for courses.

3. If a spouse or dependent is registered in more than one course in a term, the student must apply for financial aid.  The University’s financial aid office will assist the student in obtaining the appropriate application for the State Grant and Pell Grant.  In the event aid is received under either or both programs, the University’s tuition grant will be reduced by the amount of the aid received.

4. Subject to the repayment obligations provided above, if an employee leaves the University and their spouse or dependent is taking courses, the student may continue until the end of the term if 50% of the course is completed, unless the employee has been dismissed for gross misconduct.  If an employee leaves the University’s employment prior to 50% of the completion of the course, the student shall be forced to drop the course (and the employee shall have no repayment obligations with respect to such dropped course).

5. All students must maintain satisfactory academic progress as required by the University and by financial aid guidelines in order to remain eligible for tuition remission benefits.
6. In the event that enrollment in the course is at its limit, tuition-paying students have preference, which may require the spouse or dependent to drop the course.  Seniority of the employee takes precedence when determining which student has to drop the course in these incidents.

7. In the event that enrollment is low with non-tuition remission students, the University reserves the right to cancel the course due to financial reasons.

8. Tuition remission does not include study abroad programs.
Tuition Benefits for Dependent Children of a Deceased Employee:

Tuition benefits for dependent children of a deceased employee will be honored if the employee met the qualification requirements prior to employee’s death.  The same guidelines apply as referenced above for tuition remission for dependent children, with the exception of any continuing employment obligations.

Effective Date

This policy supersedes all previous tuition remission policies. 

Amendment or Termination of Policy

The University reserves the right to discontinue or change this Policy at any time.  Nothing in this Policy document should be interpreted as implying a contract of employment. Receiving a benefit from the Policy does not imply any right of continued employment with the University or continued receipt of this benefit.  

Contact Information for Questions

If you have any questions or want further information about the Tuition Remission Policy, you may contact the Assistant Vice President of Human Resources.

Taxation and Internal Revenue Service Guidelines

In general, Internal Revenue Service regulations consider anything of value provided to an employee by an employer to be a form of compensation.  All compensation must be reported as taxable wages and is subject to income tax withholding, unless specifically excluded by the Internal Revenue Code.  Under section 117(d) of the Internal Revenue Code, educational institutions, such as the University, offering a full reduction of tuition charges to employees, their spouses and dependent children for undergraduate coursework may exclude the value of this education from their employees’ taxable wages.  The exclusion under this section of the Internal Revenue does not extend to graduate coursework.

Section 127 of the Code allows all employers, whether or not they are an educational institution, to provide their employees with educational assistance for both undergraduate and graduate work.  Employers may provide each employee with up to $5,250 of educational assistance per year on a tax-free basis. The tuition remission that the University offers employees for graduate-level education is eligible for this exclusion, up to $5,250 per year.  Unless otherwise exempt from taxation, the Internal Revenue Code requires that educational assistance in excess of the $5,250 exclusion must be added to employees’ taxable wages and employment taxes must be withheld.

Notwithstanding the foregoing, current tax regulations do not allow for the tax exemption of coursework on behalf of domestic partners.  

Employees receiving benefits under this Policy should contact their tax consultant regarding any taxation of these benefits.
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Vacation Days

Policy:
Regular full-time staff and faculty (twelve-month teaching contracts) are eligible for paid vacation.  Employees are not eligible for paid vacation during the new employment 180-day introduction period.

Employees receive vacation days each fiscal year (July – June) determined by years of service as outlined below.  Vacation days accumulated in a fiscal year must be taken by December 31.  
Definitions:

Staff who are eligible for vacation days are classified as a full-time employee as indicated on the initial offer letter.  Faculty who are eligible for vacation days are classified as full-time on a twelve-month appointment on the initial and renewal appointment letter.

Vacation day schedule:

0 – 3-year employee anniversary = 15 days (1.25 days per month)

Starting on employee’s 3-year anniversary =  20 days (1.67 days per month)

Employees hired prior to February 1, 2009 will remain eligible for 20 vacation days.

Guidelines:
Employees must use their fiscal year accumulated vacation days by the end of the calendar year.  

Upon successful completion of the 180-day introduction period, employees are eligible to accrue vacation for each calendar month of service from the date of hire.  The vacation accrual rate is based on a monthly-prorated amount.

Accumulated unused vacation days will be paid at termination of employment.  Vacations cannot interfere with University operation and therefore must be approved by the employee’s supervisor at least one month in advance.  If any conflicts arise for vacation time, preference will generally be given to the employee with the most seniority.

Policy Effective Date:  March 15, 2001
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Worker’s Compensation

Policy:

Chatham University covers all employees with workers’ compensation insurance as a protection for illness and injuries arising out of, or in the course of, their employment, which are compensatory under the Worker’s Compensation Act and Occupational Disease Act.  Any on-the-job injury must be reported immediately to your supervisor, safety and security office, and the Human Resources office.  An employee’s failure to immediately report a work accident or injury may result in an inability to collect worker’s compensation insurance.  The employee must be examined and treated, if necessary, by the University’s panel of doctors for a period of ninety days from the date of the first visit.


Guidelines:

1. When an accident occurs, the public safety office is notified and an incident report is completed.  The employee must notify the Human Resources office so the accident can be reported and obtain guidance on a plan of action (doctor’s office or emergency room).


2. The Public Safety office, or ambulance, will transport the employee to a worker’s compensation panel doctor’s office if necessary.


3. All lost time accidents require doctor’s verification.


4. All medical bills should be forwarded to the Human Resources office.


5. An insurance representative may contact the injured employee, supervisor, and/or witness in order to conduct an investigation.


6. Employees must return to work upon doctor’s release.


7. The Worker’s Compensation carrier will submit employee health status reports to the Human Resources office.  The Human Resources office will communicate directly with the employee’s supervisor.
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Relocation
The purpose of this policy is to provide a standard procedure for the relocation of newly hired employees (renewable term faculty and staff - director level and above) to the Pittsburgh area.  A written relocation provision will be outlined in the new employee’s appointment letter.  The provisions of this policy will apply only to employment and relocations that are planned to exceed 12 months.

Chatham University will reimburse reasonable moving expenses incurred as a result of newly hired employees for distances that exceed 100 miles from their current place of residence.  The moving expense allocation per distance (see below) will be outlined in the employee’s appointment letter.  If the relocated employee voluntarily quits or is terminated for cause within 12 months of relocation, he\she will pay back the University for the relocation expenses.  
The University will audit expenses against relocation agreements and employees must document receipted expenses claimed for reimbursement. 

All relocation expenses must be incurred within one year of the date of the employee’s start date.  Expenses incurred after this period will not be reimbursed. 

The University has contracted with The Talbot Group/Academic Moves, a national leader in relocation services.  The Talbot Group/Academic Moves will work directly with the employee and family members on finding the most efficient way to move your household items through their extensive network of movers.  This firm provides substantial moving discounts with free insurance, and will do a full post audit of your move to ensure accuracy.  A dedicated relocation counselor will manage the entire relocation process and can be reached at 866-404-0234 ext. 25.  In addition to household goods moving, this firm will provide at no cost home-selling assistance, home-finding assistance and a real estate cash back program.    

A.  Transportation – Employee/Dependents 

Costs for relocation travel of the employee and dependents to the Pittsburgh area will be reimbursed.  Additionally, costs for travel to and from the Pittsburgh area will be reimbursed for up to five two-way trips for the employee to visit the prior home.  Travel noted above will be by means of the most effective common transport carrier using coach fare; however, in many cases, personal vehicles may be the preferred means of travel. If a personal vehicle is used, reimbursement will be paid at the current federal guidelines rate.
B.  Household Goods 

The University will pay actual costs for the packing, movement, and insuring of household goods and personal effects up to a maximum of 14,000 pounds from point of departure to point of arrival.  If storage of goods is required at either point, the company will pay for up to 30 days of storage.  The University will make all arrangements with The Talbot Group/Academic Moves directly through its national contract. 

Any property of special value, i.e., art objects, paintings, jewelry, firearms, precious metals, and antiques, should be separately insured or transported by the employee.

The transportation of boats, recreational vehicles, firearms, special machinery, outdoor playground equipment, hot tubs, and other specialty items of a similar nature will not be paid by the University.  The transportation and boarding of small domestic pets, dogs, cats, etc., is not permitted. 

C.  Insurance 
With The Talbot Group under its national contract, while household goods are in transit or storage, the company provides up to $75,000 in insurance of free full replacement coverage.  If the employee prefers to purchase excess insurance over and above this limit, The Talbot Group\Academic Moves will provide the toll-free number to obtain an estimate of cost for excess insurance.
D.  Reimbursement Provisions:





   

      Maximum

       Distance Moved


Reimbursement

Greater than 1,000 miles

         $3,000


Greater than 100 miles &


Less than 1000 miles


         $2,000

Policy Effective Date:  July 1, 2011
�	Some employees are covered by a collective bargaining agreement (or faculty manual).  Subject to applicable law, to the extent there is any conflict between this Code and the applicable provision of the collective bargaining agreement (or faculty manual), the applicable provision of the collective bargaining agreement (or faculty manual) shall govern.





� In general, paid Parental Leave cannot be taken on an intermittent or reduced schedule basis. See, Paid Parental Leave policy.


� In the event an employee is able to return to work, but has work-related restrictions due to a disability (including a disability caused by, exacerbated by, or related to pregnancy), the employee may be eligible for a reasonable accommodation.  If an employee requires a reasonable accommodation, he or she should contact the Human Resources Department.  


� Similarly, if an employee is not eligible for FMLA leave, but needs time off for his or her own disability, the employee may be eligible for unpaid leave as a reasonable accommodation.  
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