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* DISCLAIMER: The policies and procedures in this handbook are subject to change at the
discretion of the University at any time and without prior notice. You will be informed of major
changes and may receive updated information from time to time with thirty (30) day notice.
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I. Introduction

1.00 University Mission Statement

To engage, support, and assist students in identifying and preparing for their respective purposes in
life as social change agents, social justice activists, entrepreneurs, thought-leaders and global citizens by
imparting knowledge through rigorous intellectual inquiry and critical thinking.

1.01 Division Mission Statement

The Division of Administration and Human Resources is committed to excellence in
leadership and service, supporting the University's academic mission and our campus community.
We provide high-quality administrative and human resource services to attract, develop, motivate,
and retain a diverse workforce within a safe and supportive environment.

Through innovative programs and services, we strive to enhance the University’s mission
while earning the trust and respect of those we serve, govern, and collaborate with.

Our core services and competencies include:

e Recruitment and Staffing

e Employee Relations

o Risk Management

e  Compensation and Benefits
o Policing and Safety

¢ Regulatory Compliance

1.02 Visitor’s Policy

In alignment with Wilberforce University’s commitment to providing a safe and supportive
environment for our students and employees, all visitors to campus are expected to adhere to
the Wilberforce University Visitor Policy.

1.  Check-In Requirement
e Visitors and guests seeking access to non-residential buildings must sign in at the Campus
Police and Safety Department.
e A valid state-issued photo ID is required, along with a legitimate reason for visiting the
campus.
2. Minors on Campus

¢ Individuals under the age of 18 must be accompanied by an adult at all times.

3. Conduct Expectations
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e Visitors must not disrupt the educational process or interfere with the learning
environment.

e Guests are required to follow all university policies, including safety and access
regulations.

e The university reserves the right to restrict or remove any visitor who violates policies or
disrupts university operations, programs, activities, or services.

4. Classroom Access

e Only enrolled students and visitors with a legitimate academic purpose are permitted in
classrooms.

Thank you for your cooperation in maintaining a safe and respectful campus environment.

If you are a member of the Wilberforce University community and believe someone has received
unauthorized access to Wilberforce University, contact the Wilberforce University Police
Department at (937) 313-9049.
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II. Employment Policies
Section 2.01 At-Will Policy

Employment at Wilberforce University is considered at-will. This means that you, as an
employee, have the right to resign from your position at any time, with or without cause, and
with or without prior notice. Similarly, the University retains the right to terminate your
employment at any time, with or without cause, and with or without notice. Nothing in this
statement or in any University policy, communication, or practice shall be construed as creating
a promise of continued employment or a contractual obligation of any kind

Section 2.02 Policy Prohibiting Harassment and/or Discrimination

Wilberforce University is committed to providing a productive work environment that is free
from discrimination or harassment on any basis and in which every employee is treated with
respect. The University prohibits discrimination or harassment based on race, color, creed,
gender, sex, ancestry, religion, national origin, marital or familial status, age, physical or mental
handicap or disability, alien, citizenship status, veteran status, sexual orientation, or any other
basis or personal characteristic protected by law, whether it is by an employee, vendor, business
or academic visitor, student temporary hire or independent contractor. This prohibition applies
at all times while conducting business on behalf of the University and while conducting
business with the University.

Equal Employment Opportunity

Wilberforce University is an equal opportunity employer and prohibits discrimination in
employment opportunities, practices, or decisions concerning all terms and conditions of
employment including selection and hiring, placement, job assignment, promotion, lay-off,
transfer, leaves of absence, compensation, access to benefits, training, discipline and
termination.

Harassment

Harassment is a form of unlawful discrimination and is offensive or intimidating conduct
of a verbal or physical nature that denigrates or shows hostility or aversion toward an individual
or group based on one or more of the protected personal characteristics listed above in the first
paragraph of the policy and which has the purpose or effect of interfering with an employee’s
working conditions or performances; creating a hostile, intimidating, or offensive work
environment; or otherwise adversely affecting employment opportunities.

Unlawful harassment on any basis is prohibited on university premises and on any work-
related setting away from the University premises including but not limited to business trips,
off-campus meetings, and business-related social and civic events.

SEXUAL HARASSMENT is a particular type of unlawful harassment characterized by
unwelcomed sexual advances, requests for sexual favors, or other verbal or physical conduct of
a sexual nature. It also can occur when: submission to that conduct is made a term or condition
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of employment; submission to or rejection of the conduct is a basis for employment decisions;
or such conduct unreasonably interferes with an individual’s work performance or creates a
hostile, intimidating, or offensive work environment.

Forms of unlawful harassment may include but are not limited to written or verbal abuse;
offensive, derogatory, insulting, or obscene comments, looks, gestures, or jokes; display or
circulation in the workplace of suggestive or inappropriate graphics, cartoons, or objects;
unwelcomed, intentional touching of another person or unwanted intentional physical contact
(e.g. pushing, shoving, patting, pinching, or pushing against another person’s body), whistling,
staring, glaring or leering at another person; or threats.

Reporting Unlawful Discrimination or Harassment

The University strongly encourages individuals who believe that they have been unlawfully
discriminated against or harassed on any basis, or who have observed such conduct, to promptly
report the conduct to Human Resources. The Human Resource Office can be reached on
extension 5798. Human Resources will promptly investigate the matter reported based on
university procedure. Confidentiality will be maintained throughout the investigative process
to the extent practical and appropriate under the circumstances.

Individuals who are deemed to have knowingly and maliciously either filed false reports
of discrimination or harassment or provided false information about a report of discrimination
or harassment will be subject to the full range of disciplinary action up to and including
discharge.

No Retaliation

The University prohibits retaliation against or intimidation of an employee who reports, in
good faith, an instance of discrimination or harassment or who provides information in good
faith about a report of discrimination or harassment, even if the report turns out to be erroneous.
If you perceive that you are being retaliated against for reporting or providing information about
discrimination or harassment, promptly contact Human Resources.

Section 2.03 Non-Fraternization Policy

PURPOSE: Wilberforce University strives to provide an environment for students, faculty and
staff that is respectful, fair and free of unlawful harassment or discrimination. In keeping with
its commitment to provide equal opportunity to students, faculty and staff, and in order to avoid
potential conflicts of interest, favoritism, exploitation, harassment or breaches of professional
standards, the university prohibits romantic or sexual relationships where there is direct or
perceived supervision, direction or control between the parties. All employees must exercise
professional judgment and engage in ethical conduct to avoid actual or perceived conflicts,
exploitation, or inequitable treatment.

SCOPE: This policy applies to all individuals employed by or seeking employment with the
University. This policy also applies to employees who are represented by a collective bargaining
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agreement (CBA) where the CBA does not address fraternization.

DEFINITIONS:
For purposes of this policy:

A. Supervisor — any person who has the authority and/or responsibility to hire, promote,
discipline, evaluate, assign or direct faculty, staff or employees of the university.

B. Employee — Any person employed by the university in any capacity, whether faculty or staff.
POLICY:

A.Undergraduate Students — No employee shall pursue, have or maintain a romantic or sexual
relationship with any undergraduate student.

B. Graduate Students - No employee shall pursue, have or maintain a romantic or sexual
relationship with any graduate student whom the employee is responsible for teaching,
grading, advising or otherwise supervising. In the event such a relationship exists, the
involved employee shall report such relationship immediately to his or her supervisor, who
shall take appropriate steps consistent with this policy, including the removal of any
reporting, grading, teaching, advising or similar relationships between the employee and the
student.

C. Faculty, Staff and Other Employees — No supervisor shall have or pursue a romantic or
sexual relationship with any employee who reports to the supervisor or over whom the
supervisor has the authority and/or responsibility to hire, promote, discipline, evaluate,
assign or direct. If such a relationship exists, both the involved supervisor and involved
employee shall report such relationship to the Office of Human Resources. Human Resources
shall take appropriate steps consistent with this policy (and/or the Policy Prohibiting
Harassment and Discrimination), including the removal of any reporting or similar
relationship between the supervisor and the employee. If the relationship violates the Policy
Prohibiting Harassment and Discrimination individual(s) are subject to disciplinary action
up to and including suspension.

D.Reporting - Any employee who becomes aware of a relationship prohibited by this policy
should report such relationship to the Office of Human Resources. Human Resources will
take appropriate action consistent with this policy.

E. Enforcement — Employees who violate this policy will be subject to discipline, up to and
including termination of employment.

F. Responsibilities - All individuals to whom this policy applies are responsible for becoming
familiar with and following this policy. University supervisors are responsible for promoting
the understanding of this policy and for taking appropriate steps to help ensure compliance
with it.

G. Consequences for Violating this Policy - Failure to comply with this and related policies
is subject to disciplinary action, up to and including suspension without pay, or termination
of employment or association with the University, in accordance with applicable (e.g., staff,
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faculty, student) disciplinary procedures. Violations to this policy may also result in
suspending participation in an academic program at the University of one or both parties.

POLICY STATEMENT: In cases where a consensual romantic or sexual relationship exists
between individuals in inherently unequal positions of authority, such relationships could have
the effect of impeding the success of the work environment and academic environment.
Moreover, because of the real or perceived power imbalance that may exist, such a relationship
may also raise questions about the mutuality of consent. Such situations may cast doubt on the
objectivity and fairness of the workplace, damage workplace morale, and place the University
in a legally vulnerable position.

A romantic or sexual relationship between faculty or staff and an undergraduate student is
expressly prohibited. Romantic or sexual relationships are also prohibited between faculty
and/or staff with graduate and medical students where the faculty or staff member has power or
authority over the graduate or medical student. This policy also applies to students engaged in
an employment capacity.

No supervisor shall have or pursue a Consensual Relationship with an employee or student
where the supervisor has the authority or responsibility to hire, promote, discipline, evaluate,
assign or direct the employee or student. If such a relationship develops, the person in the
position of greater authority must disclose the relationship to the Office of Human Resources.

A supervisor will be subject to disciplinary action for failing to promptly disclose a romantic or
sexual relationship with an employee or student.

Prompt disclosure is an effective method of adhering to this policy but does not alone ensure
that the policy has not been violated. Policy violations will be determined on a case-by-case
basis after considering the facts and impact of each relationship.

The University reserves the right to change, amend or terminate any of its human resources
policies at any time for any reason.

Section 2.04 Whistleblower Policy
1. Purpose.

Wilberforce University requires board members, committee members and employees to
observe high standards of business and personal ethics in the conduct of their duties and
responsibilities, and all directors, committee members and employees to comply with all
applicable laws and regulatory requirements.

2. Reporting Responsibility.

Wilberforce University seeks to have an "Open Door Policy' and encourages board
members and employees to share their questions, concerns, suggestions, or complaints
regarding the University and its operations with someone who can address them properly. In
most cases, a board member or committee member should present his or her concerns to the
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Chair of the Board. The VP of Administration and Human Resources is generally in the best
position to address an employee's area of concern. However, if a board member is not
comfortable speaking with the Board Chair or is not comfortable with the Board Chair's
response, if an employee is not comfortable speaking with the VP of Administration and
Human Resources, or if the employee is not satisfied with the VP of Administration and Human
Resource response, the board member, committee member or employee is encouraged to speak
with anyone on the Board whom the employee is comfortable in approaching, or to directly
contact Wilberforce University's outside legal counsel, whose contact information can be
obtained from the VP of Administration and Human Resources.

3. No Retaliation.

No board member, committee member, or employee who in good faith reports a
violation of a law or regulation requirement shall suffer harassment, retaliation, or adverse
employment consequences. An employee who retaliates against someone who has reported a
violation in good faith is subject to discipline up to and including termination of employment.
This Whistleblower Policy is intended to encourage and enable persons to raise serious
concerns within Wilberforce University before seeking resolution outside the University.

4. Compliance Officer.

Wilberforce University’s Office of Administration and Financial Affairs, in
collaboration with the Human Resources Director, will serve as the University’s Compliance
Officer. The Compliance Officer is responsible for investigating and resolving all employee
complaints and allegations related to violations of the University’s principles and/or code of
conduct.

o If a complaint involves the Vice President of Administration and Human Resources, the
Board Chair or their designee will assume the Compliance Officer role.

e Ifacomplaint involves both the VP of Administration and Human Resources and the Board
Chair, the University’s outside legal counsel or an appointed board member will carry out
the Compliance Officer’s responsibilities.

5. Accounting and Auditing Matters.

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

6. Requirement of Good Faith.

Anyone filing a complaint concerning a violation or suspected violation of the law or
regulation requirements must be acting in good faith and have reasonable grounds for believing
the information disclosed indicates a violation. Any allegations that prove not to be substantiated

and which prove to have been made maliciously or knowingly to be false will be viewed as a
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serious disciplinary offense.

7. Confidentiality.

Violations or suspected violations may be submitted on a confidential basis by the
complainant or may be submitted anonymously. Reports of violations or suspected violations
will be kept confidential to the extent possible, consistent with the need to conduct an adequate
investigation.

8. Handling of Reported Violations.

The Compliance Officer or the person responsible for carrying out the Compliance
Officer's role with respect to a reported or suspected violation, will acknowledge receipt of the
reported violation or suspected violation by writing a letter (or e-mail) to the complainant within
five business days. All reports will be promptly investigated, and appropriate corrective action
will be taken if warranted by the investigation.

A dedicated phone line has been established at (937)708-5325 for Whistleblower issues. This
number will be made available to the University members via the Wilberforce University
Website as well as postings and email alerts. The phone line will go directly to voicemail and
*will allow reports to remain anonymous if the caller makes that choice. The password for the
voicemail is maintained by the VP of Administration and Human Resources and the HR
Director. This mailbox will be checked a least once a month and logged and initialed. This list
is maintained by the HR Director

Section 2.05 Conflict of Interest (3252)

Applicability - All individual members of the Wilberforce University community (including
Trustees, University officials, and all full-time, part-time, temporary, or adjunct faculty and
staff of the University) must fulfill the education, research, and public service missions to which
Wilberforce University is dedicated.

The University’s core values include a commitment to the following: Our Students; Religion;
Christian Principles; Quality Education; Social and Community Responsibility; and our History
and Tradition.

Accordingly, all individuals in the University community have a clear obligation to make
decisions and conduct the affairs of the University based upon the desire to promote the best
interests of the University in a manner consistent with those goals. Trustees and members of
senior administration are fiduciaries and owe special duties of care and loyalty to the University
as a whole and must keep the University’s interests paramount to all others.

The relationships between Wilberforce University, the individual members of the University
community, private industry, federal and state governments, and the non-profit sector have
grown increasingly complex. As a result, there are opportunities for professional interactions
and development that may benefit the University community and its individual members, but
which may also present the potential for or the appearance of conflicting loyalties and

11| Page



responsibilities for the individuals within the University community. The purpose of the
Wilberforce University Conflict of Interest Policy is to set forth a policy statement regarding
conflicts of interest and to provide guidelines to protect the University and its mission.

A conflict of interest refers to a situation in which an individual’s financial, professional, or
other personal considerations may directly or indirectly affect, or have the appearance of
affecting, an individual’s professional judgment in exercising any University duty or
responsibility, including the conduct or reporting of research. Typically, a conflict of interest
may arise when an individual has the opportunity or appears to have the opportunity to influence
the University’s business, Administration, academic, research, or other decisions in ways that
could lead to financial, professional, or personal gain or advantage of any kind.

All individuals in the University community are expected to (i) abide by the conflict of interest
policy and standards set forth in this policy, (i1) fully and continually disclose professional and
relevant personal activities and relationships that create a conflict of interest or have the
appearance of creating a conflict of interest as required by the University, (iii) remedy conflicts
of interest or comply with any management or monitoring plan described by the University,
(iv) remain aware of the potentials for conflicts of interest, and (v) take initiative to manage,
disclose, or resolve conflicts of interest as appropriate. All senior administrators have the
responsibility to understand and implement this policy, including, as necessary, the adoption of
specific procedures for their respective departments in furtherance of and in accordance with
this policy. It is the responsibility of all managers to facilitate the disclosure, review, and
conflict management process.

3252.1 Conflict of Interest Guidelines

Conflicts of interest can arise in many situations. These guidelines set forth principles for
members of the University community to follow. Disclosure and approval are required before
engaging in activities that are inconsistent with these guidelines.

A. University Administration

The internal administration of the University can present the potential for conflicts of interest.
Members of the University community with Administration responsibilities must take
particular care to avoid relationships in which financial interest or other personal interests
intersect with the University’s interests and have the potential for inappropriate factors to be
considered in Administration decisions, including hiring decisions. In particular, individuals
who have University duties involving the procurement, exchange, or sale of goods, services, or
other assets; the negotiation or formation of contracts or other commitments affecting the assets
or interests of the University; the handling of confidential or privileged information; the conduct
of sponsored research and the handling of any research results or resulting transfer of
technology; or the rendition of professional advice to the University must be particularly
conscious of potential conflicts of interest or the appearance of conflicts of interest.

B. Business Relationships
In general, when individual members of the University community or their family members
have financial interests in a business or are involved in a business as an owner, operator, or
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executive officer, they must be alert to the possibility that a conflict of interest may arise if the
business has a relationship with the University. If the enterprise does business with the
University or proposes to do business with the University, the individual is expected to disclose
that fact. Generally, there will be no conflict of interest if the individual is not in a position to
influence the University with respect to the business in which the individual or family member
has an interest. Members of the University community may not review, approve, or
administratively control contracts or business relationships when the contract or business
relationship is between the University and a business in which the individual or a family member
has a financial interest or when the individual or family member is an employee of the business
and is directly involved with activities pertaining to the University. This section is not intended
to apply to the adoption of textbooks, software, or other teaching aids written by faculty
members or their family members for use in their own course of instruction.

C. Gifts

No gifts or accommodations of any nature, including unrestricted grants, may be accepted by
the University or individual members of the University community when to do so would place
them in a prejudicial or compromising position, interfere in any way with the impartial discharge
of their duties to the University, or reflect adversely on their integrity or that of the University.
This provision does not prohibit the acceptance of an item having a nominal value or ceremonial
gifts received by Officers or Trustees of the University in their official capacity.

D. Activities Related to Students

An individual member of the University community may not assign students, or other trainees
to university projects sponsored by any business if the individual or a family member has a
significant financial interest in the business. An individual also may not add students or permit
students to participate in any consulting relationship in which the individual or a family member
has a significant financial interest. Deans and department chairs have the responsibility for
protecting the interests of students, and trainees who may be directly or indirectly involved in
a conflict-of-interest situation related to a member of the University community or a family
member with a financial interest in the situation. Students and trainees should not be permitted to
participate in research or consulting activities if the terms and conditions of those activities
would prevent the students or trainees from meeting applicable University degree or training
requirements. Students, and trainees involved in any conflict-of-interest situation should be
informed that the conflict-of- interest situation exists; and that their concerns, if any, can be
discussed with the appropriate University official, or if applicable, the monitor or monitoring
panel. Additionally, deans or their designees and department chairs must meet regularly (at least
annually) with any students, or trainees involved in a conflict-of-interest situation.

E. Activities Related to Family Members

Members of the University community may not participate in the hiring process or any
employment-related decisions pertaining to their family members. Likewise, they may not be
in a position to supervise a family member as an employee of the University or otherwise review
or participate in reviewing a family member’s work as an employee of the University.

3252.2 Disclosure

A. Duty of Disclose
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In order to identify and review conflicts of interest and the appearance of conflicts of interest,
members of the University community must disclose in advance all outside activities and
financial interests that create or have the appearance of creating conflicts of interest to the
appropriate University officials. Appropriate University officials may include supervisors,
deans, and department chairs. Such disclosures shall be sufficiently detailed and timely to allow
accurate and objective evaluation prior to making commitments or initiating activities that
create conflicts of interest or commitment. The information must be accurate and not false,
erroneous, misleading, or incomplete. Each member of the University community has an
obligation to cooperate fully in the review of pertinent facts and circumstances. Individual
schools and departments may implement more specific procedures and require additional
information in furtherance of this policy.

Certain University activities will involve more specific procedures with respect to conflicts of
interest either because of governmental requirements or corporate fiduciary duty. Trustees and
General Officers, as well as anyone involved with sponsored research or the development and
licensing of intellectual property under the auspices of the University, are responsible for
complying with all applicable procedures. Disclosure required by any governmental,
accreditation, or other self-regulatory agency, should be made to the appropriate University
official or the Office of the President, as the case may be, on the required forms before grant
application submission. Additionally, disclosure should be made to publications and journal
editors when research manuscripts are submitted and to the audience during any oral
presentation of research if the presenter has a conflict of interest.

B. Disclosure Process

In addition to the duty of advance disclosure discussed above, all members of the University
community are required to provide a disclosure of situations or relationships that create or have
the appearance of creating a conflict of interest or commitment upon initial employment.
Trustees and Senior Management will be required to complete disclosure annually thereafter.
All other University staff outside of Academics will be held responsible to update disclosure
forms with the Human Resource department, throughout the year if changes in circumstances
arise that either (a) create a new conflict of interest or commitment or (b) change or eliminate a
conflict of interest or commitment previously disclosed. All disclosure statements and
management plans are official records and will be maintained according to an appropriate
retention schedule. The disclosure statements contain information that may be considered
confidential; however, the information may be released in accordance with and as required by
federal, state, or local law or court order.

3252.3 Definitions

+ Business: Any company or corporation, any partnership, sole proprietorship, firm,
franchise, association, organization, holding company, joint stock company, receivership, trust
(business, real estate, estate planning, or otherwise), enterprise, or any other legal entity whether
organized for profit or not-for-profit, including any entity controlled by, controlling, or under
common control with any such entity, but excluding the University.

¢ Family or Family Member: Spouse, child, stepchild, parent, sibling, or domestic partner
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(individual not related by blood or marriage, but currently in a committed relationship and
residing in a common household sharing joint responsibility for the household) of a member of
the University community. For purposes of the employment of family members at Wilberforce
University, grandparent, grandchild, father-in-law, and mother-in-law are also included.

% Financial Interest: Salary or other payments for services (including fees, honoraria,
“gifts,” or other “in kind” compensation whether for consulting, membership on a board of
directors or advisory board, or any other purpose such as partial, interim, or milestone
payments). Payments for services would not include income from editorial activities on behalf
of professional journals and from seminars, lectures, engagements sponsored by governmental
or not-for-profit entities, or service on advisory committees or review panels for governmental
or not-for-profit entities.

Intellectual property rights (including patents, copyrights, and royalty income or the right to
receive future royalties under a patent or other intellectual property rights, whether pursuant to
a license or otherwise).

Ownership and equity interests or entitlement to such interests in a publicly or non-publicly
traded business (including stock, stock options, partnership interest, and convertible debt but
excluding interests in publicly traded mutual funds where the individual investor has no control
over the selection of holdings.).

+» Significant Financial Interest: A financial interest that exceeds $10,000 in value over a
twelve-month period or a 5% ownership interest. Receiving stock options or founders' shares
will also be considered to have a significant financial interest due to the difficulty of valuing
these instruments.

Section 2.06 Nepotism Policy

Wilberforce University permits the employment of individuals who are related, provided
that such employment does not involve placement within the same division or within a direct
line of supervision. No employee may directly supervise, or be supervised by, a relative.

For the purposes of this policy, a relative includes: parent, parent-in-law, child, spouse,
sibling (including in-laws, adoptive, or foster relationships), grandparent, grandchild, aunt,
uncle, or any in-law or familial relationship of similar nature.

In cases where a familial relationship is established after employment—such as through
marriage—that results in a supervisory relationship or assignment within the same division, the
University will work with the individuals to resolve the situation. Possible resolutions may
include a transfer to a different position or division, or resignation from employment. If transfer
opportunities are available, the involved employees will be given the option to choose from the
alternatives based on their qualifications. If no agreement is reached within sixty (60) days, the
President or their designee will determine the appropriate course of action.
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Wilberforce University is committed to administering this policy in a fair and non-
discriminatory manner and ensuring that its application does not adversely impact employees
based on sex or any other protected characteristic.

Section 2.07 Confidentiality Policy

Wilberforce University is committed to protecting the confidentiality of sensitive
information, including student records, employee information, and other institutional data. This
policy establishes expectations for maintaining confidentiality and outlines the consequences
of unauthorized disclosure.

Scope
This policy applies to all employees, board members, contractors, volunteers, and any

individuals with access to confidential University information.

Confidential Information Includes (but is not limited to):

Employee salaries, benefits, and personal information

Student grades, disciplinary records, and personal information (FERPA compliance)
University financial records, legal matters, and proprietary information

e Any non-public communications or data related to university operations

Confidentiality Obligations

e Employees must not disclose, share, or use confidential information for any purpose
outside of official University business.

o Employees must not discuss student or employee personal or salary information with other
University employees unless required for official duties.

e Confidential records must be securely stored and properly disposed of to prevent
unauthorized access.

o Confidentiality obligations extend beyond the period of employment and remain in effect
after an employee has left the University, as outlined in the Code of Conduct.

Reporting Violations

Any suspected or known breach of confidentiality must be immediately reported to the VP
of Administration and Human Resources or the University Compliance Officer. Reports will be
handled confidentially, and appropriate action will be taken.

Consequences for Violations
Unauthorized disclosure of confidential information may result in:

1. Disciplinary action, up to and including termination of employment.
2. Legal consequences, including potential civil or criminal liability under applicable
laws such as:
e The Family Educational Rights and Privacy Act (FERPA) for student
records.
e State and federal data privacy laws governing employee and institutional
information.
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Acknowledgment

All employees and individuals must sign a Confidentiality Agreement as a condition of
employment

Section 2.08 New Hire Onboarding Process

Purpose

Wilberforce University is committed to providing new employees with a strong foundation
for success. Orientation and onboarding programs are designed to introduce new hires to the
University’s mission, values, culture, policies, and procedures, and to foster long-term
engagement and commitment.

Policy Overview

Onboarding is an ongoing process that begins during recruitment and continues throughout
the employee’s integration into the University. The Office of Human Resources leads this
process, providing essential tools, resources, and guidance through a structured orientation
process for all new staff.

Policy Guidelines

Responsibility: The initial onboarding process is a shared responsibility between the new
employee and the Office of Human Resources. The onboarding session is typically scheduled
for the first day of employment. If scheduling conflicts arise, onboarding will occur on the next
available workday.

New Hire Packet Procedure
1. A New Hire Letter and ADP Welcome Correspondence are sent via email.
2. The Office of Human Resources conducts onboarding sessions on a regular basis.
These sessions cover:
o University policies and procedures (as outlined in the Policy and Procedure
Manual)
e Benefits and insurance options
o Employee expectations and institutional culture
e Q&A to address immediate concerns or inquiries

3. The New Hire Packet is either mailed before the start date or distributed on the first
day during onboarding. The packet includes the following:
o Employee Handbook
o Benefits Enrollment Forms (after first 30 days completed)
e Direct Deposit Authorization Form (ADP Portal)
e W-4 and State Tax Forms (ADP Portal)
e Confidentiality and Code of Conduct Acknowledgment (ADP Portal)
e Emergency Contact Information Form (ADP Portal)
o Campus Map and Contact Directory

Probationary Period
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1. All newly hired employees will serve a 90-day probationary period beginning on their first
day of employment.

2. Employees who are promoted, transferred, or demoted to a new position will also be
subject to a 90-day probationary period in their new role.

3. During the probationary period, employment is considered at-will, and management
reserves the right to terminate employment with or without cause, and with or without
notice, at its sole discretion.

Section 2.09 Probationary Period Policy
All new regular full-time and part-time nonexempt staff at Wilberforce University are subject

to a 90-calendar day probationary period. This period includes weekends and holidays and
begins on the employee’s first day of employment.

This policy applies to:
. Newly hired staff.
. Staff who are transferred, demoted, or rehired.
. Temporary staff appointed to regular positions.
. Staff returning from a break in service longer than six (6) months,

excluding medical or sabbatical leave.

Staff transferring from one regular position to another without a break in service are not
required to serve a new probationary period.

At-Will Employment

The use of a probationary period does not alter Wilberforce University’s at-will employment
policy. Either the employee or the University may terminate employment at any time, with or
without cause and with or without notice.

Purpose
The probationary period is designed to:

. Allow the employee to learn the functions and responsibilities of their role.
. Provide the supervisor with an opportunity to evaluate the employee’s
performance, conduct, and potential for long-term success.

Supervisory Responsibilities During the Probationary Period
Supervisors play a key role in the onboarding and evaluation of new staff. During the
probationary period, supervisors should:

. Explain the purpose of the probationary period on the employee’s first day.
. Provide the employee with a copy of the job description.

. Clearly communicate job expectations and performance standards.

. Offer training and support to help the employee learn specific job duties.

. Monitor performance and provide timely feedback.
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Supervisors should expect to see progress toward full proficiency rather than immediate
mastery of the role.

Probationary Review Procedures

1. Approximately 30 days before the end of the probationary period, supervisors must obtain
and complete the 90-Calendar Day Probationary Review Form.

2. The supervisor and employee will meet to review job performance.

3. Both parties must sign and date the form. Copies are retained by the department and the
employee; the original is submitted to the Office of Human Resources.

4. If the employee resigns or is terminated during the probationary period, the form must still
be completed and submitted with an explanation.

Absenteeism-Based Extension
Any absence of five (5) or more consecutive workdays (including medical leave, disability,
workers’ compensation, or temporary layoff) pauses the probationary period. Upon return:

. The probationary period resumes with the remaining days.
. The supervisor must establish and communicate the new end date.
. The revised end date must be reflected on the Probationary Review Form.

Termination of Employment
If the employee is found unsuitable for the position during the probationary period, employment
should be terminated before the 90-day period ends.

Completion of Probation
Successful completion of the probationary period does not guarantee:

e A salary increase;
e A promotion;
e  Continued employment beyond the probationary period.

Section 2.10 Professional Appearance and Demeanor Policy

Purpose

The purpose of this policy is to establish clear expectations regarding professional appearance
and demeanor in order to promote a respectful, professional, and productive environment
consistent with the mission, values, and public image of Wilberforce University.

Policy Statement

Discretion in personal appearance, dress, and demeanor is essential to maintaining a
professional university environment. Employees are expected to present themselves in a manner
that reflects positively on Wilberforce University and supports effective interactions with
students, colleagues, and the public.

Employees are required to dress in appropriate business or business-casual attire, as determined
by their role, department, and job duties, and to conduct themselves in a professional, courteous,
and businesslike manner at all times while representing the University.
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Professionalism will not be compromised for comfort, convenience, or personal preference in
clothing, appearance, or conduct.

Appearance Standards
Employees are expected to ensure that their attire is:

Clean, neat, and well-maintained

Appropriate for a professional academic and administrative environment
Not distracting, offensive, or inconsistent with the University’s values
Suitable for the employee’s specific job responsibilities and work setting

Examples of Unacceptable Attire
The following examples are provided for guidance and are not exhaustive. Attire that may be
considered unacceptable in most University settings includes, but is not limited to:

e Clothing that is excessively revealing, sheer, or form-fitting

e Clothing displaying offensive, profane, discriminatory, or inflammatory language or
images

e Athletic wear, including gym shorts, sweatpants, leggings worn as pants, tank tops, or
workout attire (unless job-related or approved by the department)

o  Pajamas, sleepwear, or slippers

e  Clothing with rips, tears, or excessive distressing

e  Flip-flops or beach-style footwear (except where job duties permit)

o Hats, head coverings, or sunglasses worn indoors, unless required for religious, medical,
or job-related reasons

Departments may establish additional appearance standards based on operational needs, safety
requirements, or public-facing responsibilities. Supervisors may exercise reasonable judgment
based on the work environment and job duties; however, supervisors are expected to consult
with the Office of Human Resources to ensure consistency and compliance with University

policy.

Demeanor and Conduct
Employees are expected to:

o  Demonstrate professionalism, courtesy, and respect in all interactions
e  Maintain appropriate boundaries with students, colleagues, and visitors
e Communicate in a manner that is respectful, constructive, and free from hostility or

intimidation

e Avoid behavior or language that could reasonably be perceived as unprofessional or
disruptive

Uniforms

Employees whose positions require uniforms must wear them properly and in their entirety
while on duty. Uniforms must be clean, pressed, in good repair, and worn in accordance with
departmental guidelines at all times.
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Compliance

Supervisors are responsible for ensuring compliance with this policy. Employees who fail to
meet professional appearance or demeanor expectations may be subject to corrective or
disciplinary action, up to and including termination of employment, consistent with applicable
University policies.

This policy does not alter the at-will employment relationship between the employee and
Wilberforce University.

Section 2.11 Formal Complaint and Hearing Protocol

The Formal Complaint process provides employees with a course of action should they have a
complaint that they are unable to resolve through regular communication with their immediate
supervisor. The aim is to ensure prompt, consistent, and fair treatment for all staff in order to
promote effective working relationships

The Formal Complaint process does not apply to the settlement of collective bargaining
grievances which should be addressed through the procedure stated in the Bargaining
Agreement.

PROCESS:

Hearing Committee - The Formal Complaint and Hearing process will be convened by a
committee of three (3) members to include oversight by the Vice President for Administration
and Human Resources. The Committee can move forward with two (2) members if deemed
appropriate and necessary.

Confidential - This is a confidential process. All parties involved in this procedure must ensure
that they maintain the confidentiality of the process as appropriate within and outside the
University.

Conflict of Interest - Individuals who are involved in the procedure must ensure that any
involvement they have that might cause a conflict of interest is disclosed to the Investigating
Officer (Vice President for Administration and Human Resources) at the earliest opportunity
so they may be managed appropriately.

Recording - The Hearing will be audio recorded only if all parties involved are in agreement
and grant permission to be recorded. All cell phones must be “powered off”. A representative
from Human Resources will act as note taker and audio manager during the Hearings. If
requested, the notes will be provided to both parties.

Attendance - If an employee does not attend a meeting convened under this procedure the
meeting will be adjourned to establish contact with the employee to ascertain the reason for
his/her absence. However, where an employee persistently fails to attend a meeting/ hearing
without good cause, the Hearing Committee will make a recommendation on the evidence
available. Non-attendance negates the appeal process.
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PROCEDURE:

I A Formal Complaint is filed in the Office of Human Resources;

II. The Formal Complaint will be signed and date and time stamped by the Vice
President for Administration and Human Resources;

I11. The Formal Complaint will be reviewed by the Vice President for Administration
and Human Resources;

Iv. Correspondence will be sent (by hand delivery) to the Complainant notifying them
the Formal Complaint has been received,

V. The recipient of the Formal Complaint will receive correspondence that a Formal
Complaint has been filed against them,;

VL A hearing will be set to hear all witnesses and testimony. Ideally, the hearing(s) will
be completed in one (1) business day;

VII. The committee will review the facts as presented and make a written recommendation

to the President of the University;

VIII.  The President of the University may agree or disagree with the recommendation of the
Hearing Committee. If the President disagrees, he/she has the Administration latitude
to make a lesser or greater recommendation.

IX. The individual who the Formal Complaint was brought against will be notified of the
recommendation both in writing and in person by the Vice President for
Administration and Human Resources.

a. If the individual is in disagreement with the recommendation, there is the
opportunity for appeal.

X. The complainant will be informed of the outcome of the process. If the complainant is
not in agreement with the recommendation, he/she may appeal.

Section 2.12 Termination of Employment Process

Wilberforce University has an established process by which the relationship between
the University and an employee is terminated voluntarily and/or involuntarily.

DEFINITIONS:

Employment-At-Will refers to the employee’s right to terminate his or her employment
relationship with the University at any time and for any reason (or for no reason at all), and the
right of Wilberforce University to terminate the employment of any employee at any time for
any lawful reason, or for no reason at all.

Involuntary Termination is the termination of the employment relationship between the
University and an employee resulting from the decision of the University.

Job Abandonment refers to the Voluntary Termination of the employment relationship when an
employee who is not on authorized leave fails to show up to work or fails to contact his or her
supervisor for three working days.

Layoff refers to Involuntary Termination that typically (although not exclusively) occurs due
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to lack of work, lack of funds, reorganization, elimination of position, reduction in force, or
grant expiration.

Voluntary Termination is the termination of the employment relationship resulting from the
voluntary decision of an employee to resign from the employment of the University and
includes but is not limited to resignation, inability or failure to return from an authorized leave
of absence, job abandonment, and retirement.

PROCESS:

Any termination of the employment relationship, whether voluntary or involuntary,
must be treated in a confidential, professional manner by all concerned. The Division of
Administration and Human Resources will share this information with others in the University
only as deemed necessary to complete the termination process and to resolve any issues relating
to the termination. Outside of the President of the University, the Vice President for
Administration and Human Resources (Chief Human Resource Officer — CHRO) is the only
agent of the University authorized to implement the termination process.

1. Voluntary Termination

a. An employee who voluntarily terminates their employment relationship should provide his
or her supervisor with adequate written notice, and preferably no less than two weeks in
advance, regardless of job classification.

b. An employee who voluntarily terminates the employment relationship should work the entire
notice period unless approved by the immediate supervisor.

c. An employee terminating voluntarily will be invited to complete an Exit Interview Form or
may request an in-person Exit Interview with Human Resources, in order to have the
opportunity to provide feedback to the University about the employment experience

d. The immediate supervisor is responsible for completing a Separation Checklist (available in
HR) prior to the departure of the terminating employee, in order to ensure the collection of
all University property, identification cards, etc., and the completion of other measures
necessary to protect the University during the separation.

2. Involuntary Termination

a. A supervisor contemplating involuntary termination of an employee must review the matter
with the next level of management and the CHRO prior to making a final determination.

b. Once the determination has been decided upon and approved by the Division Vice
President, the CHRO will move forward with the termination process.

*» As previously stated, outside of the University President the CHRO is the only agent
of the University authorized to perform the termination process. In the event that the
CHRO is unavailable and the circumstances for termination are extenuating, the
Vice President for Business and Finance may execute the termination process or an
individual selected by the President.

A supervisor should at no time discuss prior plans to terminate an employee with
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subordinates or any other University employee who is not involved in the
termination process

c. During the termination process a Police Officer must be present to ensure the safety of all
parties involved. If applicable, the terminated employee will be escorted back to their office
by Campus Police. If available another Senior Level Administrator may be present.

% During the termination process an employee will only be allowed to remove
personal items from the office.

«+ If there are any items that the employee may have forgotten, he/she must contact the
Office of Human Resources to arrange a date and time that those items can be picked
up. In the case that an employee has been banned from campus, the University will
make arrangements for the items to be delivered to the former employee in a time
frame that is most convenient for the University.

¢ At no time is a supervisor to handle a former employee’s personal items.

d. It is not necessary for an employee to be present for termination. An employee can be
terminated via telephone conversation or other methods if there are extreme extenuating
circumstances. This process will also be executed by the CHRO.

e. Post-termination the immediate supervisor is responsible for promptly completing a
Personnel Action Form (PAF). The PAF, and if applicable the letter of resignation from the
terminating employee, must be forwarded to the Department of Human Resources
immediately following termination of employment

AT-WILL EMPLOYMENT NOT AFFECTED:

Notwithstanding anything to the contrary stated in this policy, nothing herein is intended
to alter the at-will status of any employee. As stated in the Employee Handbook Wilberforce
University at all times retains the right to terminate any employee at any time for any lawful
reason, or for no reason at all.
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III. General University Policies

Section 3.01 Tobacco-Free Policy

1. Rationale
Wilberforce University recognizes the serious health consequences of tobacco use.
Tobacco is the leading cause of preventable death and disability in the United States.
Breathing secondhand smoke has been proven to result in a variety of negative health
effects. We want to provide our faculty, staff, students, and visitors with a tobacco-free
environment. To protect the health and safety of our campus community, Wilberforce
University is adopting a 100% tobacco-free campus policy.

2. Definition For the purpose of this policy, “tobacco product” means any substance
containing tobacco leaf, including but not limited to, cigarettes, cigars, pipe tobacco,
hookah tobacco, snuff, chewing tobacco, dipping tobacco, bidis, blunts, clove cigarettes,
or any other preparation of tobacco; and any productor formulation of matter containing
biologically active amounts of nicotine that are manufactured, sold, offered for sale, or otherwise
distributed with the expectation that the product or matter will be introduced into the human body
by inhalation.

3. Tobacco Use Prohibited
Tobacco use is prohibited.

A. By students, staff, faculty, visitors, vendors and contractors.

B. Atall times, 24 hours a day, seven days a week.

C. In or on all property owned, leased, or rented by Wilberforce University
including; in any building or facility (including, but not limited to, campus
housing, classroom buildings, libraries, dining halls, etc.); on all grounds
(including, but not limited to athletic grounds and stadiums, parking lots or
garages, walkways, etc.); in any vehicle owned, leased or chartered by
Wilberforce University.

Tobacco use should also be discouraged at any school-sponsored or related event when
such an event occurs off property owned by Wilberforce University.

4. Enforcement
Infractions of this policy by students, staff, and visitors will be addressed by established
Wilberforce University policies and procedures. Language regarding adherence to this
policy shall be included in all executed contracts (e.g., vendors, contractors).

5. Notification
Appropriate signs indicating that tobacco use is not permitted will be posted throughout
campus, at entrances and other appropriate locations on all academic buildings,
Administration spaces, parking lots, and all athletic fields and outdoor spaces.
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Students will be provided notice of this policy through student handbooks. Faculty and
staff will be provided with notice of this policy through personnel handbooks. All
campus vehicles (whether owned, rented, or leased) will display the international “No
Smoking” insignia.

6. Tobacco Promotion Prohibited

Tobacco advertising, sales (including vending machines), and distribution are prohibited
on college campus grounds, in all sponsored publications and at all college campus
sponsored events. All Wilberforce University campuses that are affiliated organizations
are prohibited from accepting any form of contribution including, but not limited to,
financial support, gifts (such as curriculum, book covers, speakers, etc.) or in-kind
support from the tobacco industry for the sponsorship or promotion of any event or
activity affiliated in any manner with Wilberforce University.

7. Tobacco Contribution Prohibited
This policy prohibits accepting any form of contribution from tobacco companies
including, but not limited to financial support, gifts (book covers, curriculum, speaking
engagements, signage), or in-kind support from the tobacco industry for the sponsorship
or promotion of any event or activity affiliated with Wilberforce University.

Section 3.02 Drug and Alcohol-Free Workplace Policy

Wilberforce University believes that it is very important to provide a safe workplace for all of its
employees. Therefore, in compliance with the provisions of the Drug-Free Workplace Act of
1988 and the Drug-Free Schools and Communities Act Amendments of 1989, it is the policy of
Wilberforce University that the unlawful manufacture, distribution, possession, use or abuse of
alcohol and illicit drugs on the Wilberforce University campus, on property owned or controlled
by Wilberforce University, or as a part of any activity of Wilberforce University is strictly
prohibited. In compliance with federal and state laws, as well as university regulations, the
possession, use, distribution, or sale of illegal drugs, including but not limited to marijuana,
cocaine, heroin, methamphetamines, and unauthorized prescription medications, is strictly
prohibited on university property. All employees and students are subject to federal, state, and
local laws related to this matter.

The illegal use of controlled substances is inconsistent with the behavior expected of university
employees. The use of controlled substances subjects all employees and visitors to our premises
to unacceptable safety risks and undermines the University’s ability to operate effectively and
efficiently. Therefore, the possession, use, sale, purchase, transfer, or being under the influence
of any illegal drugs or alcohol while on university premises or on university business is strictly
prohibited.

The University may require employees to submit to drug or alcohol tests on a random basis,
upon reasonable suspicion of being under the influence of drugs or alcohol, or after an accident.
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Employees convicted of controlled substance or alcohol-related violations (including pleas of
nolo contendere, (i.e., no contest) must inform the University within five (5) days of such
conviction or plea. Employees who violate this policy are subject to disciplinary action up to
and including termination.

Wilberforce University is committed to maintaining a drug-free learning and working
environment. In compliance with federal and state laws, as well as university regulations, the
possession, use, distribution, or sale of illegal drugs, including but not limited to marijuana,
cocaine, heroin, methamphetamines, and unauthorized prescription medications, is strictly
prohibited on university property. This policy applies to all students, faculty, staff, visitors, and
contractors.

Scope
This policy applies to all members of the university community, including but not
limited to:

e Students (full-time, part-time, online, or on-campus) — Governed by the Student
Handbook

o  Faculty and staff

e  Visitors, guests, and vendors

o  Contractors, consultants and temporary workers

Prohibited Conduct
The following actions are strictly prohibited on university-owned or controlled
property and during university-sponsored events:

1. Marijuana and Drug Use

o The use, possession, manufacture, distribution, or sale of marijuana in any form,
including but not limited to dried flower, edibles, oils, tinctures, vape cartridges,
and concentrates.

o The use, possession, manufacture, distribution, or sale of illegal drugs or
controlled substances without a valid prescription.

o Being under the influence of marijuana or any illegal drug while on campus or
while participating in any university-affiliated activity.

o Possession of drug paraphernalia or any materials used for the consumption or
distribution of drugs.

2. Smoking and Tobacco Products
o Smoking or vaping of any kind—including tobacco, electronic cigarettes (e-
cigarettes), vape pens, and other nicotine delivery systems—inside university
buildings, vehicles, or within 25 feet of entrances, exits, windows, and air intakes.
o Use of smokeless tobacco products such as chewing tobacco, snuff, or dissolvable
nicotine on university property.

Medical Marijuana - No Exception
Although some state laws permit the use of medical marijuana, federal law prohibits its use
on campus. As a recipient of federal funding, the university must comply with the Drug-Free
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Schools and Communities Act and the Drug-Free Workplace Act. Therefore, medical marijuana
use is not permitted on university property or at university-sponsored events, even for those
with valid prescriptions.

Enforcement and Consequences

Violations of this policy will result in disciplinary action, including but not limited to:
. Employees: Disciplinary measures up to and including termination of employment.
. Visitors and Contractors: Removal from campus and potential legal action.
. Legal Implications: Violators may be subject to federal, state, and local legal
penalties.

Reporting Violations
Any member of the university community who becomes aware of a violation of this policy
should report it to:

e Employees: Human Resources (937-708-5520)

e Students: Contact the Office of Student Engagement or Campus Police (937-313-
9049)

e  Visitors/Contractors/Alumni: Campus Police and Safety (937-313-9049)

Section 3.03 Code of Conduct (3250)

Applicability: This Code applies to the members of the Board of Trustees, all students, faculty,
and Administration personnel ("University Community"). Due to the sensitive
nature of some positions and the high degree of trust placed in those individuals
occupying such positions, this Code will place special responsibilities on
Trustees and Senior Administrative Personnel. For the purposes of this
document, the term "Senior Administrative Personnel" shall mean the President,
Provost, Vice Presidents, and Deans.

Summary All members of the University Community shall conform their conduct to the
following standards and avoid any conduct that is an actual or apparent violation of
these standards. This policy defines the University's Code of Conduct. Section
headings are:

1) Introduction and Purpose

2) Standards of Integrity and Quality

3) Confidentiality and Privacy

4) Conflict of Interest/Conflict of Commitment
5) Relationships with Vendors

6) Gratuities and Gifts

7) Human Resources
8) Financial Reporting
9) Compliance with Laws

10) Use of University Resources
11) Reporting
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Suspected Violations 3250.01

INTRODUCTION AND PURPOSE —

A. Introduction — As members of the Wilberforce University community we are
responsible for sustaining the highest ethical standards of this institution, and of the
broader community in which we function. The University values integrity, honesty, and
fairness and strives to integrate these values into its teaching, research, and business
practices.

B. Purpose — This Code (the "Code") is a shared statement of our commitment to
upholding the ethical, professional, and legal standards we use as a basis for our daily
and long-term decisions and actions. We all must be cognizant of and comply with the
relevant policies, standards, laws, and regulations that guide our work. We are each
individually accountable for upholding these standards of behavior and for compliance
with all applicable laws and policies.

C. Violations — Adherence to this Code also makes us responsible for bringing suspected
violations of applicable standards, policies, laws, or regulations to the attention of the
appropriate responsible office. Raising such concerns is a service to the University and
will not jeopardize one's position or employment. Confirmed violations will result in
appropriate disciplinary action up to and including termination from employment or
other relationships with the University. In some circumstances, civil and criminal
charges and penalties may apply.

D. Questions — Any questions regarding the intent or applicability of this Code should be
directed to the VP of Administration and Human Resources or the Board of Trustees
Audit Committee.

3250.2 STANDARDS OF INTEGRITY AND QUALITY
Wilberforce recognizes that it must earn and maintain a reputation for integrity that
includes but is not limited to compliance with laws and regulations and its contractual
obligations. Even the appearance of misconduct or impropriety can be very damaging
to the University. Wilberforce must strive at all times to maintain the highest standards
of quality and integrity.

Frequently, Wilberforce's business activities and the other conduct of its community
members are not governed by specific laws and regulations. In these instances, rules of
fairness, honesty, and respect for the rights of others will govern our conduct at all times.

In addition, each individual is required to conduct University business transactions with
the utmost honesty, accuracy, and fairness. Each situation needs to be examined in
accordance with this standard, no unethical practice can be tolerated on the grounds that
it is "customary" outside of Wilberforce or that it serves other goals. EXPEDIENCY
SHOULD NEVER COMPROMISE INTEGRITY.

3250.3 CONFIDENTIALITY AND PRIVACY
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Community members receive and generate, on behalf of the University, various types
of confidential, proprietary, and private information. It is imperative that each
community member complies with all federal laws, state laws, agreements with third
parties, and University policies and principles pertaining to the use, protection, and
disclosure of such information. Such policies apply even after the community member's
relationship with Wilberforce ends.

Unauthorized use of records and accounts can cause the University harm and therefore
access to such data should be closely controlled. Community members who improperly
convert these records and accounts for their own personal use or for the use of another
or who wrongfully disclose such records or accounts will be subject to appropriate legal
sanctions by the University. To further the enforcement of this standard of conduct, the
President or his/her cabinet may direct that certain employee execute confidentiality
agreements with the university as a condition for employment or continued employment.

Specific laws include but are not limited to - the Family Educational Rights and
Privacy Act (FERPA — Student Records); and the Health Insurance Portability and
Accountability Act (HIPAA — Personal Health Information)

3250.4 CONFLICT OF INTEREST/CONFLICT OF COMMITMENT

University Community members owe their primary professional allegiance to the
University and its mission to engage in the highest level of education, research and
development. Outside professional activities, private financial interests or the receipt of
benefits from third parties can cause an actual or perceived divergence between the
University mission and an individual's private interests. In order to protect our primary
mission, community members with other professional or financial interests shall
disclose them in compliance with applicable conflict of interest] conflict of commitment
policies.

Disclosure forms will be completed and submitted to the Human Resources department
annually by all faculty members, Board Trustees, and Senior Administration Personnel.
All other employees will be asked to complete the conflict-of-interest statement during
orientation and to update this information when a conflict may arise.
3250.5 RELATIONSHIPS WITH VENDORS

No member of the University Community may approve, recommend, or promote a
business transaction in which that person has a direct personal interest, or otherwise
cause the University to do business with a firm in which that person is an officer or
senior management employee or in which that person (directly or indirectly) owns more
than 5 percent interest, unless such person first discloses his/her relationship in writing
describing the relevant circumstances and estimated value of the business transactions
of the contemplated activity. The VP of Administration and Human Resources will
determine whether or not the proposed activity is fair to the University and if it would
result in the University foregoing revenues, or incurring costs in excess of the costs that
would be incurred from another vendor. The VP of Administration and Human
Resources will have the discretion, depending on the significance of the business, to
report this information to the Board of Trustees Audit Committee.
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3250.6 GRATUITIES AND GIFTS
No member of the University Community shall receive or solicit anything of value in
return for influencing the decision or exercising his/her discretion in a particular way
regarding a University matter. In addition, Trustees and Senior Administration
Personnel are prohibited from accepting or soliciting any gratuity or thing of value (for
which a fair market price has not been paid) for or because of any official act performed
or to be performed by the Trustee or Senior Administration Personnel in his or her official
capacity with the University. This provision does not prohibit the acceptance of an item
having a nominal value or ceremonial gifts received by Officers or Trustees of the
University in their official capacity.

3250.7 HUMAN RESOURCES
Wilberforce University is an institution dedicated to the pursuit of excellence and the
facilitation of an environment that fosters this goal. Central to that institutional
commitment is the principle of treating each community member fairly and with respect.
To encourage such behavior, the University prohibits discrimination and harassment and
provides equal opportunities for all community members and applicants regardless of
their race, color, religious creed, national origin, ancestry, sex, sexual orientation,
veteran status, marital status, age, disability (including HIV and AIDS), and medical
condition. Where actions are found to have occurred that violate this standard the
University will take prompt action to cease the offending conduct, prevent its recurrence
and discipline those responsible. Specific policies in support of this standard can be
found in the Employee Handbook or on the University website.

3250.8 FINANCIAL REPORTING
All University accounts, financial reports, tax returns, expense reimbursements, time
sheets, and other documents, including those submitted to government agencies, must
be accurate, clear, and complete. The accounts and records of the University are
maintained in a manner that provides for an accurate and auditable record of all financial
transactions in conformity with generally accepted accounting principles of the United
States, established business practices, and all relevant provisions of controlling law. No
false or deceptive entries may be made, and all entries must contain an appropriate
description of the underlying transaction. To the extent not needed for daily operating
transactions, all University funds must be retained in the appropriate University
accounts with appropriately designated financial institutions, and no undisclosed or
unrecorded fund or asset shall be established or maintained for any purpose.

3250.9 COMPLIANCE WITH LAWS
Members of the University community must transact University business in compliance
with applicable laws, regulations, and University policies and procedures. Managers
and supervisors are responsible for teaching and monitoring compliance. When
questions arise pertaining to the interpretation or applicability of a policy, contact the
individual who has oversight of the policy. Unresolved questions and/or interpretations
of laws and regulations should be referred to the VP of Administration and Human
Resources.

A.  Contractual Obligations — The acceptance of an agreement, including sponsored
project funding, may create a legal obligation on the part of Wilberforce University to
comply with the terms and conditions of the agreement and applicable laws and
regulations. Therefore, only the President or VP of Administration and Human
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Resources will be authorized to enter into agreements on behalf of the University.

B. Environmental Health & Safety, including Workplace Health & Safety — The
University community must be committed to protecting the health and safety of its
members by providing safe workplaces. The University will provide information and
training about health and safety hazards, and safeguards. Community members must
adhere to good health and safety practices and comply with all environmental health and
safety laws and regulations.

C. Non-University Professional Standards - Some professions and disciplines
represented at the University are governed by standards and codes specific to their
discipline or profession (i.e., certified public accountants, attorneys, licensed
psychologists, social workers, researchers etc.). Those professional standards generally
advance the quality of the profession and/or discipline by developing codes of ethics,
conduct, professional responsibility and standards by which their members are guided.
University community members who belong to such professions or disciplines are expected to
adhere to university policies and codes of conduct in addition to any professional standards. If
a community member believes there is a conflict between a professional standard and University

policy, he/she should contact Human Resources or the VP for Administration and Financial
Affairs.

3250.10 USE OF UNIVERSITY RESOURCES

University resources must be reserved for business purposes on behalf of the University. They
may not be used for personal gain and may not be used for personal use except in a manner that
is incidental, and reasonable in light of the employee's duties. University resources include, but
are not limited to: University systems, such as the internet, telephone systems, data
communication, and networking systems, and the Wilberforce University domain for electronic
communication, University equipment, such as computers and peripherals, University vehicles
and other equipment, procurement tools such as University issued credit cards and petty cash; and
the time and effort of staff, students and others at Wilberforce University.

3250.11 REPORTING SUSPECTED VIOLATIONS

A. Reporting to Management — Members of the Wilberforce community should report
suspected violations of this Code, applicable laws, regulations, or government contract
and grant requirements. This reporting should normally be made initially through
standard management channels, beginning with the immediate supervisor. If for any
reason it is not appropriate to report suspected violations to the immediate supervisor
(e.g. the suspected violation is by the supervisor) individuals may go to a higher level
of management. A Manager who receives such a report should immediately report the
matter to the VP of Administration and Human Resources or the President.

B. Other Reporting — all violations of laws or regulations should be reported internally
to the Senior VP of Business and Financial Affairs (937) 708-5711. Any suspected
violations of rules regarding federal funds may also be reported to this number.

C. Confidentiality — such reports may be made confidentially, and even anonymously,
although the more information given, the easier it is to investigate the reports. Raising
such concerns is a service to the University and will not in itself jeopardize employment.

D. Cooperation — all employees are expected to cooperate fully in the investigation of
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any reported or suspected alleged misconduct.

3250.12 ADDITIONAL OBLIGATIONS OF TRUSTEES & SENIOR
ADMINISTRATION PERSONNEL

Trustees and Senior Administration Personnel have a duty to the University to always act in
good faith, with the care that an ordinarily prudent person in a like position would exercise
under similar circumstances, end in a manner reasonably believed to be in the best interest
of the University. Persons occupying these positions of trust shall complete and submit on at
least an annual basis, a Conflict-of-Interest Disclosure Form ("form"). The form shall be
amended more frequently, as needed, whenever there is a material change in the circumstances
of the reporting person that would make the form then on file materially false or misleading.

Section 3.04 Civility Policy

Definitions

Civility:

1. Civilized conduct, including courtesy, dignity, and politeness.

2. Actions or expressions that demonstrate respect for others, even in situations of
disagreement.

Gossip:

1. Casual or unconstrained conversation or reports about other people, typically involving
unverified or private information.

2. The sharing of personal, sensational, or derogatory information about others that is not
necessary for legitimate University business.

Stalking:

1. A pattern of unwanted, fixated, or obsessive behavior directed at a specific individual that
would cause a reasonable person to feel fear, distress, intimidation, or concern for their
safety or the safety of others. Stalking behaviors may be physical, verbal, written,
electronic, or conducted through third parties.

Policy Statement

As members of the Wilberforce University community, staff, faculty, and students are expected
to interact with one another with professionalism, civility, and mutual respect. The University
1s committed to maintaining a safe, respectful, and inclusive environment for learning,
working, and living.

Conduct that undermines this environment, including but not limited to incivility, harassment,
bullying, intimidation, stalking, or threats of violence, will not be tolerated. When a community
member’s conduct falls below these expectations, it is the responsibility of the appropriate
supervisor, manager, director, dean, or vice president to address the behavior promptly and
appropriately.

The level of response will be determined by the nature, severity, frequency, and potential risk
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associated with the behavior. Conduct that presents a safety concern will be addressed
immediately and may involve Campus Police, Human Resources, or other appropriate offices.

Gossip and Workplace Conduct

Gossip can drain morale, distract from University work, damage professional relationships,
and create an unsafe or hostile environment. Wilberforce University is committed to fostering
a professional, respectful, and gossip-free workplace and learning environment.

Community members are expected to refrain from engaging in or perpetuating gossip,
including through electronic communications and social media, when such communications
negatively affect another individual or the University community.

Expected Behavior

Each member of the Wilberforce University community is expected to:

o Treat others with civility, dignity, and respect.

e Engage in constructive communication, even when disagreements arise.

o Respect personal boundaries and privacy.

e Report concerning or potentially dangerous behavior to the appropriate University office.

Disagreement and informed debate are valued in an academic community; however, such
discourse must always be conducted respectfully and without intimidation or harm.

Unacceptable Behavior

Unacceptable behavior includes, but is not limited to, conduct that interferes with the ability to

learn, work, or live in the University environment or that departs from standards of civility and

respect, including:

e Bullying or Intimidation: Repeated or severe behavior that demeans, humiliates, or
intimidates another person.

e Threatening Conduct: Verbal, written, or implied threats toward individuals or the
University community.

o Stalking: Repeated or unwanted contact, surveillance, following, monitoring, or
communication (including electronic or social media contact) that causes fear, distress, or
safety concerns.

o Harassment: Conduct that is hostile, abusive, or inappropriate and impacts an individual’s
ability to participate in University activities.

e Gossiping: Speaking negatively about another individual who is not present, sharing
private or personal matters without a legitimate business need, or participating in
conversations that demean or undermine others.

e Misuse of Social Media: Posting, sharing, or engaging with content that is threatening,
harassing, defamatory, or invasive of another person’s privacy.

Violence

Violence is behavior that causes physical harm to a person, damage to property, or creates fear
for one’s safety or the safety of others. This includes physical assault, attempted assault,
threatening gestures, or expressions of intent to cause physical harm. Violent behavior is
strictly prohibited and will result in immediate action.

Reporting and Guidance
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Community members who experience or observe concerning, threatening, stalking, or violent
behavior are encouraged to report the matter promptly to the Office of Human Resources,
Campus Police, or another appropriate University official. Guidance on identifying and
responding to threatening or violent behavior may be obtained through the Office of Human
Resources.

Violations

Any community member who violates this policy is subject to disciplinary action, up to and
including termination of employment, dismissal, suspension, or separation from the University,
consistent with applicable policies and procedures.

Visitors

Visitors, vendors, contractors, and family members of University community members are
required to comply with this policy while on University property or participating in University-
sponsored activities. Failure to comply may result in removal from campus and additional
action as appropriate.

Section 3.05 Elevator Use Policy (Academic Building)

The elevators located in the Academic Buildings are deemed “service” elevators; therefore, use
of these elevators is prohibited unless medically necessary. Thus, only an employee or student,
with specific documentation or a disability may be granted temporary access to these specific
elevators.

Students and Staff:

Before a student or staff member is granted access to the elevators, the university requires the
student or staff member to obtain from a physician, or other appropriate medical personnel,
documentation of the following:

1. That the required use of an elevator has been deemed medically necessary by the
physician or other appropriate medical personnel.

2. The dates that the individual requires the use of the elevators.

These documents shall be kept in the Office of Human Resources. Only staff and students
who have submitted such a document shall be permitted access to these elevators.

Visitors:

Visitors, vendors, and contractors, requiring the use of the elevators shall report to the Office
of Human Resources. The Maintenance Team will then be contacted to escort the visitors to the
elevators and throughout the buildings for the duration of their visit.

Elevator Key Disbursement:

Keys will be disbursed temporarily, based on the duration that the medical personnel have
recommended. An elevator operating key for the academic buildings will be disbursed to the
student or employee, once the Office of Human Resources has received the appropriate
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documentation. The employee or student will sign for the key on the Acknowledgement
of Receipt form and will sign again once the key has been returned to the office. Lost or stolen
keys will generate a $40 replacement charge, to be paid before another key may be disbursed.
Individuals violating any of the listed restrictions forfeit their authorization for use of the
academic building elevators. Employees violating any of the listed restrictions are subject to
disciplinary actions including possible termination.

Acceptable Elevator Use:

Students and Employees granted permission to utilize the academic elevators shall adhere to all
elevator safety guidelines. Only one person may accompany the authorized individual on these
elevators. The authorized individual is not to give their assigned key to any other employee or
student for use.
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IV. Time and Attendance

Section 4.01 Attendance and Promptness Policy

Purpose

The purpose of this policy is to establish clear expectations regarding employee attendance and
punctuality to ensure the effective operation of the University and the consistent delivery of
services to students, faculty, staff, and the campus community.

Policy Statement

Regular, reliable, and punctual attendance is an essential function of every position at
Wilberforce University. Employees are expected to report to work on time, remain on duty for
their entire scheduled work period, and return promptly from rest and meal periods.

Employees must accurately record and report all work time and leave time in accordance with
University procedures. A leave form or approved leave request is required for all instances of
tardiness, early departure, or absence, regardless of reason.

Reporting Absences and Tardiness

When an employee is unable to report to work as scheduled or anticipates being late, the
employee is required to notify their supervisor as soon as possible and no later than the start of
the scheduled work period, unless circumstances prevent timely notification. Leaving a
voicemail or message is acceptable when direct contact is not possible.

Failure to properly notify a supervisor may result in the absence being considered unexcused.

Attendance Expectations

Punctual and regular attendance is expected of all employees. Excessive, habitual, or abusive
tardiness or absenteeism—whether excused or unexcused—may disrupt operations and
negatively impact the University community.

An employee who fails to report to work and does not notify their supervisor for three (3)
consecutive scheduled workdays will be considered to have voluntarily abandoned their
position, and employment may be terminated accordingly.

Medical Documentation

Employees who are absent for more than three (3) consecutive scheduled workdays due to
illness or non-work-related injury may be required to provide a medical certification or
statement from a licensed healthcare provider verifying the need for absence and, if applicable,
fitness to return to work.

A pattern of intermittent or sporadic absences may result in a supervisory inquiry. In such cases,

supervisors may require medical documentation or other substantiation for each absence,
consistent with applicable laws and University policies.
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Corrective Action

Excessive or abusive tardiness and absenteeism may result in leave without pay and/or
corrective or disciplinary action, up to and including termination of employment. Supervisors
are expected to consult with the Office of Human Resources prior to initiating disciplinary
action related to attendance to ensure consistency and compliance with applicable laws.

Section 4.02 Working after Normal Business Hours Policy

Wilberforce University is committed to ensuring the health, safety, and welfare of all
employees, students, and visitors at all times. To ensure the continued safety of all personnel
the following guidelines have been implemented and must be adhered to.

The University can be accessible 24 hours per day, 7 days per week, weekends, and
University holidays to all authorized personnel including both members of the faculty and staff.

In the case of an emergency or planned maintenance, there is also the need, from time to
time, for other people, such as contractors, to have authorized access to the premises after hours.

All persons needing access to the University premises after normal business hours are
expected to adhere to the following guidelines:

1. 24-hour advanced notification must be given to the Wilberforce University Police
Department by phone at (937)  708-5780 or via email at
wilberforcepolice@wilberforce.edu; except in the case of a maintenance/facility
emergency. Entry without advanced notification is highly discouraged;
employees seeking entry without advanced notification must go directly to the
Campus Police and Safety Office to request entry.

2. Hourly employees must have Supervisor approval prior to working outside of their
regularly scheduled hours. Prior Supervisor notification for salary employees is
recommended as an additional safety precaution.

3. All employees must carry and present to Campus Police/Security at their request a
university-issued photo identification or a state-issued photo identification. In the
case of a contractor or subcontractor and other non-members of the University
Community, a company photo identification or state-issued photo identification
must be presented upon request. No unauthorized entry to University Buildings is
permitted.

4. While  working  after normal  business  hours employees and
contractors/subcontractors must take all reasonable steps to protect the health and
safety of themselves, their colleagues, and other members of the University
Community.

5. Employees and contractors/subcontractors must comply with all relevant University

policies, state codes, regulations, and OSHA statutes.
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DEFINITION(S):

AFTER NORMAL BUSINESS HOURS: After normal business hours is usually any time
between the hours of 6pm — 7am Monday through Friday, all day Saturday, Sunday and
University holidays. The purpose of the time definition is to clarify when infrastructural support
from other staff presence is not provided. Examples of infrastructural support during working
hours include support processes such as - Administration, maintenance, technical, custodial and
supervisory suppott.

Section 4.03 Paid Time-Off Policy

A. PAID TIME OFF:

Wilberforce University believes that paid time off for relaxation, recreation, personal and
family illness or personal business is important for employees’ morale and well-being.
Therefore, the University offers a plan of Paid Time-Off (PTO) for eligible employees to use for
vacation, illness or injury, religious or cultural observations, medical and dental appointments
or other personal business. It combines traditional leave plans into one flexible, paid time-off
policy. Regular, full-time, 12-month employees are eligible to earn and use PTO as described
in this policy.

Regular, full-time employees earn PTO according to the chart below. Employees will begin
to accrue PTO beginning the first day of employment; however, PTO may not be utilized during
the employees’ Probationary Period. In the first year of employment, PTO is accrued at the
rate of one (1) day per month. A staff member who is terminated during this period will not
receive payment for PTO. When hired on or before the 15™ of the month, a full month’s accrual
will be credited for the first partial month of employment. When hired after the 15" of the
month, no accrual will be credited for the first partial month of employment. Every year
thereafter employees will receive PTO days at the beginning of the fiscal year (July 1); PTO is
use or lose and must be used prior to the end of the fiscal year (June 30).

Request for PTO to be utilized as vacation time must be approved by your supervisor before
being used. Vacations should normally be planned either in the summer months or when
university classes are not in session during the academic year. Supervisors are responsible for
ensuring that vacation requests do not interfere with the smooth running of the Department. The
university reserves the right to assign vacation periods according to the needs of the department
and may deny requests that could jeopardize the smooth running of the university. Employees
who voluntarily separate from the university may not use PTO during the last two (2) weeks of
employment.

In accordance with the University’s Attendance Policy, excessive absenteeism or tardiness—
whether excused or unexcused—may result in disciplinary action, up to and including
termination. Employees who fail to report to work for one (1) day without notifying their
supervisor (a "no call-no show") will be considered to have voluntarily abandoned their
position. Additionally, any employee absent for three (3) consecutive workdays due to illness
must provide a certified physician’s statement before returning to work. Paid Time Off (PTO)
will continue to be used during this period until the required documentation is received.
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The employee and the supervisor are responsible for keeping a current record of PTO
utilized. All employees must submit a leave slip for use of PTO. The Payroll Office will deduct
leave for any employee who is found to not properly submit a leave form for any absences. All
absences will be verified by the Office of Human Resources and leave will be submitted to the
Payroll Office for deduction from the employee’s PTO.

As stated above PTO time is use or lose and must be utilized by the end of the fiscal year
(June 30). PTO must be taken within the fiscal year in which it is granted and may not be carried
forward into the next fiscal year; only EIB time is carried forward.

Mandatory Use of PTO: Division Vice Presidents have the right to manage unused PTO time
for employees. A Vice President may determine quarterly if an employee has excessive accrued
time that must be utilized before fiscal year end and make it mandatory that an employee utilize
PTO.

Blackout Dates: Various Departments have certain times of the year when the use of PTO is
not conducive to the productivity of the Department. Vice Presidents can determine days that
an employee may not be allowed to schedule use of PTO. This determination should be made
at the beginning of the fiscal year or at the time of hiring but may be adjusted as needed.

Paid Time-Off Accrual

Years of Service PTO Days Accrued Annually
Ten (10) Month Employees (Staff Only) 5 Days (No annual accrual)
Less than two (2) years 15 Days
Two (2) years but less than five (5) years 20 Days
Five (5) years but less than ten (10) years 25 Days
Ten (10) years but less than fifteen (15) years 30 Days
Fifteen (15) years plus+ 35 Days

Extended Illness Bank (EIB): EIB days are to be utilized for serious illness requiring time off
under the directive and care of a physician. All serious illnesses must be documented by a
Certified Physician Statement and submitted to the Office of Human Resources. Unused PTO
days may be carried over at the end of the fiscal year at the amount calculated and shown in the
chart below; maximum PTO days to be carried over are also listed in the below chart. EIB days
are not additional PTO days; EIB days are carried forward from PTO time not utilized. Unused
PTO days will be automatically transferred into the employee’s EIB through ADP — the
University’s Payroll Management System. PTO banked into the employee’s EIB does not
have a cash value upon termination.
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Maximum EIB Carryover from Unused PTO Time

Years of Service Extended Illness Bank
Less than two (2) years Three (3) days max carryover
Two (2) years but less than five (5) years Six (6) days max carryover
Five (5) years but less than ten (10) years Nine (9) days max carryover
Ten (10) years but less than fifteen (15) years Twelve (12) days max carryover
Fifteen (15) years plus+ Fifteen (15) days max carryover

PTO payouts will not be made in lieu of taking vacation. Employees who leave the University
whether voluntary or involuntary shall receive PTO payout on a pro-rated basis. Employees who
leave employment within the first year of employment will not receive a payout for PTO. In no
case shall total pay for unused PTO exceed twenty (20) days.

Key Chart:

PTO =Paid Time-Off Max = Maximum
EIB = Extended Illness Bank

Section 4.04 Paid Holiday Policy

Wilberforce University grants eligible employees up to nine (9) paid holidays per year.
All regular employees who completed ninety (90) days of continuous service are eligible to
receive holiday pay for holidays that fall within their scheduled work year. The University
observes the following holidays:

e New Year’s Day

* Martin Luther King Jr.’s Birthday
* Good Friday

*  Memorial Day

* Juneteenth

* Independence Day

* Labor Day

* Thanksgiving Day

* Day following Thanksgiving Day
*  Christmas Day

The University may grant additional paid holidays at its discretion on a year-by-year
basis. Eligible employees whose scheduled work year is less than twelve (12) months, (i.e. 9-
or 10- months), will be granted all paid holidays that fall within their respective work year.
Holidays that fall on a Saturday will be observed on the preceding Friday. Holidays that fall on
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a Sunday will be observed on the following Monday. In order to receive holiday pay, eligible
nonexempt employees must work their regularly scheduled hours on their last scheduled
workday preceding the holiday and on their first scheduled work day following the holiday.

Employees who work in departments that must maintain 24-hour, 7-day per
week operations will be paid according to the following: If you work the holiday or if the
holiday falls on your scheduled day off, you will receive either 8 hours of holiday pay or another
day off designated as the holiday to be determined by your supervisor.

Section 4.05 Bereavement Leave Policy

Eligible regular, full-time employees who have completed ninety (90) days of continuous
employment will be granted up to three (3) consecutive work dates of paid leave in the event of
the death of an immediate family member as defined below. The University will grant the
employee two (2) additional days of paid bereavement leave when the funeral of an immediate
family member is held more than two hundred (200) miles from the University.

For the purposes of bereavement leave only, the immediate family member shall include:
spouse, child, parent, sibling, parent-in-law, grandparent, grandchild, step-parent, stepchild, step
or half-sibling, son or daughter-in-law, legal ward or guardian or individual with whom the
employee permanently resides or resided.

The University will grant eligible employees one (1) day of paid bereavement leave in the
event of the death of an extended family member. For the purposes of bereavement leave only,
extended family members include uncle, aunt, nephew, niece, brother-in-law, or sister-in-law.

The University may require proof of such death as a condition of receiving pay for funeral
leave.

Section 4.06 FMLA (Family Medical Leave Act) Policy

Family and Medical Leave Act Leave

Wilberforce University grants eligible employees up to twelve (12) weeks of unpaid Family
and Medical Leave Act (“FMLA”) leave within a 12-month period for the birth of a child and
subsequent childcare, the placement with the employee of a child through adoption or foster
care, the employee's own serious health condition or the serious health condition of a spouse,
dependent child (under 18 unless incapable of self-care due to mental or physical disability), or
parent.

If a husband and wife both work for the University and each wants to take leave for the

birth, adoption or foster care placement of a child, or to care for a parent with a serious health
condition, the husband and wife may take only a combined total of 12 weeks of leave.
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Eligibility:
To qualify for FMLA leave employees must:

l. Have worked for the University at least 12 months prior to the start of the leave.
2. Have actually worked at least 1,250 straight time hours during the 12-month
period immediately before the beginning of the leave.

Requesting FMLA Leave:

Except when FMLA leave is not foreseeable, employees requesting family or medical leave
under this policy must submit the request in writing to Human Resources as soon as possible
after the employee knows of the need for the leave in order to give the University adequate
time to process the request and make appropriate adjustments. FMLA Leave forms and
Physician Certification forms can be obtained in the Office of Human Resources. Any leave
taken for the purpose of caring for the birth, adoption or foster care placement of a child, or to
care for a spouse, child or parent with a serious health condition or for the employee’s own
serious health condition (including leaves due to workplace injury), will be counted as leave
taken under the FMLA Leave.

Serious Health Condition Definition:

A serious health condition is defined as a condition that requires inpatient care at a hospital,
hospice, or residential medical care facility, or a condition that requires continuing care by a
licensed health care provider. A serious health condition also includes a chronic or long-term
health condition that, if left untreated, would result in a period of incapacity of more than three
(3) days. It is a condition that leaves the employee unable to perform his or her job.

Pay During FMLA Leave:

FMLA leave is unpaid leave. For employees who have accrued Paid Time Off (PTO) the
University requires that PTO be used during FMLA Leave. When those available days are
exhausted, the FMLA Leave will become unpaid for the remainder of the FMLA Leave.

Continuation of Benefits During FMLA Leave:

While you are on FMLA leave, the University will continue your health insurance and other
benefits at the same level and under the same conditions as if you had continued to work.
Employees who use their available PTO will continue to have authorized payroll deductions to
collect the employee’s share of any health insurance or other premiums. Employees who do not
have enough PTO to receive pay during the leave must continue to make any required insurance
premium payment. The payment must be received by the 10th of each month for that month's
coverage. If the payment is more than 30 days late, your health insurance coverage may be
canceled by the carrier for the duration of the leave.

Intermittent Leave or Reduced Work Schedule:

Family and Medical Leave may be taken in consecutive weeks. In addition, when medically
necessary, FMLA leave may be taken intermittently or in a reduced-hour work week or workday
schedule. Employees must make reasonable efforts to schedule planned medical treatments so
that the work of the department can continue smoothly.
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The University may temporarily transfer an employee to an available alternative position
with equivalent pay and benefits if the alternative position would better accommodate the
intermittent or reduced schedule leave. In all cases, the intermittent or reduced work schedule
leave may not exceed the equivalent of twelve (12) weeks of time off.

Certification of Serious Health Condition:

Employees requesting FMLA leave due to their own serious health condition or due to the
serious health condition of a family member must submit medical certification of the serious
health condition. Failure to provide timely, appropriate medical certification may result in denial
or delay of the leave. Certification is provided by completing and submitting a completed
Medical Certification Form to Human Resources.

Certification of the serious health condition must include the following:
the date when the condition began;

the condition's expected duration,;
the medical facts regarding the condition; and
a brief statement of treatment

YV V VY

In the event of the employee’s own serious health condition, the University may require a
second medical opinion by a physician selected by the University, at its expense. If necessary
to resolve a conflict between the original certification and the second opinion, the University
will (at its expense) require the opinion of a third physician, selected jointly by the University
and the employee. The opinion of the third physician will be final.

While on FMLA leave, employees must provide periodic medical certifications every
thirty
(30) days regarding the status of the medical condition and the employee’s expected date of
return to work. Failure to provide updated medical certifications within fifteen (15) calendar
days of the request may result in denial of continued leave.

Before returning to work from an FMLA leave due to the employee’s own serious health
condition, employees must submit a medical certification indicating the employee’s ability to
return to work and any restrictions on the employee’s ability to perform the essential functions
of the job. The University may also require a physical examination, at university expense, to
determine fitness for duty.

Returning From FMLA Leave:

Employees on FMLA Leave must notify Human Resources at least two (2) workdays in
advance of returning to work and must present medical clearance. Upon return to work from an
FMLA leave, employees will be returned to the same job or a job with equivalent status, pay,
benefits, and other employment terms.

44 |Page



Section 4.07 Job Abandonment Policy

An employee who is absent from duty for more than three (3) consecutive business days
without giving notice to the appointing authority or appropriate manager concerning the reason
for such absence and without securing permission to be on leave; or anyone who fails to report
for duty or to the immediate supervisor or the appointing authority within two (2) business days
after the expiration of any authorized leave of absence; any unusual circumstances causing the
employee’s absence or preventing the employee’s return, is considered as having resigned not in
good standing.

In accordance with the University’s Attendance Policy, excessive absenteeism or tardiness
whether excused or unexcused—may result in disciplinary action, up to and including
termination. Employees who fail to report to work for one (1) day without notifying their
supervisor (a "no call-no show") will be considered to have voluntarily abandoned their
position. Additionally, any employee absent for three (3) consecutive workdays due to illness
must provide a certified physician’s statement before returning to work. Paid Time Off (PTO)
will continue to be used during this period until the required documentation is received.

Section 4.08 Jury Duty Policy

Employees summoned for jury duty should immediately notify their supervisor and the
Office of Human Resources. Upon submitting the jury duty summons or notice to their
supervisor and the Office of Human Resources, employees shall be excused from work on the
dates they are scheduled to serve and shall receive their regular pay for each day of service.

To qualify for paid jury duty, leave, employees must submit to the Office of Human
Resources a copy of the summons as soon as it is received. In addition, upon returning to work
employees must submit to the Office of Human Resources proof of service in order to receive
their regular pay. In the event of early dismissal from jury duty, employees are expected to
return to work.

Section 4.09 Unpaid Military Leave Policy

It is the policy of Wilberforce University to grant unpaid military leaves of absence to
employees who are in the United States Armed Forces, United States Armed Forces Reserves
or National Guard and who are called to active duty and/or required to attend mandatory
training. The University will fully comply with the Uniformed Services Employment and Re-
Employment Rights Act of 1994. Employees who wish to receive pay during an unpaid military
leave of absence may use any available paid vacation or personal days.

Employees who request military leave must notify their supervisors immediately upon
receipt of the call to active duty and/or mandatory training. Employees who are called to
emergency active duty due to riot, catastrophe, or national emergency and who are unable to
provide prior notice must designate someone to notify their supervisors immediately.
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Section 4.10 Short-Term and Long-Term Disability Policy

Provider: MetLife Co.

e  Coverage Period: Up to 11 weeks of income replacement.
e Benefit Amount: Up to 60% of pre-disability earnings.

e Weekly Maximum Benefit: $1,000

Procedure:

1. Notify your supervisor and the Human Resources (HR) Department prior to applying.

2. Submit your claim directly to MetLife’s Claims Department. Contact information will be
provided by HR.

Long-Term Disability (LTD)

Provider: MetLife Co.

e Coverage Period: Begins after a 90-day elimination period.
e Benefit Amount: Up to 60% of pre-disability earnings.

e Monthly Maximum Benefit: $6,000

Procedure:

1. Notify your supervisor and the HR Department to coordinate the transition from STD to
LTD, if applicable.

2. Submit your claim directly to MetLife’s Claims Department. Contact information will be
provided by HR.

Important Considerations

e Leave due to disability is subject to Family and Medical Leave Act (FMLA) guidelines, as
detailed under the “Unpaid Leave” section of the employee handbook.

e Employees are responsible for submitting timely and complete medical certification to
support their disability claim.

e The HR Department will assist in providing contact information and coordinating the
claims process with MetLife.

Note: This policy offers financial support during periods of disability but does not guarantee
job protection beyond what is provided under applicable laws such as FMLA.

Section 4.11 Voting Leave Policy

Voting Leave Policy as it relates to all full-time exempt and non-exempt, non-bargaining
unit employees:

Under the Ohio Revised Code 3599.06 the University must grant “a reasonable amount
of time” to vote on Election Day. In accordance with bargaining unit agreements, the University
has deemed two (2) hours of paid leave to all full-time employees who are registered to vote.
Time off must be coordinated and approved by the individual employees’ immediate supervisor.
If an employee is out for voting purposes beyond the approved two (2) hours the employee must
utilize vacation or personal leave for the additional time off.
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Supervisors must work with each employee to allow individuals the opportunity to vote
on Election Day. Employees can utilize this leave either before coming to work or by leaving
work early; all leave must first be approved by the immediate supervisor.
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V. Classification and Pay Policies

Section 5.01 Payroll Schedule and Deductions Policy

Wilberforce University employees are typically paid via Direct Deposit on either
a bi-weekly or monthly basis:
e Bi-weekly employees are generally paid on Fridays.
e  Monthly employees are typically paid on the first day of the following
month.
e Ifascheduled payday falls on a university-observed holiday, employees
will receive their pay on the preceding business day.

Payroll Deductions
The University makes all required deductions from employees’ paychecks,
including:
e Federal, state, and local taxes
e Other mandatory withholdings as required by law

Additionally, payroll deductions may be made for voluntary withholdings,
provided the employee has submitted written authorization. Examples include:
e  Union dues
e  Voluntary life insurance
e  Other approved deductions

For questions regarding payroll schedules or deductions, please contact
the Payroll Office.

Section 5.02 Mandatory Direct Deposit Policy

Purpose

The purpose of this policy is to establish Wilberforce University’s requirement that all
employees receive wages through direct deposit. Mandatory direct deposit promotes efficiency,
accuracy, security, and timely payment of wages while reducing administrative costs and risks
associated with paper checks.

Scope
This policy applies to all Wilberforce University employees, including full-time, part-time,
temporary, and student employees, unless otherwise prohibited by law.

Policy Statement

Wilberforce University requires employees to receive all wages and salary payments through
direct deposit to a financial institution of the employee’s choosing. Paper paychecks will not be
issued except where required by law or approved as a limited exception by the Office of Human
Resources and Payroll.
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A. Employee Responsibilities
Employees are responsible for:

e Completing and submitting the required direct deposit authorization form.

e Providing accurate and current banking information.

e Notifying the Office of Human Resources or Payroll promptly of any changes to
banking information.

Employees who fail to submit or maintain valid direct deposit information may experience
delays in wage payments.

B. Timing and Implementation

e New employees must enroll in direct deposit as a condition of employment and no later
than the first day of work.

o Employees who do not complete direct deposit enrollment prior to their first payroll may
receive one manual check, after which direct deposit enrollment is mandatory.

C. Changes and Updates

Employees may change their direct deposit information at any time by submitting updated
authorization forms. Changes must be submitted by the payroll processing deadline to be
effective for the next scheduled pay date.

D. Exceptions

Exceptions to this policy will be granted only when required by applicable state or federal law
or under extraordinary circumstances approved by the Office of Human Resources and Payroll.
Approved exceptions may be temporary and subject to periodic review.
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V1. Benefits Policies

Section 6.01 Medical Benefits Policy

The University recognizes the importance and value to you and your family of access
to healthcare in order to maintain health, prevent illness, and treat medical conditions that arise.
Therefore, Wilberforce University provides health care benefits to eligible employees to assist
with the cost of medical care including, preventive medical care, physician visits,
hospitalization, surgical care, dental, and vision care. The University pays the majority of the
premium costs for employee coverage.

Eligibility:

Regular, full-time employees are eligible to enroll in the health insurance plan on the
first day of the month after completing thirty (30) days of continuous employment at the
University. Wilberforce pays the major portion of the premium cost for the employee. Employees
may provide medical insurance coverage for their eligible dependents by paying an additional
premium cost for dependent or family coverage.

Definitions:
Dependent Eligibility

Spouse - An individual whose marriage to a covered employee is recognized by the
Internal Revenue Service for federal income tax purposes.

Dependent Child - A dependent child of a covered employee who meets all of the
following eligibility criteria:
0 Has not reached the age limit of 26 (e.g., 26th birthday); and 0 Fits into one of the
following categories:
1. Employee’s biological child
2. Employee’s adopted child or child placed with the employee for adoption
3. Employee’s stepchild
4. Child for whom the employee has legal guardianship, or legal custody, and such
child is the employee’s tax dependent
Ineligible Dependents - Dependents who do not meet the eligibility requirements outlined in
the above section.

Health Benefit Options

Medical Benefits — Regular, full-time employees are eligible to enroll in the health insurance
plan on the first day of the month after completing thirty (30) days of continuous employment
at the University. Wilberforce pays the majority portion of the premium cost for the employee.
Employees may provide medical insurance coverage for their eligible dependents by paying an
additional premium cost for dependent or family coverage.
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Vision Benefits — The University provides insurance coverage for vision. The University pays
the major portion of the premium cost for the employee. Employees may provide vision
coverage for their eligible dependents by paying the additional premium cost for dependent or
family coverage.

Dental Benefits — The University provides insurance coverage for dental. The University pays
the major portion of the premium cost for the employee. Employees may provide vision
coverage for their eligible dependents by paying the additional premium cost for dependent or
family coverage.

Section 6.02 Retirement Match Policy

Wilberforce University encourages all employees to begin planning early for their
retirement to ensure long-term financial security for themselves and their families. As part of
this commitment, the University offers a retirement match program designed to support
employees in their efforts to save for the future.

The University makes retirement contributions through TIAA-CREF, a premier insurance
company for school and university employees. You are encouraged to begin planning for
retirement early in your career so that university retirement benefits, federal Social Security
benefits, and income from personal investments can work together to build a strong financial
foundation for the future.

Eligibility for Matching Contributions
To be eligible to receive matching contributions from Wilberforce University, employees must
meet the following criteria:

e Be employed in a full-time position at Wilberforce University.

e Have an active retirement account through TIAA.

e Have been an employee for one (1) full year and personally contributing at least 3% of
their income into the retirement plan for a minimum of one (1) full year prior to receiving
the university match.

Matching Contributions

e Once the above conditions have been met, Wilberforce University will begin matching
employee contributions at a rate of 3% after each pay period.

e Matching contributions are made on a per-pay-period basis and are contingent upon the
employee maintaining their personal contribution at or above the required 3%.

Interruption of Contributions
o If an employee halts or reduces their personal contributions below the 3% minimum, the
University will cease matching contributions immediately.
o The employee will then be required to restart the process, contributing at least 3% of their
income for one (1) full year before becoming eligible again for matching contributions.
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This policy is intended to support consistent, long-term saving habits that will benefit
employees in their retirement years, while also providing an opportunity to become vested in
Wilberforce University. Employees are encouraged to take full advantage of this benefit and
to seek financial guidance as needed to plan for a secure and stable future.

Section 6.03 Health Savings Account Process

Definition - Health Savings Account: 1. Health Savings Account (HAS) administered by 5/3
Bank, is a tax advantage medical savings account designed to empower you to manage your
healthcare costs. All accounts are subject to Internal Revenue Service (IRS) guidelines.

Eligibility:
The HSA plan is available to all benefit-eligible employees who have opted to enroll in
the Wilberforce University health insurance HSA plan.

Enrollment:

You must open an HSA account through 5/3 Bank in order for Wilberforce University
to be able to make its incentive deposits to your account. If you are new to an HSA, you will
receive information on how to set up your account with 5/3 Bank.

Stipulations:

If you do not immediately complete the enrollment process by opening your HSA
account through 5/3 Bank, all attempted University contributions will be forfeited until the
account is opened. This is a personal checking account; it is the employee’s responsibility to
open their own HSA account. If you need assistance with opening the HSA account, please
contact the Office of Human Resources, Benefits Administrator. Under no circumstances will
contributions from the University be made retroactively to the date the account is opened.

Section 6.04 Involuntary Life Insurance Policy

Wilberforce University provides involuntary life insurance for eligible employees under
a group life insurance policy in an amount equal to two (2) times the employee’s annual pay.
The University pays the full cost of the premium on your behalf. Full-time employees are
eligible for this life insurance benefit after ninety (90) days of employment.

Section 6.05 Tuition Benefit Program Policy

Wilberforce University encourages employees to attend educational programs in order to enrich
themselves, develop their skills, and enhance their performances. Therefore, the University has
two (2) programs to assist eligible employees in meeting the cost of educating themselves and
their families. The programs are:

1. Tuition Waiver to attend Wilberforce University undergraduate programs;
2. The Tuition Exchange to attend a member school of The Council of Independent Colleges.
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Regular, full-time employees who have completed the requisite employment requirements are
eligible to receive benefits from these programs in accordance with the respective program
guidelines. Employees who enroll in courses under these tuition benefit programs must attend
classes outside of their scheduled working hours and must continue to perform their duties at a
satisfactory level.

Undergraduate Tuition Waiver to Attend Wilberforce University

Eligible regular, full-time employees, their spouses, and dependent children may be granted a
full or partial waiver of tuition costs to enroll in undergraduate Wilberforce University courses.
Eligible employees and their spouses or dependent children who are seeking a tuition waiver
must follow the University admissions procedure and must meet the requirements and criteria
for admission. Employees requesting an undergraduate tuition waiver must complete and
submit to

Human Resources a Request for Undergraduate Tuition Waiver Application. The request must
be approved prior to the first day of class.

Full or partial tuition waivers may be granted according to the following prerequisites:

* Regular, full-time employees who have completed one (1) year of continuous employment
with the University may be granted a full or partial waiver of the cost of Wilberforce
University undergraduate tuition for themselves.

* Regular, full-time employees who have completed two (2) years of continuous employment
with the University may be granted a full or partial waiver of the cost of Wilberforce
University undergraduate tuition for their spouses or dependent children. A dependent child
is: the employee’s unmarried, dependent child who is less than twenty-three
(23) years of age on the first day of the semester; a full-time student; and claimed as a
dependent on their parent’s income tax return for the two (2) preceding years.

* Employees seeking the tuition waiver will be required to supply verification of the
information submitted. The Office of Financial Aid may not refund excess tuition to the
student or to the employee who receives a full or partial tuition waiver.

Council of Independent Colleges Tuition Exchange Program

Wilberforce University is a member of the Council of Independent Colleges (CIC). CIC is a
network of independent colleges and universities that provides a Tuition Exchange Program
(TEP) to eligible regular, full-time employees of the member institutions, their spouses, and
eligible dependent children. All regular, full-time employees who have completed one (1) year
of continuous employment at Wilberforce University are eligible to apply for the CIC Tuition
Exchange Program.

Each participating CIC institution agrees to accept as students a limited number of employees
and/or their dependent family members from other CIC institutions on the same admission basis
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as it accepts other students. Employees are responsible for non-tuition charges (i.e. room, board,
fees, books, and supplies) incurred at the CIC institution in which they or their dependent family
members enroll.

A listing of member colleges and universities and TEP application information is available
online at the below link and in the Office of Human Resources:

https://www.cic.edu/member-services/tuition-exchange-program
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DISCLAIMER: The policies and procedures in this handbook are subject to
change at the discretion of the University at any time and without prior notice. You
will be informed of major changes and may receive updated information from time to
time with a thirty (30) day notice.
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