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EMPLOYEE ACKNOWLEDGMENT FORM
STATEMENT OF UNDERSTANDING

The employee handbook for non-instructional personnel describes important information
about Philander Smith College, and | understand that | should consult the Personnel Office
regarding any questions not answered in the handbook. | understand that nothing in this
handbook may be construed as creating a contract or otherwise modifying the traditional at-will
employment relationship.

Since the information, policies, and benefits described here are necessarily subject to
change, | acknowledge that revisions to the handbook may occur. | understand that revised
information may supersede, modify, or eliminate existing policies.

| acknowledge that | am subject to both pre-employment and periodic drug and/or other
substance screening examinations. Furthermore, | acknowledge that this handbook is neither a
contract of employment nor a legal document. | am aware that | may be subject to other
general policies that are not contained in this handbook for non-instructional personnel. | have
received the handbook, and | realize that it is my responsibility to understand and comply with
the policies contained in this handbook and any revisions made to it. | further acknowledge that
| have reviewed and understand the harassment and drug policies described in this handbook.

Employee’s Name (printed) Dept

Employee’s Signature Date
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INTRODUCTORY STATEMENT

Effective communication is the key to establishing excellent team building and working
relationships. This handbook is designed to acquaint new employees with Philander Smith
College and provide them with information about working conditions, employee benefits, and
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some of the policies affecting their employment. Each employee should read, understand, and
comply with all provisions of the handbook as it describes expectations, job responsibilities and
outlines accountability procedures. One of the objectives this handbook provides is for a quality
work environment that is conducive to both personal and professional growth.

This handbook only serves as a summary guide to assist employees in the functioning of
their job duties. Employees may be subject to other policies/practices which are not contained
in this handbook.

This handbook is not intended to create a contract, nor is to be construed to alter the
traditional at-will employment relationship. The provisions of the handbook have been
developed at the discretion of management and, may be amended, supplemented, or cancelled
at any time, at Philander Smith College's sole discretion.

HISTORICAL OVERVIEW

Philander Smith College is a co-educational, privately supported, historically African
American, four-year, liberal arts career oriented institution related to the General Board of
Higher Education & Ministries of the United Methodist Church. It awards four degrees: the
Bachelor of Arts Degree, the Bachelor of Science Degree, the Bachelor of Business
Administration Degree, and the Bachelor of Social Work Degree. It is located in the heart of the
historic Quapaw District near downtown Little Rock, Arkansas, which has provided the College
with a cosmopolitan faculty contributing to a unique institution with unusual vitality,
responsiveness, and potential for future academic development and service to mankind.

Officially founder in 1877, Philander Smith College is the result of one of the early
attempts to make education available to freedmen (former African-American slaves) west of the
Mississippi River. The forerunner of the College was Walden Seminary, named in honor of Dr.
J. M. Walden, one of the originators and the first Corresponding Secretary of the Freemen’s Aid
Society.

In 1876, the General Conference of The Methodist Episcopal Church authorized the
creation of an annual conference for Negro preachers in the State of Arkansas with power to
promote schools. The new body was named the Little Rock Annual Conference (later the
Southwest Annual Conference). In 1877, this annual conference designated Walden Seminary
as its official educational institution.

In 1882, Dr. G. W. Gray, president of Little Rock University, the institution for the
Arkansas Annual Conference, met Mrs. Adeline Smith, widow of Mr. Philander Smith of Oak
Park, lllinois, while soliciting funds. The late Mr. Philander Smith had been a liberal donor to

Asiatic Missions and had developed an interest in the work of the Church in the South. In
making her gift to Dr. Gray, Mrs. Smith designated $10,500 for Walden Seminary. The trustees
accepted the gift and gave it special recognition by changing the name of the struggling Walden
Seminary to Philander Smith College.

Philander Smith College’s mission is to grant access to higher education to individuals
who are, or have the potential to be academically talented, regardless of their social, economic,
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or educational background. This includes the holistic development of students-—the goal of
helping them reach their potential as human beings, and contributing members of society; the
preparation of students for life in this pluralistic, complex, and technological society, and
enabling students to understand other cultures.

A key aspect of the College’s mission is the pursuit of excellence through the provision
of a quality education for all, regardless of race, religion, sex, national origin, or ethnic
background.

EMPLOYEE EXPECTATIONS

Each employee’'s work is important to the College. Development of skills and
proficiencies in job performance are vital. Through the personal efforts of each individual
employee, Philander Smith College can expect to achieve its objectives of excellence in
teaching, research, and community service. Belief in the importance of these goals is essential
to successful employment at Philander Smith College.

All new employees will be given an initial orientation by the Personnel Office and their
supervisor. At that time, the supervisor will inform his/her employee of the expectations related
to their job functions.

RESPONSIBILITY TOWARD THE STUDENTS

As an employee of the College, staff must be mindful that the students are the primary
clients or constituents on the campus. Without them, there would be no need for the institution.
Each employee is expected to be “student centered” and realize that their job function, directly
or indirectly, exists to serve the students of the College with respect, commitment, and effective
service.

RESPONSIBILITY TOWARD THE SUPERVISORS

The responsibility for accomplishing the objectives of any department rests with the
department head and/or supervisor. Each employee has a responsibility to seek guidance and
support in matters related to job assignments and for assistance in effective job performance.
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Establish clearly, at the beginning of any work assignment, the person responsible for the
supervision and guidance of the work.

ROLE OF THE PERSONNEL OFFICE

The Personnel Office administers and performs general personnel services for the
College; provides guidance and technical assistance to other departments of the College on
personnel policies and procedures; performs administrative duties, such as record keeping,
fringe benefits, and screening, and other similar duties as necessary, and coordinates the
College's personnel evaluation system.

EMPLOYEE RELATIONS

Employment with Philander Smith College is voluntarily entered into, and the employee
is free to resign at will at any time, with or without cause. A two week minimum notice of
voluntary termination is required by the College. Failure to provide at least two (2) weeks notice
will result in the forfeiture of any accumulated leave, a negative employment reference, and
ineligibility for re-employment.

Experience has shown that when employees deal openly and directly with supervisors,
the work environment can be enhanced, communications can be clear, and attitudes can be
positive. Itis believed that Philander Smith College amply demonstrates its commitment to
employees by responding effectively to employee concerns.

EQUAL EMPLOYMENT OPPORTUNITY/ANTI-DISCRIMINATION STATEMENT

In order to provide equal employment and advancement opportunities to all individuals,
employment decisions at Philander Smith College will be based on merit, qualifications, and
abilities. Philander Smith College does not discriminate in employment opportunities or
practices on the basis of race, color, religion, sex, national origin, age, disability, or any other
characteristic protected by law.

Philander Smith College will make reasonable accommodations for qualified individuals
with known disabilities unless doing so would result in an undue hardship. This policy governs
all aspects of employment, including selection, job assignment, compensation, discipline,
termination, and access to benefits and training.
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Any employees with questions or concerns about any type of discrimination in the
workplace are encouraged to bring these issues to the attention of their immediate supervisor
and/or the Personnel Office. Employees can raise concemns and make reports without fear of
reprisal. Anyone found to be engaging in any type of unlawful discrimination will be subject to
disciplinary action, up to and including termination of employment.

HIRING OF RELATIVES (NEPOTISM)

The employment of relatives in the same area of an organization may cause serious
conflicts and problems with favoritism and employee morale. 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. As a general rule, relatives should not be in a position to
supervise other relatives.

Although Philander Smith College has no prohibition against hiring relatives of existing
employees, it is committed to monitoring situations in which relatives work in the same area. In
case of actual or potential problems, Philander Smith College will take prompt action. This can
include reassignment or, if necessary, termination of employment for one or both of the
individuals involved.

For the purposes of this policy, a relative is any person who is related by blood or
marriage, or whose relationship with the employee is similar to that of persons who are related
by blood or marriage.

IMMIGRATION LAW COMPLIANCE

Philander Smith College is committed to employing only United States citizens and
resident aliens who are authorized to work in the United States. The College does not
unlawfully discriminate on the basis of citizenship or national origin.

In compliance with the Immigration Reform and Control Act of 1986, each new
employee, as a condition of employment, must complete the Employment Eligibility Verification
Form I-9 (see Appendix G) and present the proper documentation establishing identity and
employment eligibility. Former employees who are rehired must also complete the form if they
have not completed an I-9 with Philander Smith College within the past three years, or if their
previous -9 is no longer retained or valid.

CONFLICTS OF INTEREST

Employees have an obligation to conduct business within guidelines that prohibit actual
or potential conflicts of interest. The purpose of these guidelines is to provide general direction
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so that employees can seek further clarification on issues related to the subject of acceptable
standards of operation.

Transactions with outside firms must be conducted within a framework established and
controlled by the executive level of Philander Smith College. Business dealings with outside
firms should not result in unusual gains for those firms connected to employees of the College.
Unusual gain refers to bribes, product bonuses, special fringe benefits, unusual price breaks,
and other windfalls designed to ultimately benefit the employer, the employee, or both.
Promotional plans that could be interpreted to involve unusual gain require specific executive-
level approval.

An actual or potential conflict of interest occurs when an employee is in a position to
influence a decision that may result in a personal gain for that employee or for a relative as a
result of Philander Smith College’s business dealings. For the purposes of this policy, a relative
is any person who is related by blood or marriage, or whose relationship with the employee is
similar to that of persons who are related by blood or marriage.

No “presumption of guilt” is created by the mere existence of a relationship with outside
firms. However, if an employee has any influence on transactions involving purchases,
contracts, or leases, it is imperative that he or she disclose to an officer of Philander Smith
College as soon as possible the existence of any actual or potential conflict of interest so that
safeguards can be established to protect all parties.

Personal gain may result not only in cases where an employee or relative has a
significant ownership in a firm with which Philander Smith College does business but also when
an employee or relative receives any type of kickback, bribe, substantial gift, or special
consideration as a result of any transaction or business dealing involving the College.

OUTSIDE EMPLOYMENT/MOONLIGHTING

Employees may hold outside jobs as long as, they notify the College in writing of any
secondary employment, and meet the performance standards of their job with Philander Smith
College. All employees will be judged by the same performance standards and will be subject
to Philander Smith College’s scheduling demands, regardless of any existing outside work
requirements.

If Philander Smith College determines that an employee’s outside work interferes with
performance or the ability to meet the requirements of Philander Smith College as they are
modified from time to time, the employee may be asked to terminate the outside employment if
he or she wishes to remain with Philander Smith College.

Outside employment that constitutes a conflict of interest is prohibited. Employees may
not receive any income or material gain from individuals outside Philander Smith College for
materials produced or services rendered while performing their jobs.

NON-DISCLOSURE/CONFIDENTIALITY

1.
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The protection of confidential business information is vital to the interests and the
success of Philander Smith College. Such confidential information includes, but is not limited to,
the following examples:

o Compensation data

¢ Financial information

e Marketing strategies

¢ Pending projects and proposals

e Research and development strategies

Employees who are exposed to confidential information may be required to sign a non-
disclosure agreement as a condition of employment. Any employee who improperly uses or
discloses confidential business information will be subject to disciplinary action, up to and
including termination of employment and legal action, even if he or she does not actually benefit
from the disclosed information.

ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environment, Philander Smith College expects
employees to be reliable and to be punctual in reporting for scheduled work. Absenteeism and
tardiness place a burden on other employees and on Philander Smith College. In the rare
instances when employees cannot avoid being late to work or are unable to work as scheduled,
they should notify their supervisor as soon as possible in advance of the anticipated tardiness or
absence.

Regular full-time staff work hours are Monday through Friday, 8:30 A.M. to 5:00 P.M.
Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action,
up to and including termination of employment.

Employees are expected to be at their designated duties and responsibilities during
regular work hours. Employees are required to notify their department supervisor if they are
going to be late. Notification must be made within one hour or sooner if departmental policy
requires. Extenuating circumstances are taken into account.

PERSONAL APPEARANCE/DRESS CODE

Dress, grooming, and personal cleanliness standards contribute to the morale of all
employees and affect the business image Philander Smith College presents to students and
visitors.

During business hours, employees are expected to present a clean and neat
appearance and to dress according to the requirements of their positions.

The employee should consult with their supervisor or department head when there are
questions as to what constitutes appropriate attire.
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EMPLOYMENT CATEGORIES

It is the intent of Philander Smith College to clarify definitions of employment
classifications so that employees understand their employment status and benefit eligibility.
These classifications do not guarantee employment for any specified period of time.
Accordingly, the right to terminate the employment relationship at will at any time is retained by
both the employee and Philander Smith College.

Each employee is designated as either EXEMPT or NONEXEMPT from federal and
state wage and hour laws. EXEMPT employees are excluded from specific provisions of federal
and state wage and hour laws. NONEXEMPT employees are entitled to overtime pay under the
specific provisions of federal and state laws. An employee's classification as EXEMPT or
NONEXEMPT may be changed only upon approval of the Personnel Office.

In addition to the above categories, each employee will belong to one other employment
category:

e REGULAR FULL-TIME employees are those who are not in a temporary or
introductory status and who are regularly scheduled to work Philander Smith
College’s full-time schedule. Generally, they are eligible for Philander Smith
College’s benefit package, subject to the terms, conditions, and limitation of each
benefit program.

e PART-TIME employees are those who are not assigned to a temporary or
introductory status and who are regularly scheduled to work less than thirty-seven
and one-half (37.5) hours per week.

e TEMPORARY 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
employment status. Temporary employees retain that status unless and until notified
of a change. While temporary employees receive all legally-mandated benefits (such
as Workers' Compensation Insurance and Social Security), they are ineligible for all
of Philander Smith College’s other benefit programs.

ACCESS TO PERSONNEL FILES

Philander Smith College maintains a personnel file on each employee. The personnel
file includes such information as the employee's job application, resume, training records,
documentation of performance appraisals, salary compensation, and other employment records.

Personal files are the property of Philander Smith College, and access to the information
they contain is restricted. Generally, only supervisors and management personnel of Philander
Smith College who have a legitimate reason to review information in a file are allowed to do so.
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Employees who wish to review their own file should contact the Personnel Office. With
reasonable advance notice, employees may review their own personnel files in the presence of
the Personnel Office’s staff. Employees will not be allowed to remove information from their file.

EMPLOYMENT APPLICATIONS

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

PERSONNEL DATA CHANGES

It is the responsibility of each employee to promptly notify Philander Smith College of
any changes in personnel data. Personal mailing addresses, telephone numbers, number and
names of dependents, individuals to be contacted in the event of an emergency, all educational
accomplishments, and other such status reports should be accurate and current at all times.

PERIOD OF PROBATION

The probationary period is intended to give new employees the opportunity to
demonstrate their ability to achieve a satisfactory level of performance and to determine
whether the new position meets their expectations. Philander Smith College uses this period to
evaluate employee capabilities, work habits, and overall performance. Either the employee or
Philander Smith College may end the employment relationship at will at any time during or after
the probationary period, with or without cause or advance notice.

All new and rehired employees work on a probationary basis for the first ninety (90)
calendar days after their date of hire. Any significant absence may extend the probationary
period by the length of the absence. If the supervisor determines that the designated
probationary period has not allowed sufficient time to thoroughly evaluate the employee’s
performance or that extra time is needed to allow for performance improvement, the
probationary period may be extended for up to an additional ninety (90) day period. The
employee will be notified by their supervisor in writing of the circumstances leading to the
probationary extension and a copy shall be forwarded to the Personnel Office.

Upon satisfactory completion of the probationary period, the employee enters the
“regular” employment classification.

EVALUATION
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Supervisors and employees are strongly encouraged to discuss job performance goals
on an informal, day-to-day basis. A formal written performance evaluation will be conducted at
the end of an employee’s initial period of hire, known as the probationary period. Additional
formal performance evaluations are conducted yearly to provide both supervisors and
employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage
and recognize strengths, and discuss positive, purposeful approaches for meeting goals (see
Appendix A1-A3).

Performance evaluations are scheduled approximately every twelve (12) months,
coinciding generally with the anniversary of the employee's original date of hire.

Merit-based pay adjustments are awarded by Philander Smith College in an effort to
recognize truly superior employee performance. The decision to award such an adjustment is
dependent upon numerous factors, including the information documented by this formal
performance evaluation process. All merit-based pay adjustments must be approved by the
President.

PROGRESSIVE DISCIPLINARY ACTION

Progressive discipline refers to those steps taken by management to assist an employee
in changing undesirable work behavior, conduct and/or job performance to an acceptable level.

A. THE PROGRESSIVE DISCIPLINE STEPS

There are five (5) steps involved in the Progressive Discipline Procedure. The
disciplinary process may start at any counseling stage taking into consideration the severity of
the infraction and maintain consistency in the administration of the discipline process. Human
Resources also encourages that all sides of an issue are heard prior to administering any
disciplinary action.

1. Verbal Counseling — the supervisor should start at this stage of the process
for minor infractions. A private verbal conversation is conducted with the
employee, information discussed and agreed upon in the meeting is
documented for the employee’s records and the supervisor maintains a copy
for the employee’s department personnel file only.

2. Written Counseling — the supervisor should start at this stage of the process
1) after a verbal counseling has been issued without significant change in
behavior, conduct, and/or performance, or 2) for those infractions considered
serious enough to warrant a written counseling initially. A private meeting is
conducted with the employee and documents for the employee’s records,
manager's department file and to Human Resources for the employee’s
official personnel file (copies of all documentation starting at the written
counseling stage through discharge should be forwarded to Human
Resources for the employee’s personnel file).
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3. Final Written Counseling — the supervisor should start at this stage if a
written counseling has been issued within the last twelve (12) months or for a
first offense of a serious nature. The employee may also be placed on
probation or suspended without pay at this time. Human Resources should
be contacted prior to the issuance of a final written counseling and/or
implementation of a work improvement plan.

4. Work Improvement Plan - used for unsatisfactory behavior and/or
performance that may require some time to allow the employee to bring
his/her performance to a satisfactory level. A work improvement plan should
outline critical objectives, strategies and goals for the employee with a target
date for successful completion. Work improvement plans should also be
used in conjunction with a written or final written counseling.

5. Discharged — used for infractions of a crave nature or after all progressive
discipline procedures have been followed without significant improvement in
behavior and/or performance. Human Resources should be contacted prior
to the discharge of any college employee.

All supervisors are encouraged to contact the Director of Human Resources prior to the
issuance of any written counseling to any employee.

B. PROGRESSIVE DISCIPLINE AND THE PROBATIONARY PERIOD

The supervisor should utilize the probationary period to train and evaluate the
employee’s effective adjustment to work tasks, conduct, procedures, attendance, and job
responsibilities. During the three (3) month probationary period, if a supervisor determines that
an employee’s behavior and/or performance is unacceptable, supervisors are not required to
apply progressive discipline procedures. However, supervisors are encouraged to provide
employees with periodic feedback regarding these issues as they surface within the three (3)
month probationary time frame. The Human Resources department encourages supervisors to
maintain documentation applicable to any issues or concern they may have relating to any
employee's behavior and/or job performance.

C. SOME FACTORS DETERMINING SEVERITY OF DISCIPLINARY ACTION
1. Degree of severity of the infraction/offense
2. Employee’s length of service and history with the College
3. Provocation, if any, that may have lead to the offense

4. Number of previous offenses
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&)

. Previous warnings or other disciplinary action for previous offenses

D

. Employee pattern of conduct

7. Fairness of supervisory practices

o

. Clearly communicated departmental rules
9. Consistently applied college and departmental rules
10. Appropriate penalties for all offenses

D. THE SUPERVISOR’S RESPONSIBILITY DURING THE DISCIPLINARY PROCESS

The supervisor's responsibility is to initiate a discussion with the employee
outlining all behavioral and performance issues and initiate a plan of action to help restore the
employee to an acceptable level of behavior and/or performance.

Contact Human Resources for guidance on the process when necessary.

Investigate and/or research, in a timely manner, incidents in violation of university
policies, rules, and procedures.

Explain to the employee the reason for any counseling that may take place and
what the additional consequences may be if improvements are not made.

Provide written documentation for department file and employee records file if
applicable.

E. EMPLOYEE’S RESPONSIBILITY DURING THE DISCIPLINARY PROCESS

Work with the supervisor in developing a plan of action to restore behavior,
conduct, and/or performance to a satisfactory level.

Contact Human Resources for additional guidance if necessary.

Provide clear and concise information regarding incidents or performance issues
in guestion.

Ask for clarification of issues or concerns that are unclear.

Agree on a final plan of action to ensure success.

EMPLOYMENT TERMINATION
Termination of employment is 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:

1. Resignation — voluntary employment termination initiated by an employee

2. Discharge — involuntary employment termination initiated by the organization
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3. Layoff — involuntary employment termination initiated by the organization for non-
disciplinary reasons

4. Retirement — voluntary employment termination initiated by the employee meeting
age, length of service, and any other criteria for retirement from the organization.

Philander Smith College will generally schedule exit interviews at the time employment is
terminated. The exit interview will afford an opportunity to discuss such issues as employee
benefits, conversion privileges, repayment of outstanding debts to Philander Smith College, or
the return of College property. Suggestions, complaints, and questions can also be voiced.

RESIGNATION

Resignation is a voluntary act initiated by the employee to terminate employment with
Philander Smith College. Philander Smith College requires at least two (2) weeks of written
resignation notice from all employees unless otherwise agreed by the College. Failure to
provide the required notice will result in the employee'’s loss of any accrued leave benefits and
may result in a negative employment reference and ineligibility for re-hire.

GRIEVANCE PROCEDURES

Philander Smith College acknowledges that it is desirable to satisfactorily resolve,
internally, all problems/concerns between employees and/or the institution among themselves
through informal means of communication. Effective communication is the key to establishing
excellent team building and working relationships.

The aggrieved may set an appointment with the Director of Human Resources where
he/she will be given an opportunity to express his/her allegations of unfair treatment regarding
some aspect of the work situation which is subject to the control of the college and is subject to
grievance.

The Director of Human Resources will seek to remedy the employee’s problem/concern
by meeting with all parties involved, when necessary, and serve as a mediator/facilitator in an
effort to achieve a satisfactory remedy to the aggrieved employee’s concern.

When such informal efforts fail, the aggrieved employee may request, in writing, a
formal grievance meeting before the Grievance Committee. This committee is chaired by the
Director of Human Resources and/or the designee appointed by the president and shall consist
of: '

1 representative selected by the aggrieved
1 representative selected by the Executive Cabinet
1 representative selected by the charged party
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The written grievance must be specific as to the nature of the violation against the
employee and cite any relevant policies or procedures which have been violated. It must be
submitted to the Personnel Office no later than ninety (90) days from the date of the last
aggrieved action.

The aggrieved party shall receive from the Personnel Office written acknowledgement of
the grievance receipt within three (3) days. The Grievance Committee members shall be
identified and a meeting scheduled within ten (10) work days from the date of
acknowledgement. There will be no legal representation allowed at any of the grievance
meetings.

Following completion of all grievance meeting and/or fact finding, a written response will
be issued to all relevant parties indicating the findings and any recommendations of the
Grievance Committee.

If the aggrieved employee is not satisfied with the findings of the Committee, she/he may
appeal in writing to the President of the College stating all specific procedures and actions
which the Grievance Committee violated. Only the evidence and materials submitted to the
Grievance Committee will be considered in the appeal. The decision rendered by the
President will be final.

EMPLOYEE BENEFITS

Eligible employees at Philander Smith College are provided a wide range of benefits. A
number of the programs (such as Social Security, Workers’ Compensation, State Disability, and
Unemployment Insurance) cover all employees in the manner prescribed by law. Details of
many of these programs can be found elsewhere in this employee handbook.

Benefits eligibility is dependent upon a variety of factors, including employee
classification. The Office of Personnel can identify those for which one may be eligible.

The following are some benefit programs that are available to eligible employees:

Credit Union

Educational Financial Assistance
Family Leave

Holidays

Jury Duty Leave

Life Insurance

Short- and Long-Term Disability
Medical, Dental, and Vision Insurance
Military Leave

Personal Leave

Professional Development Assistance
Sick Leave Benefits

Retirement Plan

Travel Allowances

Vacation Benefits
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Voting Time Off
Some of these benefits may require contributions from the employee, but most are fully

paid by Philander Smith College.

VACATION BENEFITS

Vacation time off with pay is available to eligible employees to provide opportunities for
rest, relaxation, and personal pursuits. Employees in the following employment classification (s)
are eligible to earn and use vacation time as described in this policy:
Regular full-time employees
The amount of paid vacation time employees receive each year increases with the length of
their employment as shown in the following schedule:

VACATION EARNING SCHEDULE

YEARS OF ELIGIBLE SERVICE VACATION DAYS EACH YEAR
AFTER ONE YEAR 5 DAYS

AFTER TWO YEARS 10 DAYS
AFTER 3+ YEARS 15 DAYS

The length of eligible service is calculated on the basis of an “anniversary year”. This is
the 12-month period that begins when the employee starts regular full-time work.

Paid vacation time can be used in minimum increments of one-half days (4 hours). To
take vacation, employees should request advance approval from their supervisors utilizing the
“Vacation Request Form” (see Appendix B). Requests will be reviewed based on a number of
factors, including business needs and staffing requirements.

Vacation must be earned before it is taken and will not be advanced. Employees have
one year from the time vacation is earned to take their time off. Any unused time will not be
paid to the employee by the College and it is not allowed to be carried forward into another
benefit year. Early leave by an employee without prior approval from their supervisor and/or
unit head shall be treated as un-excused time off from work without pay.

HOLIDAYS

Philander Smith College will grant holiday time off to all employees on the holidays listed
below:
e New Year's Day (January 1%)
e Martin Luther King, Jr. Day (third Monday in January)
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e Good Friday (Friday before Easter)

e Memorial Day (last Monday in May)

o Independence Day (July 4™)

e Labor Day (first Monday in September)

e Thanksgiving Recess (generally one day before and one day after)
e Christmas Recess (includes weeks of Christmas and New Year’s)

Philander Smith College will grant paid holiday time off to all eligible employees
immediately upon assignment to an eligible employment classification. A recognized holiday
that falls on a Saturday will be observed on the preceding Friday. A recognized holiday that
falls on a Sunday will be observed on the following Monday.

If a recognized holiday falls during an eligible employee’s paid absence (e.g. vacation,
sick leave, etc), the employee will be ineligible for holiday pay

WORKERS’ COMPENSATION INSURANCE

Philander Smith College provides a comprehensive Workers’ Compensation Insurance
program at no cost to employees. This program covers any injury or iliness sustained in the
course of employment that requires medical, surgical, or hospital treatment. Subject to
applicable state legal requirements, Workers’ Compensation Insurance provides benefits for
covered medical illnesses and injuries sustained in the course of employment.

Employees who sustain work-related injuries or ilinesses should inform their supervisor
and the Personnel Office immediately. The employee will be required to fill out the necessary
paperwork which must be forwarded to the insurance agency designated to handle work injury
claims.

Neither Philander Smith 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 recreation, social, or athletic activity sponsored by Philander Smith
College.

SICK LEAVE BENEFITS

Philander Smith College provides paid sick leave benefits to all eligible full-time
employees for periods of temporary absence due to illnesses, injuries, or medical appointments
for the employee or immediate family. Philander Smith College defines “immediate family” as
the employee's spouse, parent, child, sibling, grandparents, grandchildren, son-in-law,
daughter-in-law, or legal guardian.

Eligible employees will accrue sick leave benefits at the rate of one and one-half (1.5)
days for every full month of service. Unused sick leave benefits will be allowed to accumulate
until the employee has accrued a total of twenty (20) calendar days’ worth of sick leave benefits.
If the employee's benefits reach this maximum, further accrual of sick leave benefits will be
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suspended until the employee has reduced the balance below the limit. No employee will be
allowed to use more than twenty (20) earned sick days in a given fiscal year (July 1 —
June 30).

Employees can request use of paid sick leave after completing the initial (ninety) 90
calendar day probationary period. Paid sick leave can be used in minimum increments of one-
half (4 hours) day. One may use sick leave benefits for an absence due to their own illness,
injury, or medical need or those of an immediate family member.

Employees who are unable to report to work due to illness or injury should notify their
direct supervisor before the scheduled start of their workday if possible. The direct supervisor
must also be contacted on each additional day of absence. If the supervisor cannot be reached,
contact the Personnel Office. An “Absence Form” (see Appendix C) must be completed on
each employee who is off work.

Employees should provide prior notice when medical appointments and/or non-
emergency surgical procedures have been scheduled. A “Request for Leave Form” (see
Appendix D) should be completed and signed off by the supervisor with a copy forwarded to the
Personnel Office.

If an employee is absent for three (3) or more consecutive days due to iliness or injury, a
physician’s statement may be required. Such verification may be requested for other sick leave
absences as well and may be required as a condition to receiving sick leave benefits.

Sick leave benefits are intended solely to provide income protection in the event of
iliness or injury, and may not be used for any other absence. Unused sick leave benefits will not
be paid to employees while they are employed or upon termination of employment.

FAMILY and MEDICAL LEAVE ACT (FMLA) POLICY

AMOUNT OF LEAVE

8 The Family and Medical Leave Act (hereinafter referred to as “FMLA”) entitles certain
employees to an unpaid twelve (12) week leave of absence.

QUALIFICATIONS FOR LEAVE

In order to be entitled to FMLA leave, an employee must have been employed by the
. College for (twelve) 12 months, working at least one thousand, two hundred and fifty (1,250)
hours during the (twelve) 12 month period immediately preceding FMLA leave.

PURPOSES OF LEAVE

FMLA leave can be taken for the following reasons:
1. for the birth of a child
2. for the placement of a child for adoption or foster care
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3. to care for a spouse, child, or parent (but not a parent-in-law) with a serious
health condition

4. because of a “serious health condition” that causes you to be unable to
perform the essential functions of your job
“Serious health condition” means in illness, injury, impairment or physical or
mental condition that involves:

1. Any period of incapacity or treatment connected with inpatient care
(i.e., an overnight stay) in a hospital, hospice, or residential medical-
care facility;

2. Any period of incapacity requiring an absence of more than three (3)
calendar days from work, school, or other regular daily activities that
also involves continuing treatment by (or under the supervision of) a
health care provider;

3. Continuing treatment by (or under the supervision of) a health care
provider for a chronic or long-term health condition that is incurable or
so serious that, if not treated, would likely result in a period of
incapacity of more than three (3) calendar days, and for prenatal care.

HUSBAND AND WIFE RULE

A husband and wife who are eligible for FMLA leave are limited to a combined total of
twelve (12) weeks of leave if the leave is taken:
1. for the birth of a child
2. for the placement of a child for adoption or foster care
3. to care for a parent (but not a parent-in-law) with a serious health condition

PERIOD FOR TAKING LEAVE

The twelve (12) week FMLA leave may be taken during any twelve month period
measured backward from the date you first take FMLA leave. FMLA leave may be taken
intermittently or on a reduced leave (part-time) basis. However, if FMLA leave is taken on an
intermittent or reduced leave basis, you may be transferred temporarily to an available
alternative position which better accommodates recurring periods of leave. In addition, if FMLA
leave is taken for the birth of a child or placement of a child for adoption or foster care, it must
be concluded within one year of the birth or placement.

A. EMPLOYEE NOTICE
In order to take FMLA leave, an employee must give the employer at least thirty (30)
days advance notice if the need for the leave is foreseeable. If the thirty (30) days notice cannot
be given because of an unexpected change in circumstances, a medical emergency, or the like,
notice must be given with as much lead time as possible, normally within one or two working
days of when you become aware of the need for FMLA leave — except in extraordinary
circumstances. When taking leave from work for any reason, the employee must explain the

23



Philander Smith College
Handbook of Policies and Procedures For Non-Instructional Personnel

reason for the needed leave in order to allow the employer to determine whether the leave
qualifies as FMLA leave. If the employee fails to explain the reason, leave may be denied.
When planning medical treatment for employee or a family member, the employee should work
with the employer to schedule this leave in a way that does not disrupt business operations to
the extent that it is medically possible to do so. If FMLA leave will cause disruption, the
employer may require the employee to reschedule the leave if it is medically possible to do so.
If the required notice is not given, the employer will delay FMLA leave until the notice has been
given and the appropriate amount of time has passed.

MEDICAL CERTIFICATION

If an employee wishes to take FMLA leave to care for a seriously ill spouse, child,
parent, or because of an employee’s own serious health condition, the employee must provide a
medical certification from the treating healthcare provider. This certification must be provided
within fifteen (15) calendar days of the employer’s request for the medical certification. The
employee can obtain a form for this medical certification from the Personnel Office. If the
employee does not provide this medical certification, the employee’s request for FMLA leave will
be denied. The employer also reserves the right to obtain a second or third medical certification
at its expense as allowed by the FMLA. Additional medical certification may also be requested
by the employer in accordance with FMLA regulations.

SUBSTITUTION OF PAID LEAVE

FMLA leave is unpaid. However, either employer or the employee may choose to
substitute any paid vacation time, sick leave, paid time off, personal leave, short term disability
leave, etc., which the employee has earned or accrued in place of the unpaid FMLA leave until
this earned or accrued leave has been fully used; the paid leave and the FMLA leave will run
concurrently which means the paid leave will be counted against the employee’s twelve (12)
week FMLA leave entitlement. Any remaining FMLA leave will be unpaid. If paid short term or
long term disability leave qualifies as FMLA leave, the employee will not be required to
substitute any other type of paid leave during the employee’s absence from work. However, the
short-term or long-term disability leave and the FMLA leave will run concurrently. When a work-
related injury qualifies for FMLA leave and the employee is receiving Worker's Compensation
benefits, the employee will not be required to substitute any paid leave during the employee’s
absence from work. However, the leave taken for the work-related injury and the FMLA leave
will run concurrently.

B. GROUP HEALTH INSURANCE
During the period of FMLA leave, group health insurance coverage will remain in effect







