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- INTRODUCTIONtc \l1 "INTRODUCTION -

This handbook is designed to acquaint you with Adrian College and provide you with information about working conditions, employee benefits, and some of the policies and practices affecting your employment as a secretary, clerical or special services employee.  It describes some of your responsibilities as an employee and outlines the programs developed by the College for your benefit.  

The College employs a number of different employee groups and classifications.  As employees in the secretarial, clerical and special services group, the policies and practices described in this handbook are unique to that specific classification.  As used in this handbook, the term "employee" refers only to employees in the secretarial, clerical and special services group.

This handbook provides an overview of the benefits available to secretarial, clerical and special service employees.  The descriptions of the benefit programs are intended to inform you of the availability of the benefits and the highlights of the various programs.  Many of the College's benefit programs are very complex and, as such, are not described in complete detail in this handbook.  Copies of Summary Plan Descriptions for the various benefit programs are available from the College's Director of Human Resources.

No employee handbook can anticipate every circumstance or question about policy.  As the organization continues to change and evolve, the need may arise to change policies and practices described in the handbook. The College therefore reserves the right to revise, add and supplement any policies or portion of the handbook from time to time, as it deems appropriate.  Supplements or updates to the handbook will be issued when changes are implemented.

MISSION STATEMENTtc \l2 "MISSION STATEMENT
Adrian College, a liberal arts College in the United Methodist tradition, is committed to the pursuit of truth and to the dignity of all people. Through active and creative learning in a supportive community, students are challenged to achieve excellence in their academic, personal, and professional lives, and to contribute to a more socially just society.    

HISTORY OF ADRIAN COLLEGEtc \l2 "HISTORY OF ADRIAN COLLEGE
Adrian College evolved from a theological institute founded by the Wesleyan Methodist denomination at Leoni, Michigan in 1845.  This was united with the Leoni Seminar, a Methodist Protestant institution, establishing Michigan Union College in 1855.

Local circumstances made it advisable to either relocate or to close Michigan Union College in 1859.  In that same year, Dr. Asa Mahan - pastor of the Plymouth Congregational Church in Adrian - was encouraged by the citizens of the community to establish a college there.  Mahan was a veteran educator, having served as the first president of Oberlin College, and, previously, as an officer of Lane Theological Seminary in Cincinnati, Ohio.

Dr. Mahan and his colleagues invited officials and supporters of the closing Michigan Union College to join in establishing the new college at Adrian.  The invitation was accepted and the library holdings and a number of students and faculty members of the former institution joined the enterprise.

On March 28, 1859, Adrian College was chartered by the Michigan legislature as a degree-granting institution with Dr. Mahan as its first president.  Through a series of consolidations and denomination unification, the College has maintained its relationship with The United Methodist Church.

For almost 100 years, the campus consisted of several brick buildings stretching along Madison Street.  Most of what is now the campus was woods and fields.  In the mid-1950's, the College, encouraged by the generosity of Ray W. Herrick, embarked on a building program, which resulted in the present campus.  The recent completion of the performance stadium, Arrington Ice Arena, the Caine Student Center and the Ritchie Marketplace along with the acquisition of Collegeview South Apartments and construction of Collegeview North Apartments, illustrate the College's commitment to meeting the changing needs of students in the years to come.

Today, when you walk in the area bounded on the east by Madison Street and edged on the west by Downs Hall, North Hall, Cornelius House, and Herrick Tower, you will walk on the same ground that students hurried across in 1859 as they rushed to classes, meals and social events.  Now however, instead of a row of brick buildings, the campus incorporates 100 acres, 21 academic and service buildings and 10 residence halls.

But nearly 150 years of history means that an institution is more than just land and buildings.  People - students, employees, alumni, trustees, supporters and friends - are part of our history and while it is impossible to name them here, remembering that thousands of people have given of themselves to maintain Adrian College may help you realize that our history is more than yellowing pictures in archives and unknown names in buildings.

- WORKING AT ADRIAN tc \l1 "WORKING AT ADRIAN -
ORGANIZATION STRUCTUREtc \l2 "ORGANIZATION STRUCTURE
The College is divided into five divisions; each headed by a senior management team member.  

The Academic Affairs division is responsible for providing the primary educational function of the College.  Each of the various academic departments reports to the Vice President for Academic Affairs.  In addition to the teaching departments, a number of administrative departments that provide academic services also report to this division.  These include the office of the registrar, the computer center, the library, career services and academic services.

The Executive Affairs division is responsible for enrollment, admissions, financial aid, public relations activities, human resources and intercollegiate athletics.  The Executive Vice President for the division also oversees major construction projects on campus.
The Student Affairs division is responsible for extending student learning beyond the classroom by providing an array of services and programs, which enhance student development and success.  These include residence life & housing, student activities & volunteerism, Greek life, the health and counseling center, parent relations and multi-cultural student services.

The Business Affairs division oversees the financial operation of the College, the operation of the physical plant and maintenance, campus-wide purchasing, and all auxiliary enterprises. Auxiliary enterprises include the dining hall, campus safety and security, the physical operation of the residence halls, the bookstore and conferences.  This division is also responsible for the business and cashier's offices and legal functions and policies.

The Development division's primary responsibility is the representation of the College to outside constituents.  This division carries on the principal fund raising functions of the College.

Several other management members are included in the President’s Senior Staff.  These include the athletic director, admissions director and alumni relations director.

JOB RESPONSIBILITIES AND ASSIGNMENTStc \l2 "JOB RESPONSIBILITIES AND ASSIGNMENTS
Employment positions at Adrian College within the secretarial, clerical and special services classification include many different job responsibilities.  Specific positions include mail delivery persons, secretaries, computer operators, receptionists, executive secretaries and a wide variety of other jobs.

The Director of Human Resources or your supervisor will explain the exact nature of your position and can provide you with a job description.  Because college operations are unique in their seasonal peaks and varying job demands, every effort is made to keep job descriptions somewhat broad and specific staff assignments flexible.  Consequently, even though a certain area of work may have been assigned as your responsibility, it is expected that you would willingly, on occasion, accept other duties as may be assigned.  On the other hand, other persons may be asked to assist you when your workload is temporarily heavy.  It is hoped that you will feel that working at Adrian College is a cooperative effort with everyone working toward a set of common goals and that you will at all times give your best to achieve those goals.

STEERING COMMITTEEtc \l2 "SECRETARIAL STEERING COMMITTEE
The Steering Committee was established for the purpose of representing employees in the secretarial, clerical and special services classification to the College's management.  The committee is composed of four members elected at-large for two year terms.  All employees within the classification are eligible for election.  The committee's chairperson is selected by the committee from among the committee members.  (See Appendix C for current committee membership.)

The Steering Committee meets periodically throughout the year. Among other functions, the committee provides input to the establishment or modification of College policies and procedures, brings questions or problems to the attention of management and generally acts as a liaison between secretarial, clerical and special service employees and the College.

This handbook is the result of a joint effort between the Steering Committee and the office of the Vice President for Business Affairs.  Employees with suggestions or comments concerning the handbook or employment policies should feel free to address those concerns to either the Steering Committee or directly to the Director of Human Resources.

EMPLOYEE RELATIONStc \l2 "EMPLOYEE RELATIONS
Adrian College believes that the work conditions, wages, and benefits it offers to its employees are competitive with those offered by other employers in this area and in this industry.  If employees have concerns about work conditions or compensation, they are strongly encouraged to voice these concerns openly and directly to their supervisors or to the Director of Human Resources.

Experience has shown that when employees deal openly and directly with supervisors, the work environment can be excellent, communications can be clear, and attitudes can be positive.  The College attempts to demonstrate its commitment to employees by responding effectively to employee concerns.

HIRING PRACTICEStc \l2 "HIRING PRACTICES
Equal Employment Opportunity

It is the policy of Adrian College that employment decisions shall be based on merit, qualifications, and competence.  Except where required or permitted by law, employment practices shall not be influenced or affected by virtue of an applicant's or employee's race, color, religion, sex, national origin, age, or any other characteristic protected by law.  In addition, it is the College's policy to provide an environment that is free of unlawful harassment of any kind, including that, which is sexual, age‑related, or ethnic.  This policy governs all aspects of employment, promotion, assignment, discharge, and other terms and conditions of employment.  (See Harassment Policy section)

Employment Applications & Reference Checks

The College relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment.  Any misrepresentations, falsifications, or material omissions in any of this information or data may result in the College excluding the individual from further consideration for employment or, if the person has been hired, termination of employment.

To ensure that individuals who join the organization are well qualified and have a strong potential to be productive and successful, it is the policy of Adrian College to check the employment references of all applicants.

Hiring of Relatives

It is well accepted that employment of relatives in the same area of an organization can cause serious conflicts and problems with favoritism and employee morale.  In these circumstances, all parties, including supervisors, leave themselves open to charges of inequitable consideration in decisions concerning work assignments, transfer opportunities, time‑off privileges, training and development opportunities, performance evaluations, promotions, demotions, disciplinary actions, and discharge.  In addition to claims of partiality in treatment at work, personal conflicts from outside the work environment can be carried into day‑to‑day working relationships.

It is Adrian College's policy that relatives of persons currently employed by the organization may be hired only if they will not be working directly for or supervising a relative.  If already employed, they cannot be transferred into such a reporting relationship.  If the relative relationship is established after employment, the individuals concerned will decide who is to be transferred.  If that decision is not made within 30 calendar days, management will decide.  In other cases where a conflict or the potential for conflict arises, even if there is no supervisory relationship involved, the parties may be separated by reassignment or terminated from employment.

For the purposes of this policy, a relative is defined to include spouses, parents, children, brothers, sisters, brothers‑ and sisters‑in‑law, fathers‑ and mothers‑in‑law, stepparents, stepbrothers, stepsisters, and stepchildren.  This policy also applies to individuals who are not legally related but who reside with another employee.

Immigration Law Compliance

Adrian College complies with the Immigration Reform and Control Act of 1986 and is committed to employing only United States citizens and aliens who are authorized to work in the United States.

As a condition of employment, each new employee must properly complete, sign, and date the first section of the Immigration and Naturalization Service Form I‑9.  Original documentation of identity and employability must be provided.  Before commencing work, newly rehired employees must also complete the form if they have not previously filed an I‑9 with the College, if their previous I‑9 is more than three years old, or if their previous I‑9 is no longer valid.

PROMOTIONS AND TRANSFERStc \l2 "PROMOTIONS AND TRANSFERS
When a secretarial, clerical and special services position becomes available, the position description will be posted on campus prior to being advertised.  Any current employee, who is interested in an open position, should contact the Director of Human Resources within five (5) days of the posting.  The College reserves the right not to post in the event of transfer opportunities within a department.

See www.adrian.edu/employeedocs for Internal Job Transfer Policy and Internal Job Transfer Form.
PERFORMANCE EVALUATIONStc \l2 "PERFORMANCE EVALUATIONS
Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, day‑to‑day basis. Additional formal performance reviews are conducted to provide both supervisors and employees the opportunity to discuss job tasks, encourage and recognize strengths, identify and correct weaknesses, and discuss positive, purposeful approaches for meeting goals.

The performance of all employees is generally evaluated according to an ongoing 12‑month cycle, beginning in the fall of each year.

TERMINATIONStc \l2 "TERMINATIONS
Employment with Adrian College is based on the mutual consent of the employee and the College. Both the employee and the College have the right to terminate employment at any time. Terminations are an inevitable part of personnel activity within any organization, and many of the reasons for termination are routine.  Below are examples of some of the most common circumstances under which employment is terminated:

    
Resignation: employment termination initiated by an employee who chooses to leave the organization voluntarily.

     
Discharge: employment termination initiated by the organization.

    
Layoff: involuntary employment termination initiated by the organization for non-disciplinary reasons.

    
Medical termination: employment termination initiated by the employee or by the organization when an employee is unable, for health reasons, to continue to work.

    
Retirement: voluntary retirement from active employment status initiated by the employee.

Employee benefits will be affected by employment termination in the following manner.  All accrued, vested benefits that are due and payable at termination will be paid.  As a general rule, all benefits will cease as of your last day of employment.  Some benefits may be continued at the employee's expense if the employee so chooses. The employee will be notified in writing of the benefits that may be continued and of the terms, conditions, and limitations of such continuance.


- EMPLOYMENT STATUS AND RECORDStc \l1 "EMPLOYMENT STATUS AND RECORDS -
EMPLOYMENT CATEGORIEStc \l2 "EMPLOYMENT CATEGORIES
Regular, full time employees are those employees who are not in a temporary status and who are regularly scheduled to work a minimum of 1,560 hours (an average of 30 hours per week over 52 weeks) during the fiscal year.  Generally, employees in this category are eligible for the College's benefit package, subject to the terms, conditions and limitations of each individual benefit program.

Regular, half-time plus employees are those who are not assigned to temporary status and who are regularly scheduled to work less than the full time work schedule but at least 1,300 hours during the fiscal year.  Regular, half-time plus employees are eligible for the College's provided benefits, subject to the terms, conditions and limitations of each individual benefit program. 

Regular, half-time employees are those who are not assigned to temporary status and who are regularly scheduled to work approximately 1000 hours during the fiscal year.  Regular, half-time employees are eligible for some of the College's provided benefits, subject to the terms, conditions and limitations of each individual benefit program. 

Part-time employees are those who are not assigned to temporary status and who are scheduled to work less than 1000 hours during the fiscal year.  While employees in this category receive all legally mandated benefits (such as worker's compensation and Social Security benefits), they are not eligible for the College's other benefit programs.

Temporary or call-in employees are those who are hired as interim replacements, to temporarily supplement the work force, or to assist in the completion of a specific project.  Employment assignments in this category are of a limited duration.  Employment beyond any initially stated period does not in any way imply a change in the employment status.  Temporary employees retain that status unless and until notified of a change.  While temporary employees receive all legally mandated benefits (such as worker's compensation and Social Security benefits), they are not eligible for the College's other benefit programs.

PERSONNEL FILEStc \l2 "PERSONNEL FILES
A personnel file contains employment information.  The College regards this information as highly confidential and will not release it to outside agencies, unless legally stipulated, without the permission of the employee.  Once an individual has been hired, all letters of recommendation and confidential reference information will be discarded.  A written request for access to review the file shall be made in advance to the Director of Human Resources.  The review of the file shall be made during the regular business hours of the Office of Human Resources.  A representative of the Office of Human Resources shall be present with the staff member during his or her review of the file.  Copies of any materials in the file are available at a small fee.

PERSONAL DATA CHANGEStc \l2 "PERSONAL DATA CHANGES
It is the responsibility of each employee to promptly notify the business office of any changes in personal data.  Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event of an emergency, beneficiary changes, educational accomplishments, and other such status reports should be accurate and current at all times.  Personal changes may impact benefit eligibility.  These types of “family status changes” must be reported within 30 calendar days of the change (marriage, divorce, birth, death, etc. of a spouse or dependant).

- WORK SCHEDULE, TIME KEEPING and PAYROLL tc \l1 "WORK SCHEDULE, TIME KEEPING and PAYROLL -
GENERAL WORK SCHEDULEtc \l2 "GENERAL WORK SCHEDULE
The College's normal work schedule is 7.5 hours a day, with a one-hour lunch period, Monday through Friday.  This results in a weekly total of 37.5 hours.  Generally, these hours are worked within the span of a 8am to 6pm workday.   Your supervisor will advise you of the times that your schedule will normally begin and end.  Staffing needs and operational demands may necessitate variations in starting and ending times.

Some flexibility in scheduling may be available in some cases to allow employees to vary their starting and ending times each day, within established limits.  In order to control costs, the number of hours worked within one week are limited to 37.5.  This flexibility would allow an employee to work one hour longer than normal on Monday to finish a project (consequently working 8.5 hours on Monday rather than the usual 7.5 hours).  The remaining 29 hours would be worked Tuesday through Friday.  The flexibility of how to schedule the remaining four workdays is to be arranged by mutual agreement of the employee and the supervisor.  This flexibility, by law, must occur within the same workweek (see below).

Any use of flexible scheduling must adhere to the following:

  1)
The workweek begins at 12 midnight Sunday and ends one hundred sixty-eight (168) hours later.

  2)
The standard hours of work within the defined workweek are 37.5 hours.  Any hours to be worked in excess of 37.5 during the workweek must be approved in advance.  (See Overtime and Extra Hours)

  3)
The setting of hours for an office at Adrian College must be those hours that will provide the best service to the College and its constituents.  Care should be taken to confer with related offices when setting hours of work.

PAYROLL SCHEDULEtc \l2 "PAYROLL SCHEDULE
All employees are paid biweekly on every other Friday.  Each paycheck will include earnings for all work performed through the end of the previous payroll period.

In the event that a regularly scheduled payday falls on a day off (e.g., a weekend or holiday), employees will receive pay on the last day of work before the regularly scheduled payday.  If a regular payday falls during an employee's vacation, the employee's paycheck will be available upon his or her return from vacation.

Employees may have their pay directly deposited into their bank accounts if they provide advance written authorization to the College. Employees will receive an itemized statement of wages when the College makes direct deposits.

TIMEKEEPINGtc \l2 "TIMEKEEPING
Accurately recording time worked is the responsibility of every hourly employee.  Federal and state laws require the employer to keep an accurate record of time worked in order to calculate employee pay and benefits.  Time worked is all the time actually spent on the job performing assigned duties.

Each hourly employee should accurately record the total time worked each day as well as any vacation and sick time claimed.  This information should be recorded on the time sheet.  Any departure from work for personal reasons should be noted on the time report.  Overtime work must always be approved before it is scheduled and performed.

Employment record forms (time sheets) are due in the payroll office on the Monday following the employee's payday.  It is the responsibility of each employee to insure that his or her approved employment record form is submitted to the payroll office by the due day.

Tampering, altering, or falsifying time records, or recording time on another employee's time record may result in disciplinary action, including discharge.

It is the employee's responsibility to sign his or her time record to certify the accuracy of all time recorded. The supervisor will review and then approve the time record before submitting it for payroll processing.  In addition, if corrections or modifications are made to the time record, both the employee and the supervisor must verify the accuracy of the changes by initialing the time record.

ADMINISTRATIVE PAY CORRECTIONStc \l2 "ADMINISTRATIVE PAY CORRECTIONS
The College takes all reasonable steps to assure that employees receive the correct amount of pay in each paycheck and that employees are paid promptly on the scheduled payday.

In the unlikely event that there is an error in the amount of pay, the employee should promptly bring the discrepancy to the attention of the payroll office so that corrections can be made as quickly as possible.  

Once underpayments are identified, they will be corrected in the next regular paycheck.

Overpayments will also be corrected in the next regular paycheck unless this presents a burden to the employee (where there is a substantial amount owed).  In that case, the employer will attempt to arrange a schedule of repayments with the employee to minimize the inconvenience to all involved.

OVERTIME AND EXTRA HOURStc \l2 "OVERTIME AND EXTRA HOURS
Occasionally, the workload in an office or the scheduling of special events may require that individuals work extra hours beyond the 37.5 hours of regular work time.  The working of extra hours should be strictly limited as the College's budget is based on employees working only their regularly scheduled hours.  All extra hours beyond 37.5 per week must be requested and approved in advance by both the supervisor and by written memorandum from the division vice-president.  A copy of the memorandum must be forwarded to the Director of Human Resources for their review and approval.

All hours worked over 37.5 and less than or equal to 40 in a workweek will be paid at the employee's regular straight-time rate.  All hours over 40 in a workweek will be compensated at one and one‑half times the employee's straight‑time rate.

As required by law, overtime pay is based on actual hours worked. Time off on sick leave, vacation leave, or any leave of absence will not be considered hours worked for purposes of performing overtime calculations.  Holiday hours will be considered as time worked for overtime purposes.

Employees who work extra hours without receiving prior authorization from their supervisor and the Director of Human Resources may be subject to disciplinary action, up to and including possible discharge.

BREAKS AND REST PERIODStc \l2 "BREAKS AND REST PERIODS
Each employee is entitled to a fifteen-minute rest break during a four-hour working period.  The break times are normally selected at the discretion of the employee.  However, in the interest of department efficiency, it is important that not all employees in a particular department or area take their break at the same time.  This allows for coverage of telephones and customer service and creates a better impression on students and visitors to campus.

INCLEMENT WEATHER AND EMERGENCIEStc \l2 "INCLEMENT WEATHER AND EMERGENCIES 
Emergency conditions, such as severe weather, fire, or flood can disrupt the operations of the College and interfere with work schedules, as well as endanger employees' well‑being.  These extreme circumstances may require the closing of the College. Because some students are in residence at the College virtually all year long, closing for any reason other than the most severe weather conditions or emergencies are extremely rare. However, in the event that such an emergency does occur during non-working hours, a closing notification will be broadcast over the local radio stations WABJ, WQTE and WLEN.

When operations are required to close, the time off from scheduled work will be paid.  Employees will not be paid if the closure occurs on a non-scheduled workday.  In cases where a closing is not authorized, employees who fail to report for work will not be paid for the time off.  However, employees may request available paid leave time, such as unused vacation or up to three sick days per year. Employees who work on a day when operations are officially closed will receive additional paid vacation time equal to the time worked.

COMPENSATION FOR ADDITIONAL RESPONSIBILITIEStc \l2 "COMPENSATION FOR ADDITIONAL RESPONSIBILITIES
In the event a secretary is officially designated, and agrees to cover the responsibilities of an administrative position, which has been vacated; the secretary's compensation will be appropriately adjusted.

MEETINGStc \l2 "SECRETARIAL MEETINGS
Any official College meetings at which secretarial, clerical and special services employees attendance is mandatory will generally be held during normal working hours.  This includes meetings of the Steering Committee.  Campus wide, voluntary, official and educational college events are considered official college meetings.  This includes convocations, State of the College meetings and diversity educational programs.  A shortened lunch period is permissible after attending a convocation.  
 

ATTENDING CLASSEStc \l2 "ATTENDING CLASSES
The College waives all or a portion of the tuition charge for regular employees enrolled in classes at Adrian College.  (see BENEFITS)  Secretarial, clerical and special services employees are limited to attending classes totaling a maximum of four credit hours during working hours in any semester.  For this purpose, working hours are defined between 7am and 6pm, Monday through Friday, with a scheduled hour for lunch, occurring between the hours of 11am and 2pm (see WORK SCHEDULE).  One additional class may be taken during the employee’s scheduled lunch hour.  Under no circumstances may an employee take more than eight credit hours of classes, which meet between the hours of 7am and 6pm, Monday through Friday, in any one semester.  Other than the limitations established by the academic rules of the College, there is no limit on the number of courses that an employee may take outside of working hours.

Secretarial, clerical and special services employees attending classes during working hours must notify the Director of Human Resources in writing.  The notification should include the class(es) they are taking, their temporary work schedule indicating how they will be meeting the 37-½ hr workweek, and approval from their immediate supervisor.  All class attendance during regular working hours must be approved in advance by the employee's immediate supervisor and the Director of Human Resources.

Secretarial, clerical and special services employees who are requested by their supervisor to attend courses which would, in the opinion of the supervisor, benefit the College, and which relate specifically to their secretarial, clerical and special services job, and who attend these on a non-credit basis are not required to make up the time.  The same limitation of a maximum of four credit hours taken during working hours also applies under these circumstances.

OTHER RELEASE TIMEtc \l2 "OTHER RELEASE TIME
Bloodmobile

Secretarial, clerical and special services employees will be permitted sufficient paid release time from work to donate blood when the Red Cross Bloodmobile is on campus.  This release time is not extended to off-campus collection sites.  Necessary arrangements should be made with the employee's supervisor prior to the use of this release time.

REMUNERATIONtc \l2 "REMUNERATION
The hourly rate of pay for secretarial, clerical and special services employees is determined by the employee's classification (REG or VP) and their years of service at Adrian College.  The two classifications differentiate between those individuals who provide the primary secretarial support to those who lead one of the divisions (VP) and all other secretarial, clerical and special services employees or positions (REG).  The specific hourly rates are determined each year by the College's Board of Trustees.  Former employees who are called in for temporary assignments will be compensated at the entry-level rate.  The current rates are displayed in Appendix D.

Advancement on the pay scale is determined on or about July 1, at the beginning of each fiscal year.  For the purpose of determining the rate of pay, an employee's years-of-service shall be based on their anniversary date, which either has occurred or will occur during the calendar year in which the determination is made.  An employee's anniversary date is set on the basis of the day upon which they became a regular employee.  Credit for service prior to July of 1980 is given only for those years in which the individual was a regular employee of the College.

For the purpose of determining the rate of pay, a newly hired employee in the VP classification, may be given up to four years of service credit for experience and skills gained prior to their employment at the College.  The awarding of credit for outside service is at the discretion of the College administration.

In circumstances where there may be a break in service (an employee leaves the College but returns at a later time), credit will be given for prior years of service as long as the break in service is no longer than five years and the duration of the break is no longer than the length of service immediately proceeding the break.

                                                - EMPLOYEE BENEFITS tc \l1 "EMPLOYEE BENEFITS -
VACATION BENEFITStc \l2 "VACATION BENEFITS
Regular, full time secretarial, clerical and special services employees will earn vacation time as follows, based on the employee's years-of-service as of July 1 of each calendar year:

          
  0 -   2 years

 6  days per year

          

  3 -   9 years

12 days per year

         

10 - 14 years

18 days per year

         

15 - 19 years

19 days per year

         

20 years and more
20 days per year

Regular, half-time plus employees and regular half-time employees will earn vacation time based on the above program, but pro-rated (up to the maximums shown above) on the basis of the percentage of a full time schedule which they are scheduled to work.  Newly hired employees will receive a pro-rated vacation based on the expected work hours in the fiscal year in which they are hired.

Vacation time shall be credited on or about July 1, at the beginning of each fiscal year.  For the purpose of awarding vacation time, an employee's years-of-service shall be based on their anniversary date, which either has occurred or will occur during the calendar year in which the award is made.  For example: an employee who would have their second anniversary between January 1 and June 30 would receive six vacation days on July 1.  An employee, whose third anniversary would fall between July 1 and December 31, would be credited with 12 vacation days on July 1.  A maximum of 22 accumulated vacation days may be carried forward from one fiscal year to the next.  Upon retirement or leaving the College, any unused vacation time will be reimbursed at the employee's wage rate in effect at the time of their departure or retirement.  This reimbursement can not exceed the 22 days allowed for carry over.

All continuing secretarial, clerical and special services employees who have been remunerated for less than their scheduled service in the preceding fiscal year will have their vacation time earnings pro-rated by a percentage equal to the percent of a full time load for which they were paid.

Secretarial, clerical and special services employees assigned to academic areas are expected to conform to the work schedule that has been assigned to them.  The vacation policy and schedules of academic personnel do not necessarily correspond to those of secretarial, clerical and special services employees.  When faculty and other academic personnel are on vacation or days off, secretarial, clerical and special services employees are expected to maintain their regular work hours.  
 No vacation time is to be taken two weeks prior to welcome week/orientation or two weeks prior to spring commencement
SICK LEAVE BENEFITStc \l2 "SICK LEAVE BENEFITS
Regular, full time secretarial, clerical and special services employees will earn paid sick leave as follows, based on the employee's years-of-service as of July 1 of each calendar year:

          
  0 -   2 years

  6 days per year

          

  3 -   9 years

12 days per year

         

10 - 14 years

18 days per year

         

15 - 19 years

19 days per year

         

20 years and more
20 days per year

Regular, half-time plus employees and regular half-time employees will earn sick time based on the above program, but pro-rated (up to the maximums shown above) on the basis of the percentage of a full time schedule which they are scheduled to work.  Newly hired employees will receive pro-rated sick time based on the expected work hours in the fiscal year in which they were employed.

Sick time shall be credited on or about July 1, at the beginning of each fiscal year.  For the purpose of awarding sick time, an employee's years-of-service shall be based on their anniversary date, which either has occurred or will occur during the calendar year in which the award is made.  For example: an employee who would have their second anniversary between January 1 and June 30 would receive 6 sick time days on July 1.  An employee, whose third anniversary would fall between July 1 and December 31, would be credited with 12 sick time days on July 1.

All continuing secretarial, clerical and special services employees who have been remunerated for less than their scheduled service in the preceding fiscal year will have their sick time earnings pro-rated by a percentage equal to the percent of a fulltime load for which they were paid.  For example, a full time employee who would normally be entitled to 12 days of sick time but who had only been paid for 75% (1462.5 hours) of their scheduled hours in the preceding year, would only receive 8 days of sick time.

Paid sick leave will be granted to an employee when the employee is incapacitated from his or her duties by sickness, disability, injury, or for medical, dental or optical examination or treatment.  Sick leave shall also be granted to an employee to care for members of the employee's immediate family who are ill or injured. (See also "Inclement Weather" and "Bereavement Leave" topics.) Immediate family for this provision shall be defined to include; parents, spouse, siblings, children and spouse's parents.  The employee may be required to provide a doctor's statement after having missed five (5) consecutive working days.

An employee may accumulate sick leave to a maximum of sixty-five (65) days. When an employee has accumulated the maximum of sixty-five days of sick leave, he or she is eligible to receive payment, after June 30 of each year, for any accumulation over the sixty-five day maximum.  In lieu of these payments, an employee may direct that these funds be deposited into a pre-tax supplemental retirement account.  Upon retirement (verified by application for pension benefits), the College will reimburse the employee for 50% of his or her sick leave accumulation, up to a maximum accumulation of sixty-five days, or, a maximum reimbursement of 32.5 days. The reimbursement will be at the employee's wage rate in effect at the time of retirement.

In the event of a catastrophic illness, secretarial, clerical and special services employees may voluntarily donate unused earned sick days to other secretarial, clerical and special services employees.
All sick leave used must be reported to the College business office on a regular, routine and accurate basis in order to qualify for either the annual payment or for the retirement reimbursement.  Failure to comply will result in the forfeiture of the above mentioned payments.  If an employee or an immediate family member is ill, the time used must be reported as sick time use, rather than as vacation or other time, until all accumulated sick time has been exhausted.

HOLIDAYS AND BIRTHDAYStc \l2 "HOLIDAYS AND BIRTHDAYS
The College normally observes twelve paid holidays each year.  The specific days observed for these holidays varies from year to year, based on which day of the week the actual holiday falls.  The full holiday schedule is distributed in the early spring for the coming calendar year.  (See Appendix A for the current schedule.)

To be eligible to receive holiday pay, an employee must currently be on the payroll or receiving sick or vacation time payments.  Sick or vacation time will not be charged when a holiday occurs.

Employees whose partial workweek schedule does not include the holiday may take the closest workday off and receive holiday pay for this time.  Such alternate holiday schedules must be approved in advance by your supervisor and the Director of Human Resources.  Individuals working part-time will receive holiday pay based on the average hours normally worked prior to the holiday.  Employees who do not work the full year will not receive any holiday pay for holidays, which occur during the period they are not working.  Employees whose regular work schedule, or the responsibility of their department, require that they work on any of the scheduled holidays, will receive an equal amount of time off during the same pay period in which the holiday occurred.

In addition to the holidays outlined above, regular employees are also entitled to take their birthday off with pay.  If it is not convenient to take the actual birthday off, it may be observed at another convenient time.  However, the day off must be taken within a twelve-month period of the actual birthday.  Birthday time off is not allowed to accumulate.   Time taken for observance of a birthday must be reported to the College business office on the regular time sheet. 

BEREAVEMENT LEAVEtc \l2 "BEREAVEMENT LEAVE
If a death occurs among members of a regular full time, half-time plus or half-time employee's immediate family, or current spouse's immediate family, the time necessary to attend the funeral and make arrangements, for up to five days of paid bereavement leave will be provided.  Immediate family for this provision shall be defined as:  husband, wife, father, mother, grandparent, spouse’s parents or grandparents, grand child, sister, brother, children, or stepchildren.  In the event of the death of an employee's or current spouse's aunt or uncle, one day of paid bereavement leave will be granted.

Approval of bereavement leave will occur in the absence of unusual operating requirements.  Any employee may, with the supervisor's approval, use any available paid leave for additional time off as necessary.  The employee should notify his or her supervisor immediately of the intent to use bereavement leave.

The rate of pay for bereavement leave shall be based on the employee's regular scheduled hours at their regular straight-time hourly rate.

In the event of a funeral or memorial service held in the College Chapel for a College employee or student, or for any other official College memorial service so designated by the President of the College, employees shall be permitted release time to attend the service.

HEALTH CARE BENEFITStc \l2 "HEALTH CARE BENEFITS
The College provides comprehensive health and dental insurance (including prescriptions) for regular full time and half-time plus employees and their dependents.  Regular half-time employees are eligible to receive comprehensive health insurance for themselves.  The health care benefits are designed to provide you and/or your family protection in case you are faced with substantial medical expense, illness, injury or hospitalization.

The College's health care programs cover a wide variety of hospital, surgical and medical services.  Most coverage is subject to an annual deductible and some services are subject to participant co-pays.  The dental program provides up to 50% coverage for eligible services without any deductibles.  Employees contribute 12% of the combined monthly health and dental costs.  These programs are coordinated through the Director of Human Resources and questions regarding specific coverage and details of the plans may be referred to the Director of Human Resources.  Questions regarding the status of individual claims or payments should be referred directly to Blue Cross at (800)-258-8000.  Blue Cross also offers a telephone service, which is staffed 24-hours per day by trained professionals.  They do not diagnose or perform any medical functions but they do offer educational and self-help information, brochures and tapes.  You can access the Blue HealthLine system directly at (800)-811-1764.  

While Blue Cross/Blue Shield of Michigan (aka Blue Cross) administers the College's health and dental plans, the College is actually self-insured for all claims.  Claims are submitted by either the provider or the employee and are evaluated and paid by Blue Cross.  The College pays Blue Cross an administration fee in addition to reimbursing Blue Cross for all claims paid.

It is important that you notify the Director of Human Resources within thirty days of any change in your family status, such as a birth, adoption, death, marriage or divorce.  Annually, there is an open enrollment period for those not already covered under the plans or for those who may want to change plans.  New employees are eligible for coverage on the first day of employment. 

For qualified full time and half-time plus employees who elect not to participate in the health & dental plan, the College will reimburse them $400 (50% reduction for half time employees) to cover alternative medical/dental or childcare expenses.  Generally, employees who are covered by a medical/dental plan through their spouse’s employer utilize this program.  The reimbursement may be used to cover unpaid (and non-reimbursed) deductibles, optical, dental or child care expenses.  Alternatively, it can be applied to a supplemental retirement account.

FLEXIBLE SPENDING ACCOUNTS
The College offers its employees an opportunity to set aside on a pre-tax basis up to $5,000 per year for anticipated out-of-pocket expenses for either health or dependent care.  Out of pocket expenditures include health/dental deductibles, co-pays, vision expenses, etc.  If reimbursed, these charges can not be deducted on your income tax.  Any unused portion of the spending account is forfeited.  

RETIREMENT BENEFITStc \l2 "RETIREMENT BENEFITS
Regular full time and half-time plus employees are provided with a defined benefit pension plan through the Massachusetts Mutual Life Insurance Company.  Employees will receive credit for years-of-service based upon the actual number of hours worked each year.  The pension benefit is fully vested after the employee has completed five years of service.  Upon retirement, the employee's monthly annuity from this benefit will be equal to 1.2% of their averaged highest 5 years of wages during the last ten years of employment multiplied by their years of service, or $10 multiplied by the years of service, or $20 per month, whichever is greatest.  A year of service is earned for each period between July 1 and June 30 of each year in which the employee works at least 1,000 hours. Hours are recorded in the payroll system.  A report is processed to calculate hours paid from July 1 through June 30.  Those hours are based on hours worked, holiday, vacation and sick pay.  The employee completes the retirement form from Mass Mutual.  The Director of Human Resources office then forwards the information to Dorsa.

Once the participant and the College receive the payment options, the Director of Human Resources office contacts the participant and explains the different options for payment.  The participant fills out the paperwork and the information is forwarded to Dorsa.

Early retirement benefits are available to an employee who has at least 5 years of service and has reached the age of 55.  This actuarially reduced benefit amount can be determined through Mass Mutual by requesting an "Estimated Benefits" form from the College's Director of Human Resources.  The participant must make such election at least 90 days before such early retirement commencement date.

Supplemental Retirement Annuities (SRAs) are available through the Teachers Insurance and Annuity Association to employees who may wish to supplement their retirement benefits through payroll deductions.  The program has tax advantages similar to an Individual Retirement Account and is subject to limits on the level of participation.  Deductions must be a fixed amount per paycheck.  Additional information may be obtained from the Director of Human Resources.

GROUP LIFE and ACCIDENTAL DEATHtc \l2 "GROUP LIFE and ACCIDENTAL DEATH and DISMEMBERMENT INSURANCE
The College provides regular full time employees (30 hrs. or more) with group life insurance and accidental death and dismemberment insurance through Lincoln Financial.  The insurance is provided during the term of your employment.

WORKERS' COMPENSATION INSURANCEtc \l2 "WORKERS' COMPENSATION INSURANCE
The College provides a comprehensive workers' compensation insurance program at no cost to employees.  This program covers any injury or illness sustained in the course of employment that requires medical, surgical, or hospital treatment.  Subject to applicable legal requirements, workers' compensation insurance provides benefits after a short waiting period of seven consecutive workdays or, if the employee is hospitalized, immediately.

Any employee who sustains a work‑related injury or illness should inform the Director of Human Resources immediately.  No matter how minor an on‑the‑job injury may appear, it is important that it be reported immediately.  This will enable an eligible employee to qualify for coverage as quickly as possible.

Neither the College nor the insurance carrier will be liable for the payment of workers' compensation benefits for injuries that occur during an employee's voluntary participation in any off‑duty recreational, social, or athletic activity sponsored by the College.

PROFESSIONAL DEVELOPMENT FUNDStc \l2 "PROFESSIONAL DEVELOPMENT FUNDS
All regular full time (1560 hrs +) and half-time plus (1300 hrs +) employees are eligible for a $100 professional development allotment per year.  Half-time (1000 hrs +) employees are eligible for $50.  The allotment is intended to provide support, assistance and educational experience in direct relationship to the employee's professional responsibilities.  Some examples of appropriate expenditures include tuition for training seminars, workshops or classes, and educational materials such as textbooks or professional subscriptions.  Transportation and meals for travel related to attending classes or workshops may be included in the $100.  The allotment is not to be used for the purchase of office equipment or furniture or capital equipment.

Additional monies above the $100 regular allotment are available for professional development and training that is judged to be of special merit and value to both the employee and the College.  Programs and training eligible for this special funding should be specifically related to the skills and talents required by the employee’s current position.  Employees interested in additional funding should apply in writing to the Steering Committee.  The application for funding should include a description of the program, the amount of money requested and the specific benefits that are to be gained from participation. Application should be submitted as far in advance of the scheduled program or seminar as is possible.

One day off with pay will be granted to attend professional development seminars or training.  Any additional time off must be deducted from accumulated paid leave.

To register for workshops or training seminars, complete the reservation or application form, attach a disbursement order signed by your immediate supervisor and submit it to the Director of Human Resources for final approval.

Travel and meal expenses should be submitted to the Director of Human Resources upon your return. Receipts for travel and meals must be attached to the disbursement form before any reimbursement can be processed.

TUITION WAIVER BENEFITtc \l2 "TUITION WAIVER BENEFIT
The College offers tuition waiver benefits to all of its regular, full time employees.  Pro-rated benefits are offered to those employees working less than 12 months or are regular half-time plus and half-time employees.  Employees who are hired after the start of the semester will become eligible for this benefit at the start of the next semester.  Those employees who are currently receiving full tuition waiver will continue to do so if their hours have been reduced as of July 1, 2009.
A waiver of tuition for undergraduate courses applies to employees, their current spouse and their dependent children.  It allows for the waiver of tuition for courses taken at Adrian College.  Individuals taking advantage of the tuition waiver benefit must meet the normal standards for admission to the College, must make satisfactory academic progress and must meet all other qualifications and requirements for enrollment.  The use of the tuition waiver benefit does not entitle the employee, their spouse or dependents to any special exemption to the College's academic or disciplinary policies. Employees exercising their tuition waiver benefits must notify the Director of Human Resources and the office of Academic Affairs prior to the semester in which the course or courses are taken.
Employees only are eligible for tuition waiver benefit for the Graduate Programs with permission from their supervisor as it pertains to their current job.  It is the supervisor’s prerogative as to the relevance of the program to the employee’s job.  The employee must remain employed at the College for two years after receiving their Masters degree or the employee will be responsible for reimbursing the College the cost of the tuition.  The waiver is subject to course availability and program requirements.
Tuition waiver benefits generally apply only to current employees of the College and their spouses and dependent children.  However, under some circumstances benefits will be extended beyond the duration of employment:  

  a)
Recipients of the waiver benefit, where the associated employee ceases to be employed by the College on or after the first day of classes in a semester, will continue to receive the benefit through the remainder of the semester in which the employment ceases.  This continuation of the benefit applies regardless of the reason for the termination of employment.

  b)
Tuition waiver benefits will be extended to otherwise eligible employees when the employee is terminated due to retirement or the death of the employee, provided that the former employee had at least seven total years of service at Adrian College.  These extended waiver benefits are subject to the same pro-rated adjustment that would have been applied if the employee were still working at the College.

Tuition exchange is also available to regular full time employees, their current spouses and dependent children.  Tuition exchange allows for the waiver of tuition at other participating institutions where Adrian College has accumulated credits.  Employees wishing to participate in the tuition exchange program should contact the Financial Aid Office.

Tuition waivers and tuition exchange for students attending Adrian College apply only for regular college courses offered on Adrian's campus.  The benefit does not cover foreign study or other off-campus programs.  Furthermore, the programs are for tuition only and do not cover any other costs, including but not limited to room, board, books, insurance, dues or special course or laboratory fees.

All persons applying for these tuition benefits must also apply for all state and/or federal aid for which they may be eligible.

When tuition benefits are extended as described in the preceding paragraphs, the waiver will apply only to the former employee, their current spouse, their widow or widower until such time as their widow(er) may remarry, and any dependent children of the former employee who were dependents, as defined by the IRS, on the day immediately preceding the employee's last day of regular employment.  Children of the former employee are covered by the extended waiver benefit only until the time that they reach their 25th birthday, regardless of their dependent status.

JURY AND WITNESS DUTYtc \l2 "JURY AND WITNESS DUTY
Jury Duty

The College encourages employees to fulfill their civic responsibilities by serving jury duty when required.  Regular full time, half-time plus and half time employees may request paid jury duty leave as a result of such service.  Jury duty pay will be calculated on the employee's base pay rate times the number of hours the employee would otherwise have worked during their absence, less any compensation received, excluding expenses and travel allowances for such jury service. 

Employees must show the jury duty summons to their supervisor as soon as possible so that the supervisor may make arrangements to accommodate the employee's absence.  Of course, the employee is expected to report for work whenever the court schedule permits.

Either the College or the employee may request an excuse from jury duty if, in the College's judgment, the employee's absence would create serious operational difficulties.

Witness Duty

The College encourages employees to appear in court for witness duty when subpoenaed to do so.  

If the employee has been subpoenaed as a witness by the employer, he or she will receive paid time off for the entire period of witness duty.  Employees will be granted unpaid time off to appear in court as a witness when requested by a party other than the employer. Employees are free to use any available paid leave benefit (e.g., vacation leave) to receive compensation for the period of this absence.

The subpoena should be shown to the employee's supervisor immediately after it is received so that operating requirements can be adjusted, where necessary, to accommodate the employee's absence.  The employee is expected to report for work whenever the court schedule permits.

USE OF COLLEGE FACILITIEStc \l2 "USE OF COLLEGE FACILITIES
· Sport & Fitness Center

The Merillat Sport and Fitness Center provides recreation and fitness facilities for Adrian College employees and their immediate families.  The center includes an indoor track, racquetball courts, a weight training room, an aerobics conditioning room, and a multi-purpose sports forum.  Employees wishing to use the facility must present a College photo ID card.  ID cards for employees are available between 9am and noon from the Dining Hall office, located in the Ritchie Marketplace.

· Athletic Events

The College provides a ticket to all regular employees that will admit the employee to all home athletic events.

· Library

All employees and their immediate families are granted borrowing privileges at Shipman Library.  Borrowers should identify themselves as employees at the circulation desk when checking out a book.  Employees, whose borrowed materials are overdue or lost, are subject to fines and assessment of replacement costs.

· Health Center

The Goldsmith Health Center is operated for the benefit of Adrian College students.  However, College employees may make use of the facilities for emergency treatment or minor personal needs.  There is a modest charge for the Health Center's services.

· Personal Purchases through the College

Employees receive a 10% discount on most purchases made through the College bookstore.  There are a few low-markup items and sale items to which the discount does not apply.

Purchases may also be made through the College purchasing department and central stores.  There is a 10% handling charge for these purchases.

In order to promote computer skills among the College's employees, the College sponsors an employee computer purchase program.  Under this program, regular, full and part-time secretarial, clerical and special services employees may purchase computers at discounted rates.  The College will provide interest-free financing up to two years, with repayment through payroll deduction.  Contact the Director of Information Services for additional information.
BENEFITS CONTINUATIONtc \l2 "BENEFITS CONTINUATION (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the opportunity to continue health insurance coverage under the employer's health plan when a "qualifying event" would normally result in the loss of eligibility.  Some common qualifying events are resignation, termination of employment, or death of an employee; a reduction in an employee's hours or a leave of absence; an employee's divorce or legal separation; and a dependent child no longer meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at the employer's group rates plus an administration fee.

The College provides each eligible employee with a written notice describing rights granted under COBRA when the employee becomes eligible for coverage under the employer's health insurance plan.  The notice contains important information about the employee's rights and obligations.

- LEAVES OF ABSENCEtc \l1 "LEAVES OF ABSENCE -
FAMILY & MEDICAL LEAVEtc \l2 "DISABILITY LEAVE
An employee may accumulate sick leave to a maximum of sixty-five (65) days (three months).  In the case of a non-work related disability lasting more than three months, the College will pay 60% of the employee's regular earnings for up to three additional months.  The employee is eligible to apply for long-term disability insurance, to be effective following six months of disability.

The College provides for short-term, unpaid leaves of absence that meet or exceed the requirements of the Family & Medical Leave Act of 1993 (FMLA).  Under the FMLA, qualified employees are entitled to up to 12 weeks of unpaid leave per year for the birth or adoption of a child, to care for a spouse or an immediate family member with a serious medical condition, or when unable to work because of a serious health condition.  

Regular full time and half-time plus employees with 12 months or more of regular service to the College are eligible for up to 12 weeks of unpaid leave as described in the preceding paragraph.  Normal health/medical and life insurance benefits will be continued during the duration of the leave.  Furthermore, the employee’s former position or a position equivalent in pay and similar in job responsibilities with the College will be guaranteed for the duration of the short-term disability leave.

In no case will an employee’s eligibility for leave exceed the 12-week limit in any one 12-month period.  Documentation must be provided to justify the request for the leave.  Accumulated sick leave must be used.  Vacation time may be used.  Detailed information regarding eligibility and benefits under the FMLA are available from the Director of Human Resources.

Regular full time and half-time plus employees with 3 years or more of consecutive, regular service to the College, may be eligible for an extended, unpaid, leave of up to 6 months duration (including the 12 weeks required by FMLA).  Benefits during the extended leave are the same as those during the FMLA 12-week period.  Extended leaves are granted at the College’s discretion and may be limited in the number of occasions they will be granted to an individual employee.

Sick leave and vacation will not be earned for the duration of the leave after accumulated sick leave and optional vacation time has been used.  Secretarial, clerical and special services employees employed for less than a regular schedule or with less than 12 months of regular service, are not eligible for wages or benefits beyond that provided by their accrued sick and vacation time earnings.

PERSONAL LEAVE

If you are a full time or regular half-time plus employee with at least three years of service to the College, you may request a personal leave of absence for up to three months provided you have used all earned vacation and sick time.  Requests for personal leave must be made in writing to your immediate supervisor and to the Director of Human Resources.  Written requests should include the reason for the leave, the date the requested leave would begin and the date of return to work.  The Director of Human Resources is responsible for responding to the written request.  The employee may not work for another employer while they are on personal leave from the College.  

During the personal leave of absence, the College will continue health care benefits for the employee.  Coverage for other dependants must be paid for on a monthly basis for the entire personal leave.  
Should the employee not return from the leave of absence they must reimburse the College for this coverage. 
Failure to return to work from a personal leave at the prescribed time will be regarded as a voluntary resignation.  This leave is not applicable to situations covered under the Family & Medical Leave policy.  As such, there are no job guarantees made under this Personal Leave policy.  The College will, upon written request, provide information about possible employment after the personal leave has ended.  

MILITARY LEAVEtc \l2 "MILITARY LEAVE
A military leave of absence will be granted to employees, except those occupying temporary positions, to attend scheduled drills or training or if called to active duty with the U.S. armed services.  The leave will be unpaid.  However, employees may use any available paid time off for the absence.

Subject to the terms, conditions and limitations of the applicable plans for which the employee is otherwise eligible, the College will continue to provide health insurance benefits until the end of the first full month after military leave begins.  At that time, employees who want to continue their coverage will become responsible for the full costs of such benefits.  The College will resume payment of these costs when the employee returns to active employment.

The accrual of benefits such as vacation, holidays, or sick leave will be suspended during the leave and will resume upon the employee's return to active employment.

Employees on two‑week active duty training assignments or inactive duty training drills are required to return to work for the first regularly scheduled shift after the end of training, allowing reasonable travel time.  Employees on longer military leave must apply for reemployment in accordance with all applicable state and federal laws.

Every reasonable effort will be made to return eligible employees to their previous position or a comparable one.  They will be treated as though they were continuously employed for purposes of determining benefits based on length of service, such as the rate of vacation accrual and job seniority rights.

- EMPLOYEE CONDUCTtc \l1 "EMPLOYEE CONDUCT -
ATTITUDE TOWARD STUDENTS AND VISITORStc \l2 "ATTITUDE TOWARD STUDENTS AND VISITORS
Adrian College is home to hundreds of students.  Also, thousands of individuals visit the campus each year.  The impressions that both students and visitors have of Adrian College are, to a large extent, determined by their contact with individual employees.  It is extremely important to realize that our students are our customers.  Those students are the reason that Adrian College exists.

Your consideration for the needs of both students and visitors, your answers to their questions, your attitude and your work habits are all-important factors in creating a good impression for Adrian College.   The institution's success depends upon the impression that both current and prospective students have of the College.  Your responsiveness and professional behavior contribute greatly to that success. 

PERSONAL APPEARANCEtc \l2 "PERSONAL APPEARANCE
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the professional image we present to students and visitors.  During business hours, employees are expected to present a professional, clean and neat appearance and to dress according to the requirements of their positions.  Consult your supervisor or department head if you have questions as to what constitutes appropriate attire.

CONFIDENTIALITYtc \l2 "CONFIDENTIALITY
The protection of confidential information is vital to the interests and the success of the College.  The confidentiality of some information, such as student records, is protected by legal statute.  Confidential information includes but is not limited to the following examples: compensation data, students' records including academic, financial and disciplinary information, College financial data.

Any employee who discloses confidential information will be subject to disciplinary action (including possible discharge), even if he or she does not actually benefit from the disclosed information.

USE OF COLLEGE MAIL AND TELEPHONE SYSTEMStc \l2 "USE OF COLLEGE MAIL AND TELEPHONE SYSTEMS
Personal use of College telephone lines for long‑distance and toll calls is not permitted.  Employees who need to place an occasional toll call should secure a telephone credit card from their long distance carrier. Employee accounts with the College long distance carrier are available.  Contact the purchasing department for information.  Employees should practice discretion in using company telephones when making local calls.

The use of College‑paid postage for personal correspondence is not permitted.

To assure effective telephone communications, employees should always identify themselves and their office when answering the telephone and speak in a courteous and professional manner.  Please confirm information received from the caller and hang up only after the caller has done so.

COLLEGE KEYStc \l2 "COLLEGE KEYS
All keys to College buildings are issued by the Department of Safety.  Keys, other than those for individual's offices, must be requested through the Director of Campus Safety office.  Personnel should only possess those keys, which have been specifically issued to them.  Each key issued is assigned to a particular employee.

The security of College facilities, property, equipment and records depend upon the strict control of keys.  Keys are a trust, which each employee should guard carefully.  Keys should not be loaned to students or other unauthorized personnel.  Under no circumstances are employees to have keys duplicated. 

USE OF COLLEGE EQUIPMENTtc \l2 "USE OF COLLEGE EQUIPMENT
As a general policy the College does not make its equipment available to employees or outside groups for non-College use.  The inventory of equipment is not sufficient to permit this type of service.  Equipment is purchased for a specific purpose and it is important that it be on hand and on campus at all times.

Equipment essential in accomplishing job duties is often expensive and may be difficult to replace.  When using College equipment, employees are expected to exercise care, perform required maintenance, and follow all operating instructions, safety standards, and guidelines.

Please notify the Purchasing Department if any equipment or machines appear to be damaged, defective, or in need of repair.  Computer malfunctions should be reported to the Computer Center.  Prompt reporting of damages, defects, and the need for repairs could prevent deterioration of equipment and possible injury to employees or others.  The Director of Purchasing or your supervisor can answer any questions about your responsibility for maintenance and care of equipment used on the job.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment can result in disciplinary action, including discharge.

The Purchasing Department maintains an inventory of all fixed assets and equipment.  Any transfer of equipment from one department to another or the disposal of any College equipment must receive prior approval from the Director of Purchasing.

DUPLICATING SERVICEStc \l2 "XEROXING
The College's copy and duplication equipment is available for the limited personal use of employees.  There is a nominal per copy charge, payable in cash.

- WORKING CONDITIONStc \l1 "WORKING CONDITIONS -
SMOKING POLICYtc \l2 "SMOKING POLICY
In keeping with the mission of the college and in recognizing the adverse effects of tobacco use and bi-products of its use, it is our intention that all academic, residential and service buildings, as well as campus vehicles, maintain a tobacco free environment.  This policy applies to all employees, students, and visitors.  Tobacco use is only permitted outside of campus buildings on campus grounds provided that such use occurs 25 feet from any building entrance. This policy became effective on August 1, 2000.

PROBLEM SOLVING - COMPLAINT PROCEDUREtc \l2 "PROBLEM SOLVING - COMPLAINT PROCEDURE
· Procedure:

The following problem solving/complaint procedure is for the benefit of all secretarial, clerical or special service employees.  The College recognizes the right of secretarial, clerical and special services employees to express their problems or complaints and to seek a solution concerning disagreements arising from working conditions, practices and policies.  A problem or complaint shall be defined as an alleged violation, misinterpretation or misapplication of specific College policies as outlined in this handbook.  The following matters are not subject to the problem solving/complaint procedure:

· Job Assignments or workload

· Interpersonal relations

· Discrimination and discriminatory harassment (see specific policy)

· Reductions in workforce or layoffs

· Termination

It is understood that once an employee registers a formal problem or complaint and enters into the following procedure, the procedure will be followed through the solution steps until (a) a satisfactory solution is reached and the procedure is terminated, (b) the problem/complaint is withdrawn by the employee, or (c) until the entire procedure is completed.

The designated College representative involved shall process the handling of problems or complaints at Steps 1, 2 and 3 within a ten (10) workday period from the start of each step.  If the employee does not seek further review within these steps and the time limits prescribed [five (5) workdays]; the right to have the appeal considered further is waived.  In addition, if the time limits prescribed to render a decision on the part of the hearing officer [ten (10) workdays] are not adhered to, the problem/complaint will be decided in the secretarial, clerical and special services employee's favor.

During any stage of the problem solving/complaint procedure, the College representative responsible for reply to the secretarial, clerical and special services employee may designate another person to render whatever assistance is necessary in obtaining and presenting the facts for consideration.  In the absence of the designated College representative at any step in the procedure, another College representative may be appointed to act in his or her behalf.

· Solution Steps:

Step 1 -
Every effort shall be made to assist the secretarial, clerical and special services employee in answering or solving whatever question, problem or issue that is presented.  If the matter can not be resolved, the individual shall submit the matter in question in writing to his/her immediate supervisor with a copy submitted to the Vice President to which the supervisor reports.  Together, the supervisor and the individual filing the complaint have ten (10) working days to resolve the problem.

Step 2 -
If the decision of the immediate supervisor is not satisfactory to the individual, they may present the original statement of the problem in writing to the Director of Human Resources.  In the event that the Director of Human Resources is the object of the complaint or problem, the issue should alternatively be submitted to the Dean of Student Life.  This action by the secretarial, clerical and special services employee must be taken within five (5) workdays from the day a reply is received from the immediate supervisor.  Before reaching a decision, the Vice President shall discuss the problem with the individual and with the immediate supervisor.  A decision by the Vice President shall be rendered within ten (10) working days from the date the statement is received.

Step 3 -
If the decision of the Vice President in Step 2 is not accepted, the problem, on written request of the secretarial, clerical and special services employee, shall be referred to the Review Board.  This action must be taken within five (5) workdays from the day a reply is received from the Vice President.

The Review Board will be convened by the Director of Human Resources; however, he or she will not serve as a member of the Review Board.

The Review Board will be constituted in accordance with the provisions listed below.  The Board shall conduct hearings as necessary and apply existing College rules, regulations and policies to the issues at hand.  Review Board hearings should be completed within a reasonable time limit.  The Review Board will be convened within ten (10) work days following the employee's request for the case to be heard, and will file a recommendation within ten (10) work days after the hearing is concluded.

The Review Board shall elect a chairperson from among its members.  The Review Board will conduct the hearing in an informal manner to the greatest extent possible, consistent with the protections of due process.  Review Board hearings will be tape-recorded.  The employee filing the complaint may call witnesses and may be represented or assisted by another secretarial, clerical and special services employees or a member of the Steering Committee.  The Review Board shall have no authority to add to, delete from, or otherwise change College policy or procedures as outlined in this handbook, nor shall it have authority to hold hearings on any matter excluded from the problem solving/complaint procedure.

A majority decision will constitute the findings and recommendation of the Review Board.

The College, through the President, shall consider the findings and recommendations of the Review Board and submit a final decision on the solution of the problem within five (5) workdays from the date the findings and recommendations are received from the Review Board.

· Composition of the Review Board:

The Review Board is to be a five-member panel appointed as follows:

· One faculty member and one alternate selected by the faculty for a two-year term.

· Two secretarial, clerical and special services employees, selected by their peers for alternating two-year terms.

· Two administrators and two alternates, selected by the President's Staff for alternating two-year terms.

· The Review Board will select its own chairperson to conduct the hearing proceedings.

                                                   - GENERAL COLLEGE POLICIEStc \l1 "GENERAL COLLEGE POLICIES -
PARKING ON CAMPUStc \l2 "PARKING ON CAMPUS
College parking lots are restricted to the parking of vehicles of employees, students and visitors.  The lots are patrolled regularly by the College's Department of Safety.  Vehicles without a valid identification sticker affixed in the designated location will be ticketed.  Vehicles parked improperly are subject to towing at the owner's expense.

Parking identification stickers are issued by the Department of Safety, located in Caine Student Center.  New employees should secure a permit immediately upon employment to avoid having their vehicle ticketed or towed.

Employees are provided with one parking permit for their primary vehicle at no charge to the employee.  Permits for additional employee vehicles are available at an additional charge.

PERSONAL PROPERTY IN THE WORK PLACEtc \l2 "PERSONAL PROPERTY in the WORK PLACE
Employees are discouraged from bringing valuable personal property to work.  While the College attempts to ensure the security of its buildings and offices, the College will not be held responsible for the loss, theft or damage of employee's or student's personal property.  Under no circumstances should cash or other valuables be left unattended.

DRUG FREE WORK PLACE STATEMENTtc \l2 "DRUG FREE WORKPLACE STATEMENT
The Drug Free Work Place Act (pub. L. No. 100-690, 5151-5160) was signed into law and became effective March 18, 1989.  In accordance with the Act, this statement is issued to the employees and students of Adrian College as part of a continuing commitment to maintain a drug free workplace.  The Drug Free Workplace Act applies to all employees of the College engaged in the performance of work pursuant to a federal grant or contract, including students who receive federal funds such as grants.  Federal grants and contracts permeate nearly every level of employment and student funding at Adrian College, therefore this statement is an applicable concern to all.

To comply with this Act, notification to all employees and students is hereby given that the unlawful manufacturer, distribution, possession, dispensing, or use of a controlled substance is prohibited in the workplace.  Violation of the prohibitions will result in termination of employment or mandatory participation in an approved rehabilitation program.

Furthermore, as a condition of employment under a federal grant or contract, an employee will abide by the terms of this statement and notify Adrian College within five days of any criminal drug conviction for a violation occurring in the workplace.

Substance abuse poses a great threat to all in the workplace; therefore, Adrian College places a high priority on maintaining a drug free workplace.  College employees and students, who seek additional information on substance abuse, substance abuse counseling or rehabilitation programs may contact the Director of Counseling Services or the Director of Health Services at the Goldsmith Center. 

POLICY ON DISCRIMINATIONtc \l2 "POLICY ON DISCRIMINATION AND DISCRIMINATORY HARASSMENT
The following text is adapted from the complete policy, which may be obtained from the Director of Human Resources.

· Introduction

When Adrian College was established in 1859, its founders declared that it should be open to people of both sexes and all races and nationalities. Because of this mission, the College has always opened its campus to a wide variety of students. It attempts, through orientation, academic and social programming, affirmative action and the training of professional and student staff, to create an environment where difference is not only tolerated but celebrated.

In order to maintain this openness and variety, it is the policy of Adrian College that all students, faculty, staff, officials and guests be free from discrimination and discriminatory harassment based on race, religion, creed, ethnicity, national origin, sex, sexual orientation, age, handicap or physical characteristics. Discrimination is wrong and will not be tolerated.

The primary purposes of this policy are to maintain an open educational environment and to modify the behavior of individuals who debase that environment through discrimination and discriminatory harassment. The emphasis in this policy is on education and mediation rather than punishment. However, a single severe instance of discrimination or discriminatory harassment or repeated though less severe instances of discrimination or discriminatory harassment may result in the dismissal of a student or the termination of an employee.

· Definitions

The following forms of behavior constitute discrimination or discriminatory harassment. Individuals practicing such behaviors may be subject to disciplinary action.

· Discrimination

In order to establish a balance of faculty, staff and students that reflects the United States population, the College may in certain situations consider sex or minority status as a factor in staff hiring and in student financial aid. Also, the College reserves the right to offer separate sports programs and housing accommodations on sex, as allowed by law.  With these exceptions, it is a violation of College policy to make decisions regarding employment (hiring, continuation, promotion, dismissal, tenure), registration for classes, assignment of grades, financial aid, disciplinary action, housing and similar matters, on the basis of race, religion, creed, ethnicity, national origin, sex, sexual orientation, age, handicap or physical characteristics.

· Discriminatory Harassment 

Discriminatory harassment is verbal or physical behavior that interferes with a person’s employment or a academic performance or subjects an individual to an intimidating, hostile, or offensive educational, employment, or living environment. Other expressive behavior (e-mail, written notes, posting pictures) may also contribute to a hostile or offensive environment and may also violate this policy. Harassment that demeans a person or a group of people based on race, religion, creed, ethnicity, national origin, sex, sexual orientation, age, handicap or physical characteristics is specifically prohibited. Two specific types of harassment are further defined and illustrated below.

· Racial and Ethnic Harassment

Racial and ethnic harassment constitutes any physical or verbal behavior that subjects and individual to an intimidating, hostile or offensive educational, employment, or living environment. Such harassment: 

(a)
denigrates or stereotypes an individual because of his or her racial or ethnic affiliation;

(b)
demeans or slurs an individual through pictorial illustration, graffiti or written documents or material because of his or her racial or ethnic affiliation; or 

(c)
makes unwarranted or disparaging references or innuendoes in attributing and individual’s personal conduct, habit or lifestyle to his or her racial or ethnic affiliation.

· Sexual Harassment

Unwelcome sexual advances, requests for sexual favors or other verbal or physical conduct constitute sexual harassment when:

(a)
submission to such conduct is made either explicitly or implicitly a term or condition of a person’s employment or academic pursuits;

(b)
submission to or rejection of such conduct by a person is used as the basis for employment or academic decisions affecting such individual; or

(c)
such conduct has the purpose or effect of unreasonably interfering with a person’s employment or academic performance or creating an intimidating, hostile, or offensive working or educational environment.

Examples of sexual harassment include:

•
persistent, unwelcome flirtation, advances and/or propositions of a sexual nature;

•
repeated insults, “wolf-whistling,” humor, jokes and/or anecdotes that belittle or demean an individual’s or a group’s sexuality or sex;

•
repeated, unwelcome comments of a sexual nature about an individual’s body or clothing;

•
unwarranted displays of sexually suggestive objects or pictures;

•
inappropriate touching, such as patting, pinching, hugging or repeated brushing against an individual’s body;

•
suggestions that submission to or rejection of sexual advances will affect decisions regarding such matters as an individual’s employment, work assignment or status, salary, academic standing, grades, receipt of financial aid, or letters of recommendation;

•
sexual assault.

Not every act that is offensive to an individual or a group necessarily constitutes a violation of this policy.  Whether a specific act violates the policy will be determined on a case-by-case basis with proper regard for all of the circumstances. Due consideration must be given to the protection of individual rights, freedom of speech, religious and moral convictions and academic freedom.

· What Can You Do?tc "What Can You Do?"
Any individual who believes themselves to be victims of discrimination or discriminatory harassment should attempt to resolve the matter — either informally through a process of discussion and mediation, or formally, through a hearing process.

You may be able to resolve the matter of inappropriate conduct by discussing the matter directly with the person whom you believe to have caused the problem. The College encourages this informal means of mediation where practical and appropriate. If you do not believe that such discussion is possible or appropriate, you should talk with one of the following people or offices to begin either informal mediation or the formal hearing process. If the accused person is an employee of the College, you may instead choose to begin the process by contacting the employee’s supervisor.

· Campus Advocates tc "Campus Advocates"
These are students, faculty and administrative staff members who have volunteered to assist students and employees who believe they have experienced discrimination or harassment. See the office of student affairs for a current list of Campus Advocates.

Associate Dean for Student Affairs, Caine Student Center, x3142

Department of Safety, Caine Student Center, x4333

Director of Residence Life, Caine Student Center, x4122

Residence Life Staff Members
Dean for Student Affairs, Caine Student Center, x3142

Academic Service Director (for students with disabilities), Jones Hall, x4413

Campus Chaplain, North Hall 133, x4211

Coordinator of Multicultural Student Services, Caine Student Center x3142

Director of Counseling, Goldsmith Center, x4518

At this point, the goal is still to resolve the problem informally. The person you contacted will gather information from you and will, if possible, attempt to resolve the matter with the accused person or guide you to a College counselor or other qualified employee who will do this.

All informal actions with the persons involved will be kept confidential to the greatest extent possible consistent with (1) preventing future acts of harassment, (2) providing an appropriate remedy to persons injured by acts of harassment and (3) allowing the accused person to reply to a complaint. 

If the informal process described above does not satisfy you and the accused is a faculty member, administrative staff member or other non-student employee of the College, the person assisting you will introduce you to the College Discrimination Officer who will pursue the matter further with you. The College Discrimination Officer is appointed by the President with the advice and consent of the College Assembly.

Threats or other forms of intimidation or retaliation against the individual making the complaint, any other witness or any person assisting the individual in the process constitute a separate violation of this policy.

Although this policy outlines policies for dealing with acts of discrimination and discriminatory harassment, the more general purpose of the College is to create an environment where such acts are unlikely to take place.  Therefore, as stated earlier, it attempts, through orientation, academic and social programming, affirmative action, and the training of professional and student staff, to promote the tolerance and celebration of human difference.  

STUDENT/FACULTY AND STAFF RELATIONSHIPS

Adrian College encourages the development and maintenance of an environment conducive to learning and education for all students. Adrian College considers amorous or sexual relationships between students and members of the faculty, including those relationships, which appear to involve genuinely mutual consent, to be inimical for several reasons.

Because instructors have tremendous authority over students’ grades and recommendations for further study or future employment, amorous or sexual relationships between students and faculty members necessarily involve a disparity in power. Such a disparity in power makes coercion possible and, even where there is no explicit or intended threat; considerations of the instructor’s authority may influence a student’s consent to a relationship. Furthermore, the termination or initiation of such relationships may degenerate into sexual harassment or be characterized by conduct, which may be perceived as sexual harassment.

Amorous or sexual relationships between students and faculty members may also cause an instructor to favor the student involved over other students. Such favoritism is unprofessional and detrimental to the education process of all students. Equally harmful is other students’ perception that such favoritism exists, regardless of whether there is any factual basis to support that perception. If other students believe that the relationship has affected an instructor’s impartiality and that academic rewards are not distributed by merit, the resentment and loss of morale caused by such beliefs will undermine the integrity of the education process.

Similarly, College employees other than members of the faculty may also be in positions of power, authority or trust relative to students. These involvements may include student evaluations, disciplinary sanctions, recommendations, employment, finances or judgments related to academic status, enrollment or matriculation.

Students who are a party to an amorous or sexual relationship with a faculty or staff member and who believe that as a result of the relationship they may have been the subject of an abuse of power or authority, may seek redress through the process described in the College’s Policy on Discrimination and Discriminatory Harassment. Members of the College community, other than students involved in the student-employee relationship, who have factual knowledge of a student-employee relationship, may bring the matter to the attention of the Vice President to whom the employee reports. In the case of the employee being one of the College Vice Presidents, the matter should be referred to the College President.

An employee may find himself or herself about to enter into a relationship as described in this policy. If this should happen and the employee believes that due to extenuating circumstances he or she should be exempt from the confines and sanctions of this policy, the employee should immediately notify the Vice President to whom they report and explain the circumstances that they believe warrant special consideration.

The Vice President will report the request to a committee constituted expressly to determine whether such exemptions shall be granted. This “Committee on the Policy on Student/Faculty and Staff Relationships” shall be composed of the President of the College and four other members appointed by him or her. Two of the appointees shall be women; two shall be men. Each appointee shall have a minimum of five years experience at the College. Appointees serve for one academic year at the pleasure of the President, with no limits as to reappointment.
In light of the inequalities between students and faculty or staff members and the appearance of exploitation or favoritism inherent in student-employee amorous or sexual relationships, employees are prohibited from engaging in such relationships with students currently enrolled at Adrian College. Employees engaging in such relationships will be construed as having committed personal and professional misconduct and will be subject to appropriate sanctions, up to and including suspension or termination. Furthermore, if a complaint is initiated by a student, even when both parties have consented to the development of such a relationship, it is the employee who, by virtue of his or her special responsibility, will be held accountable for unprofessional conduct.

	APPENDIX A

	HOLIDAY SCHEDULE

	JULY 1, 2009 TO JUNE 30, 2010

	
	
	
	
	
	

	Independence Day
	
	Friday
	July 3, 2009
	
	1

	
	Summer Hours End
	Friday
	August 14, 2009
	
	

	Labor Day
	
	Monday
	September 7, 2009
	
	1

	Thanksgiving
	
	Wednesday
	November 25, 2009
	
	

	
	
	Thursday
	November 26, 2009
	
	

	
	
	Friday
	November 27, 2009
	
	3

	Christmas
	
	Thursday
	December 24, 2009
	
	

	
	
	Friday
	December 25, 2009
	
	2

	New Year’s
	
	Thursday
	December 31, 2009
	
	

	
	
	Friday
	January 1, 2010
	
	2

	Martin Luther King Day
	
	Monday
	January 18, 2010
	
	1

	Good Friday
	
	Friday
	April 2, 2010
	
	1

	
	Summer Hours Begin
	Monday
	May 3, 2010
	
	

	Memorial Day
	
	Monday
	May 31, 2010
	
	1

	
	
	
	
	
	

	JULY 1, 2010 TO JUNE 30, 2011

	
	
	
	
	
	

	Independence Day
	
	Monday
	July 5, 2010
	
	1

	
	Summer Hours End
	Friday
	August 13, 2010
	
	

	Labor Day
	
	Monday
	September 6, 2010
	
	1

	Thanksgiving
	
	Wednesday
	November 24, 2010
	
	

	
	
	Thursday
	November 25, 2010
	
	

	
	
	Friday
	November 26, 2010
	
	3

	Christmas
	
	Friday
	December 24, 2010
	
	

	
	
	Monday
	December 27, 2010
	
	2

	New Year’s
	
	Friday
	December 31, 2010
	
	

	
	
	Monday
	January 3, 2011
	
	2

	Martin Luther King Day
	
	Monday
	January 17, 2011
	
	1

	Good Friday
	
	Friday
	April 22, 2011
	
	1

	
	Summer Hours Begin
	Monday
	May 2, 2011
	
	

	Memorial Day
	
	Monday
	May 30, 2011
	
	1


APPENDIX B

BENEFITS SUMMARYtc \l1 "APPENDIX B
	SECRETARIAL, CLERICAL AND SPECIAL SERVICES 

EMPLOYEES BENEFITS SUMMARY
	
	
	
	

	
	REQUIREMENT
	REG FT
	REG HT+
	REG HT
	NOTES

	
	COVERAGE
	1,560 HRS
	1,300 HRS
	1000 HRS
	

	HEALTH CARE
	
	Family
	Family
	Self
	

	TUITION
	
	100%
	*%
	*%
	*Pro-rated based upon % of std. Yr.

	TIAA
	
	SRA only
	SRA only
	SRA only
	

	PENSION
	Full yr service =  1400 hrs.
	Yes
	Min 1,000
	No
	5 yrs. Vested

	LONG TERM DISABILITY
	ONE YR OF Full time SERVICE

60 % AFTER 6 MONTHS DISABILITY-SOCIAL SECURITY
	Yes @least 1,560/yr.
	No
	No
	

	GROUP LIFE AD &D
	$17,000 
	Yes
	No
	No
	Yes

	VACATION *
	
	6@Hire 
	3@Hire
	*
	*Pro-rated based upon % of std. Yr. 

	Note:  Vacation accruals  are 
	pro-rated based on actual hours paid in prior yr.
	12@3 Yrs
	6@3 Yrs
	*
	

	
	
	18@10 Yrs
	9@10 Yrs
	*
	

	
	
	19@15 Yrs
	9.5@ 15 Yrs
	*
	

	
	
	20@20 Yrs
	10@20Yrs
	*
	

	SICK LEAVE *
	
	6@Hire
	3@Hire
	*
	*Pro-rated based upon % of std. Yr.

	Note: Sick Leave accruals are 
	pro-rated based on actual hours paid in prior yr.
	12@3 Yrs
	6@3 Yrs
	*
	

	
	
	18@10 Yrs
	9@10 Yrs
	*
	

	
	
	19@15 Yrs
	9.5@ 15 Yrs
	*
	

	
	
	20@20 Yrs
	10@20Yrs
	*
	



APPENDIX Ctc \l1 "APPENDIX C

MEMBERS OF THE STEERING COMMITTEE 

Ann Konz             

2008 – 2010

ext. 3868
Krisit Griffith


2007 – 2009

ext. 3552
Juile Sinkvitz


2008 – 2010

ext. 3823
Vacancy              

2007 – 2009

ext. 

PROBLEM SOLVING/COMPLAINT PROCEDURE

Review Board Members

Secretarial, Clerical and Special Services Representatives:

Kaye Reinhart


2007 – 2009

ext. 3168



Martha Meyers


2008 – 20010

ext. 3142
Faculty Representative:


To be appointed





Administration Representatives:

To be appointed


DISCRIMINATION OFFICERS




William Bachman

Kristi Maxwell



Professor


Dean of Student Life



Jones Hall, Room 306E

Caine Student Center



Extension:  3939 

Extension 3142



APPENDIX Dtc \l1 "APPENDIX C
SALARY SCHEDULE
	YEARS
	2010-2011
	2010-2011
	2011-2012
	2011-2012

	OF
	REGULAR
	V-PRES
	REGULAR
	V-PRES

	SERVICE
	RATE
	RATE
	RATE
	RATE

	 
	
	
	
	

	0
	$11.40 
	$12.28 
	$11.40 
	$12.28 

	1
	$11.85 
	$12.73 
	$11.85 
	$12.73 

	2
	$11.95 
	$12.83 
	$11.95 
	$12.83 

	3
	$12.05 
	$12.93 
	$12.05 
	$12.93 

	4
	$12.15 
	$13.03 
	$12.15 
	$13.03 

	5
	$12.75 
	$14.00 
	$12.75 
	$14.00 

	6
	$13.25 
	$14.50 
	$13.25 
	$14.50 

	7
	$13.65 
	$14.90 
	$13.65 
	$14.90 

	8
	$14.55 
	$15.80 
	$14.55 
	$15.80 

	9
	$14.75 
	$16.10 
	$14.75 
	$16.10 

	10
	$15.45 
	$16.80 
	$15.45 
	$16.80 

	11
	$15.45 
	$16.80 
	$15.45 
	$16.80 

	12
	$15.45 
	$16.80 
	$15.45 
	$16.80 

	13
	$15.45 
	$16.80 
	$15.45 
	$16.80 

	14
	$15.45 
	$16.80 
	$15.45 
	$16.80 

	15
	$15.65 
	$17.00 
	$15.65 
	$17.00 

	16
	$15.65 
	$17.00 
	$15.65 
	$17.00 

	17
	$15.65 
	$17.00 
	$15.65 
	$17.00 

	18
	$15.65 
	$17.00 
	$15.65 
	$17.00 

	19
	$15.65 
	$17.00 
	$15.65 
	$17.00 

	20
	$15.85 
	$17.20 
	$15.85 
	$17.20 

	21
	$15.85 
	$17.20 
	$15.85 
	$17.20 

	22
	$15.85 
	$17.20 
	$15.85 
	$17.20 

	23
	$15.85 
	$17.20 
	$15.85 
	$17.20 

	24
	$15.85 
	$17.20 
	$15.85 
	$17.20 

	25
	$16.05 
	$17.40 
	$16.05 
	$17.40 

	26
	$16.05 
	$17.40 
	$16.05 
	$17.40 

	27
	$16.05 
	$17.40 
	$16.05 
	$17.40 

	28
	$16.05 
	$17.40 
	$16.05 
	$17.40 

	29
	$16.05 
	$17.40 
	$16.05 
	$17.40 

	30
	$16.05 
	$17.40 
	$16.05 
	$17.40 

	31
	$16.05 
	$17.40 
	$16.05 
	$17.40 

	32
	$16.05 
	$17.40 
	$16.05 
	$17.40 

	33
	$16.05 
	$17.40 
	$16.05 
	$17.40 

	34
	$16.05 
	$17.40 
	$16.05 
	$17.40 

	35+
	$16.05 
	$17.40 
	$16.05 
	$17.40 


Note:  Retirees who are employed in a temporary capacity will be compensated at the entry level rate.
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