Staff Employment Handbook

Office of Work Life Engagement
Updated 01/2019

INTRODUCTION
This Handbook serves as an overview of Anderson University policies, procedures and
employment guidelines for staff employees. The handbook is intended to provide university
managers with the information necessary to fulfill their responsibilities to employees and a
foundation for consistency and fairness in the treatment of employees. The handbook is also
intended to help staff become better acquainted with the university and the policies that affect
employment.
It is expected that managers become familiar with the contents of this handbook and apply the
appropriate policies and procedures as needed. Questions or clarifications regarding the
contents may be directed to the Director of Work Life Engagement or the administrator
responsible for other policies referenced.
A brief overview of the handbook is included in new employee orientation however it is the
responsibility of each employee to become familiar with the handbook contents. Employees are
provided a copy of the handbook and are responsible for the information it contains. The
handbook may also be accessed online at http://anderson.edu/uploads/hr/staff-handbook.pdf.
The university reserves the right to make changes in content or application of policies and
information in this Handbook as deemed appropriate. Changes may be implemented even if
they have not been communicated, reprinted or substituted in this Handbook. This version of
the Anderson University Employment Handbook supersedes any previous version of the
Anderson University Staff Handbook.
Staff employment at Anderson University is at-will. This means that either the staff employee or
the university may terminate the employment relationship at any time, with or without cause.
The at-will relationship remains in effect regardless of any statements made by university
personnel, including supervisors, or set forth in any documents. The Employment Handbook
does not represent an individual contract of employment; only the University President is
authorized to enter into an employment contract with an employee.
Please contact the Office of Work Life Engagement with any questions or concerns.

January 2019
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ABOUT THE UNIVERSITY
Mission Statement
The mission of Anderson University is to educate persons for a life of faith and service in the
church and society.
Established and sustained within the free and open traditions of the Church of God, this
university is committed to be a teaching-learning community of the highest order, engaged in the
pursuit of truth from a Christian faith perspective.
Through academic and Christian discovery, we intend to graduate people with a global
perspective who are competent, caring, creative, generous individuals of character and potential.
We will build those quality programs that will enable each member of the university to become
stronger in body, mind and spirit, to experience what it means to love God and neighbor, and to
adopt Christ-like servant ways in all of life.
Ethos Statement

PREAMBLE
Anderson University is committed to the preservation of integrity with our past and our present
and to ensuring that important values are continued into our future. We want to state clearly to
the various constituents we serve – prospective and current students and their families, alumni,
donors, the Church, community partners, and prospective and current faculty and staff - the
ideals that bind us together as an academic community. This statement articulates our unifying
ethos.

AT OUR CORE
As a learning community, rooted in the Church of God (Anderson) movement, we celebrate the
vibrancy of life in Christ. Our identity as a Christian University can be described in three words:
Real life transformed. What that means is simple: we want to meet people where they are. We
believe that the experiences and beliefs we bring to campus are real and authentic. We choose to
welcome those who do not enjoy relationship with Jesus Christ, and we open ourselves to
engaging with people, from all walks of life, in a community and culture confidently faithful to
biblical truths and expectations. Our commitment begins with respecting the real lives students
bring with them to campus, but it does not end there. We want our entire learning community to
experience the kind of genuine transformation that comes from knowing Jesus, and
understanding his incredible plans for the world. And so we challenge our ourselves to consider
three big questions: “Who is God?”, “Who am I?”, and “How do we live?” We believe that the
pursuit of answers to these questions will lead to genuine Christian spiritual transformation—in
and beyond the classroom. Real life transformed for dynamic service to church and society.
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OUR CORE VALUES
We aspire to be a transformative Christian community informed by these core values:
SERVANT LEADERSHIP — dedication to a life of service; a preferential awareness of the needs of others in
the resolution of problems; a willingness to take the first step, however challenging, in meeting the
demands of the day; embracing a spirit of servanthood that extends beyond one’s culture.
EXCELLENCE — high-quality performance, innovation, and creativity; a relentless pursuit of the best in
each individual and the wider learning community.
INTEGRITY — commitment to Christian moral values, shared virtues, and biblical truth; keeping faith with
university policies.
RESPONSIBILITY —personal and social accountability to God and neighbor; trustworthy stewardship of
personal and university resources.
GENEROSITY — readiness to give of one’s gifts and talents with a spirit of gratitude; an attitude and
posture of hospitality that comes with intercultural humility; a willingness to extend others the benefit of
the doubt, placing mercy above rightness.

It should be noted that this ethos statement is not intended to take the place of faculty or staff
handbooks, both of which may contain more descriptive and prescriptive language about policies.
Historical Perspective
When the Anderson Bible Training School as formed by the Church of God Reformation
Movement in 1917, it was on the assumption that it would be good for the church to sponsor
formal education in order to serve the church and the world. The educational vision of the
Anderson campus expanded quickly, from a narrow curricular focus in 1917, limited to furthering
the particular knowledge and skills needed for enhancing the Christian ministries of a select
group of individuals to a full liberal arts program. The church affirmed this vision in 1934 when
the General Assembly re-ratified John Morrison’s presidency. While a liberal arts education has
been a part of our heritage ever since we have always supported the professional and preprofessional needs of those who have attended.
Today, we are in a covenantal relationship with the church. The General Assembly of the church
ratifies a president once appointed by the Board of Trustees, and the president is taken to the
General Assembly for re-ratification every five years. Likewise, members of the Board of Trustees
are ratified by the General Assembly. This covenantal relationship is one in which we and the
church pledge mutual support.
Not only have we been founded by and continue to be related to the Church of God (Anderson),
we have also been sustained by the church in several ways. Church of God pastors and laity have
been educated here and continue to encourage students to study here. Congregations have
6

supported us directly and through Church of God Ministries and church matching scholarships.
Individuals in the church have given sacrificially. All of these expressions of support have come
because people have believed in our mission and have believed that we have been conscientious
in our efforts to live the mission.
From our founding to our present, we have had profound respect for community commitments
and values, and we have had respect for the traditions of the Church of God regarding personal
freedoms. People who have chosen to work and study here have freely forgone personal
preferences out of respect for the holiness values that are integral to the Church of God.
Although the Church of God has avoided writing and using creedal statements, the commonly
accepted foundational tenets of Christianity have always been embraced. Thus, while the
university does not have a creed, and while we do not ask faculty and staff to sign creedal
statements, we expect that all staff and require that all faculty members, managers,
administrators, and professional staff be Christian in word and deed.
Conclusion
Anderson University has a long and distinguished history of educating individuals for Christ-like
leadership in the church and in the world. It has done this through dedication to the cause of
higher education in a context that has been and continues to be informed and guided by the
traditions and values of its founding church. Living out these values will be critical to a successful
future.
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Governance and Organization
Anderson University is governed by a board of trustees whose members are elected to four-year
terms and ratified by the General Assembly of the Church of God. The president of the
institution is accountable to this board for general administration of the university and seminary,
including their development, maintenance, and programs. The president of the university is
ratified by the General Assembly for five-year terms. An executive committee of the board of
trustees consists of the president (ex officio) and seven trustees elected by the board. The
executive committee acts on behalf of the full university board between its scheduled meetings.
Members of the university executive staff include the President, Provost, Vice President for
Advancement, Vice President for Finance and Treasurer, Vice President for Enrollment and
Marketing.
COMPLIANCE
General Compliance Statement
Anderson University maintains compliance with applicable federal and state statutes related to
private institutions of higher education including the Family Educational Rights and Privacy Act
(FERPA), as amended; the Student Right to Know Act, as amended; and the Solomon
Amendment. In compliance with the Civil Rights Act of 1964 and 1991, Title IX of the Educational
Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 and the Americans with
Disabilities Act of 1990 as amended, the university does not discriminate in its educational
programs or admissions procedures. Anderson University is a not-for-profit exempt organization
as described in Section 501(c) (3) of the Internal Revenue Code.
Under the Personal Responsibility and Work Opportunity Reconciliation Act of 1996, the
university reports required information on newly hired employees to the State of Indiana. The
university is subject to the provisions of the Family Medical Leave Act (FMLA) of 1993 as
amended. The university is committed to providing for employee and student safety and right to
know laws under the provisions of the 1970 Occupational Safety and Health Act as amended.
The university maintains compliance with the Drug Free Schools and Campuses Act of 1989 and
the Drug Free Workplace Act of 1988. The employee's right to privacy in regard to disclosure of
personal data is assured in conformity with existing legislative requirements.
Americans with Disabilities Act
The university has designated the university Business Manager as the person to whom facility
and equipment accommodation requests should be directed. Employment accommodation
requests should be directed to the Director of Work Life Engagement. An individual requesting
accommodation is expected to establish they are disabled as defined by the Americans with
Disabilities Act; instructions and forms will be provided by the Director of Work Life Engagement.
An individual meeting the definition of disabled is expected to assist in developing acceptable
accommodation alternatives. Each request is evaluated on a case-by-case basis.
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Drug Free Workplace
Statement
The Drug-Free Workplace Act of 1988 requires Anderson University to provide a drug-free work
environment and to certify such as a condition for receiving federal grants and contracts. Failure
to establish and maintain policies designed to create a drug-free workplace can result in the loss
of present and/or future federal grants.
The inappropriate use of a controlled substance or consumption of alcohol on university
premises is prohibited. As a participant in the Network of Colleges and Universities Committed
to the Elimination of Drug and Alcohol Abuse , and in compliance with the Drug-Free Workplace
Act of 1988, the university seeks to increase awareness about the dangers and harmful effects of
alcohol and controlled substance abuse to individuals and society. The university will be
supportive of an individual seeking assistance, however, the consequences of and responsibility
for overcoming dependency or inappropriate use of a controlled substance or alcohol rests with
the individual.
The following statements further specify the Policy of Anderson University.
1. The unlawful manufacture, distribution, dispensing, possession or use of a controlled
substance or alcohol is prohibited on university premises or at university sponsored
activities.
2. This Policy is a condition of employment and violations of same will be cause for one or
more of the following disciplinary actions:
a. Documented verbal reprimand and a review of this Policy with the individual(s) in
violation of Policy;
b. Written reprimand and a review of this Policy with the individual(s) in violation of
Policy;
c. Written reprimand and requirement that the individual seek professional
assistance in overcoming inappropriate use of or dependency on a controlled
substance or alcohol;
d. Temporary suspension from employment without pay, normally not to exceed 90
calendar days; an individual may be expected to seek professional assistance as a
condition of reinstatement to university employment (health and life insurance
benefits may be continued during a temporary suspension);
e. Termination of employment if violation of and disregard for this Policy continues;
f. Termination from employment on the first offense for the illegal sale or
distribution of a controlled substance on university premises or at university
sponsored activities. A record of disciplinary actions will remain strictly confidential
and a permanent part of the employee's personnel record. Seeking rehabilitation
or other professional assistance will not affect future employment nor will such
participation protect an employee from disciplinary action for substandard job
performance or violation of university policies.
The university will provide education and information about: the dangers of drug and alcohol
abuse; the Policy and standard pertaining to a drug-free workplace; the consequences of
violation this Policy; and, the rehabilitation, counseling and medical services available in Central
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Indiana. Educational efforts will include, but are not limited to:
●
●
●
●

the inclusion of this Policy in faculty and staff handbooks;
the distribution of this Policy to persons presently employed by the university;
the inclusion of Policy provisions in new employment orientation, and;
a minimum of one presentation annually on this Policy and the detection, dangers and
harmful effects of controlled substance and alcohol abuse (Examples: chapel/convocation,
staff and faculty development sessions, safety meetings)

All persons employed by the university are subject to the provisions of this Policy and, as a
condition of employment, and employee agrees not to violate this Policy. An employee further
agrees to give notification of any criminal drug statute conviction no later than 5 days after such
conviction in the following manner: faculty members give notification to the Provost or the Dean
of the School of Theology, respectively; all others give notification to the Director of Work Life
Engagement.
Anderson University is required to notify the federal granting agency of any incident where an
employee engaged in work in connection with a federal grant is convicted of violating a criminal
drug statute in the workplace. A convicted employee will be required to participate in a drug
rehabilitation program as a condition of continued employment. Failure to participate
satisfactorily in a drug rehabilitation program may result in termination.
To maintain our commitment to an alcohol and drug free workplace, the university reserves the
right to request any employee to submit to a drug or alcohol test. Such testing will be requested
when there is sufficient evidence to indicate the employee is under the influence of a controlled
substance or alcohol while on university premises or at university sponsored activities. If a
physician has prescribed the controlled substance, a statement from the attending physician
describing expected side effects and the ability to safely perform assigned tasks may be required.
An employee will be assumed in violation of this Policy for failure to submit to drug or alcohol
testing, or provide a statement from an attending physician and will be subject to the disciplinary
actions described in section 2.
Questions regarding the provisions of the Drug-Free Workplace Act and/or this Policy should be
directed to the Office of Work Life Engagement, Anderson University.
Definitions
1. "Controlled substance" means any narcotic drug, hallucinogenic drug, amphetamine,
barbiturate, marijuana, or any other controlled substance in Schedule I through V of
section 202 of the Controlled Substances Act (21 U.S.C. 812), and as further defined by
regulation at 21 CFR 1300.11 through 1300.15.
2. "Conviction" means a finding of guilt (including a plea of nolo contendere) of imposition
of sentence, or both, by any judicial body charged with the responsibility to determine
violations of the federal or state criminal drug statutes.
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3. "Criminal drug statute" means a criminal statute involving the manufacture,
distribution, dispensing, use or possession of any controlled substance.
4. "Drug-free workplace" means a site for the performance of work done in connection
with the employee's assigned university responsibilities at which employees are
prohibited from engaging in the unlawful manufacture, distribution, dispensing,
possession or uses of a controlled substance or alcohol.
5. "Employee" means any individual engaged in the performance of work for the university.
6. "Policy" means the Drug-free Workplace Policy of Anderson University, approved by the
President, June 1989.
7. "University premises" means any building, structure, vehicle, equipment, or any
improved or unimproved land, or any part of any such building, structure, vehicle,
equipment, or land that is owned, leased, used or occupied by Anderson University.
8. "University sponsored activities" means, but is not limited to, any participation in
business, academic, athletic, or social event sponsored or paid for by Anderson
University, or participation in any such events as a representative of Anderson
University.
Fair Employment Practices Statement
Anderson University is an equal opportunity employer and, as such, ensures that both applicants
for employment and employees are treated in compliance with applicable laws and regulations
governing equal employment on the basis of race, color, national origin, handicap, age, sex or
veteran status.
Anderson University is committed to the policy of equal employment as an appropriate standard
of Christian servanthood. Personnel actions, including, but not limited to, compensation,
benefits, transfers, layoffs, sabbatical leaves, termination, educational privileges and selection
for training are administered without regard to race, color, religion, age, sex or national origin,
except as may be dictated by a bona fide occupational qualification. A person responsible for
employment and/or promotion decisions strives to base such decisions solely on an individual’s
qualifications for the position in question.
In recruitment efforts, a statement is made about institutional practice, namely that all qualified
applicants will receive fair and equitable consideration for employment. It is the responsibility of
appropriate institutional officers to coordinate all recruitment efforts included in position
notices. Unless necessary due to a bona-fide occupational requirement for employment,
advertisements make no reference to sex or age. Anderson University is an equal opportunity
employer.
The Vice President for Finance and Treasurer is responsible for answering requests for reports
concerning employment practices. Therefore, any contacts from agencies or groups requesting
such information or reports should be directed to that office.
Family Education Rights and Privacy Act
The Family Educational Rights and Privacy Act of 1974, also known as the Buckley Amendment,
helps protect the privacy of student records. The act provides for the right to inspect and review
educational records, the right to seek to amend those records and to limit disclosure of
information for the records. The Act applies to all institutions that are the recipients of federal
funding.
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Medical Privacy Practices
Anderson University is required by HIPAA (Health Insurance Portability and Accountability Act) to
maintain the privacy of protected health information; provide notification of any breach of
unsecured protected health information; provide information regarding certain rights with
respect to individual protected health information; and provide individuals with a copy of the
university’s legal duties and privacy practices with respect to protected health information. The
Notice of Privacy Practices may be found on the university website.
Military Leave
The university is committed to compliance with the provisions of the Uniformed Services
Employment and Reemployment Rights Act (USERRA) for full-time and reserve components of
the Army, Navy, Air Force, Marine Corps, Coast Guard, National Guard, Commission Corps of the
Public Health Service, and any other category designated in time of war or emergency.
Employees are expected to notify their supervisor and Work Life Engagement of a need to leave
employment for military training or service unless such notice is prohibited or otherwise
impossible or unreasonable. Contact the Office of Work Life Engagement for more information.
Sexual Misconduct Policy
Position Statement
Anderson University affirms its commitment to Christian higher education and a work/learning
environment that encourages and enables individuals to strive for excellence. Behaviors which
inappropriately assert personal characteristics (i.e., gender or physical attributes) as relevant to
staff, faculty or student performance are damaging to this environment and are a violation of law
and university policy. Sexual misconduct in any form will not be tolerated and will be dealt with
promptly by the university. The university reserves the right to refuse employment or reemployment, and to dismiss or suspend from employment any staff or faculty who violates this
policy. The university reserves the right to suspend or dismiss any student who violates this
policy.
Definition of Sexual Harassment
Sexual harassment is any unwelcome sexual advance, request for sexual favors, and/or other
verbal or physical conduct of a sexual nature when:
● submission to or rejection of such conduct is made either explicitly or implicitly a
term or condition of instruction, employment or participation in other university
activity;
● submission to or rejection of such conduct by an individual is used as a basis for
evaluation in making academic or personnel decisions affecting an individual; or
● such conduct has the purpose or effect of unreasonably interfering with an
individual's performance or creating an intimidating, hostile or offensive
university environment1

1

Section 703, Title VII of the Civil Rights Act of 1964- as used herein, “sexual harassment” shall also be defined to
include any future amendments to this section.
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Sexual harassment can take many forms. Some of these are overt and unambiguous while others
may be more subtle and indirect. Direct forms of sexual harassment include sexual assault and
sexual advances accompanied by an offer of reward or threats of reprisal. Such behavior
constitutes serious harassment, and a single incident establishes grounds for complaint. Other
forms of sexual harassment include sexual conduct, physical or verbal (in person, via e-mail,
mobile phone text or social media), that is repeated and unwanted such as, but not limited to:
● sexual innuendos, suggestive comments, repeated sexually oriented kidding, teasing,
joking, or flirting, or offensive crude language;
● derogatory or demeaning gender-based comments and/or conduct including verbal
abuse of a sexual nature;
● leering, whistling, touching, pinching, touching, grabbing or brushing against another
person’s body, making obscene gestures, or giving or displaying objects or pictures
which are sexual in nature that would create hostile or offensive work, learning, or living
environments.
Sexual Misconduct Complaint Procedures
Reporting a Complaint
Any person who believes that he or she has been sexually harassed (the complainant) is
encouraged to bring the matter to the attention of the appropriate university official. The
complainant should present the complaint as promptly as possible after the alleged harassment
occurs, normally within 30 days.
a) By a faculty member toward any student, staff or other faculty member: The complaint
should be reported to the Provost and will be handled by the Provost’s office. If a formal
charge is filed, the investigation and disciplinary action, if any, will be resolved in a
manner similar to other violations of university rules and regulations as outlined in the
Faculty Handbook.
b) By a staff member toward any student, faculty or other staff member: The complaint
should be reported to the Director of Work Life Engagement and will be handled by the
Office of Work Life Engagement in the same manner as other violations of university rules
and regulations as outlined in the Staff Handbook.
c) By a student toward any other student, staff or faculty member: The complaint should be
reported to the Assistant Provost, Dean of Students and will be handled by the Staff of
the Department of Student Life in the same manner as other violations of university rules
and regulations as outlined in the Student Handbook.
d) By an individual not currently enrolled as a student or not employed as a faculty or staff
member: The complaint should be reported to the immediate supervisor if involving an
employee, or to the Department of Student Life if involving a student. These persons will
determine the appropriate response.
e) Any individual wishing to report a complaint but uncertain how to proceed is encouraged
to contact the Office of Counseling Services or the Office of Work Life Engagement for
assistance.

13

f) The Office of Work Life Engagement will be informed of all informal and formal
complaints of sexual harassment. Work Life Engagement will retain the records of
investigation and resolution with the exception of complaints involving students only.
Resolution of a Complaint
The initial discussion between the complainant and the university official will occur without
formal written record; notes may be taken. The discussion will be handled in a professional and
confidential manner. No formal action on the alleged charge will be taken at this time unless
initiated by the complainant.
1) The university official will notify the alleged offender of the complaint and provide an
opportunity for the alleged offender to respond.
2) Promptly after the initial conversations with the complainant and the alleged offender,
the university official may initiate whatever steps he or she deems appropriate to affect
an informal resolution of the complaint acceptable to both parties.
3) If the complainant or the alleged offender is dissatisfied with the informal resolution,
either party may pursue formal procedures, normally within 90 days of the alleged
incident. Formal procedures are as follows:
a) a written statement must be submitted by the complainant, or taken by the
university official and signed by the complainant;
b) an investigation of the complaint will be conducted in an expeditious manner and at a
minimum will include the following;
i)
a fact finding interview with the complainant;
ii)
an interview with the alleged offender in which he/she has an opportunity to
respond to all allegations;
iii)
interviews with all witnesses, individually;
iv)
a written record of all interviews maintained in a confidential file
c) the university official will review all the findings of the investigation and determine if
the complaint is valid;
d) If the complaint is determined to be valid, university actions may include, but are not
limited to: 1) reprimand; 2) disciplinary sanction; and/or 3) termination/expulsion.
When determining appropriate disciplinary action, consideration will be given to the
harassment complaint as a whole, the record of the accused individual(s), and the
totality of the circumstances, including the nature of the conduct and the context in
which it occurred. If possible, the university official will seek the agreement of
concerned parties in the resolution of a sexual harassment complaint.
Confidentiality
Any form of sexual harassment is a sensitive issue that may potentially affect any member of the
university community. Every attempt will be made to maintain the confidentiality of the parties
involved in an allegation and the nature of the allegation. Decisions to release information will
be made on a need-to-know basis and include consideration for the university's legal obligation
to investigate allegations when such allegations are brought to the university’s attention and/or

14

to take corrective action. Once a complaint has been resolved, the record will be maintained as
confidential.
Non-Retaliation
Any attempt by a member of the faculty, staff or student body to penalize or retaliate in any way
against a person bringing a sexual harassment allegation is prohibited. Retaliation may be any
behavior, attitude or conduct which is believed to be the result of filing a complaint and
adversely affects an individual’s employment or creates an intimidating, hostile or offensive
environment. A complaint of retaliation will be treated as a separate incident and investigated as
such.
Protection of the Accused
During the investigation of a formal complaint, the accused will be informed of the allegations,
the identity of the complainant, the facts surrounding the allegations, and will be given the
opportunity to respond. Persons interviewed during the investigation process will be advised
that the investigation is confidential and they may be personally liable for the unauthorized
release of any information. In the event the allegation is not substantiated all reasonable steps
will be taken to restore the reputation of the accused if damaged by the investigation process. A
complainant found to have been intentionally dishonest in making an allegation, or to have
made an allegation maliciously, is subject to the full range of the university's disciplinary
procedures from official reprimand to dismissal. The university reserves the right, however, to
report a complaint to the police and/or prosecutor if the complaint involves possible commission
of a misdemeanor or felony.
Consensual Relationships and Charges of Sexual Misconduct
There exists a unique relationship between students and faculty/staff members, with the
faculty/staff member serving as educator, counselor, employer and/or evaluator. Because this
relationship has the possibility of being abused or may have the appearance of being abused, the
university will generally view it as inappropriate and inadvisable for a faculty/staff member to
engage in romantic relations with students enrolled in their classes or subject to their
supervision, even when both parties appear to have consented to the relationship. In keeping
with this position of the university, if charges of sexual harassment are made, it will not be a
defense to allege that the relationship was consensual.
Responsibility
It is clear in the EEOC rules that the employer, its agents, or supervisory employees are
responsible for acts of harassment in the workplace/school where the employer, its agents, or
supervisory employees knew or should have known of the conduct, unless the employer can
show that it took immediate and appropriate corrective action. All forms of harassment are a
serious matter; it is the responsibility of each administrator to assure that this policy and the
consequences for harassing behavior are communicated to all students and staff and faculty
members in their respective areas.
Sex/Gender Harassment, Discrimination and Misconduct Policy
Introduction
Anderson University affirms its commitment to Christian higher education and a work/learning
environment that encourages and enables individuals to strive for excellence. Sexual misconduct
is damaging to this environment, and a violation of law and university policy. The conduct
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standards and expectations for those who choose to be part of the Anderson University
community are informed by the University Core Values and our Church of God heritage (see the
Anderson University Ethos Statement). Student, faculty and staff handbooks contain specific
conduct expectations and policies.
Sexual misconduct in any form will not be tolerated and will be dealt with promptly. When an
allegation of misconduct is reported, protective and other remedial measures will be used to
reasonably ensure that such conduct ends, is not repeated, and the effects on the victim and
community are remedied, including serious sanctions when a responding party is found to have
violated this policy.
Anderson University defines sexual misconduct to include a broad spectrum of violent behavior
including but not limited to: sexual violence, sexual harassment, domestic violence, dating
violence, and stalking or any other non consensual sexually-related conduct. The university also
prohibits gender-based harassment, which may include acts of verbal, nonverbal, or physical
aggression, intimidation or hostility based on sex or sex-stereotyping, even if those acts do not
involve physical conduct.
The university adheres to principles of academic and expressive freedom. Nothing in this policy
should be construed to limit the legitimate exercise of academic and expressive freedom,
including but not limited to written, graphic, or verbal expression that can reasonably be
demonstrated to serve a legitimate educational purpose. (Section 3.93 of the Faculty Handbook
at http://www.anderson.edu/uploads/hr/faculty-handbook.pdf
The university uses the preponderance of the evidence (also known as “more likely than not”) as
a standard for proof of whether a violation occurred. In campus investigations, legal terms like
“guilt, “innocence” and “burdens of proof” are not applicable, but the university never assumes
a responding party is in violation of university policy. Campus investigations are conducted to
take into account the totality of all evidence available, from all relevant sources.
Title IX Coordinator
The university has appointed a Title IX Coordinator responsible for implementing the Anderson
University Sexual Misconduct Policy and Procedures. The Title IX Coordinator is the Director of
Work Life Engagement. The university’s Title IX Coordinator oversees compliance with all aspects
of the sex/gender harassment, discrimination and misconduct policy. The Coordinator reports to
the Vice President of Finance. Anyone wishing to make a report relating to discrimination or
harassment may do so by reporting the concern to the university Title IX Coordinator.
The full text of this policy is found at http://www.anderson.edu/uploads/hr/sexual-gendermisconduct-policy.pdf.
UNIVERSITY EMPLOYMENT POLICIES AND INFORMATION
Attendance and Time-off Requests
Employees are expected to arrange time off in advance with their supervisor. Requests for time
off will be approved according to departmental practice and staffing requirements. If the need
arises to be off work due to personal or family illness or emergency, employees are to notify
their
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supervisor or other designated individual prior to their regular report time. Department
procedures for requesting time off or absence/late arrival reporting will be provided by
individual departments.
Regular attendance and punctuality is essential for the university to function effectively and
deliver necessary services to faculty, staff, students and the public. Unscheduled absences,
tardiness, unscheduled early departures, failure to provide appropriate absence notification, or
abuse of paid time off are disruptive to normal operations. In general, five (5) or more such
absences in a six (6) month period may result in disciplinary action. Patterns of unplanned
absence or tardiness such as a particular day of the week or the day before/after a holiday are
also subject to disciplinary action.
The university reserves the right to request explanation of unplanned absences in excess of 3
consecutive work days. Failure to provide reasonable explanation and supporting
documentation may result in loss of pay for the absence. Failure to call in or report to work (no
call/no show) for 3 consecutive work days may result in termination.
Chapel/Convocation
Chapel/Convocation is a means for faculty, staff, and students to build community through a
shared experience. The university holds an undergraduate chapel/convocation two times per
week and a seminary chapel once per week. Offices and departments should make time
available for employees to attend chapel, but employee participation is not mandatory. Hourly
employees will remain on the clock while in chapel.
Children and Pets
Children are welcome for brief visits but are not to be brought to work on a regular basis.
Although the university is concerned about the safety and well-being of children, the buildings
and facilities are not "child-safe.” Additionally, the presence of children in the workplace can be
a distraction to an employee and their work, the work of others and our guests.
It is acceptable for pets to make brief visits to the workplace however, dogs and other pets are
not to be brought to work on a regular basis. Service animals are welcome although the
university reserves the right to request documentation that the service animal is needed.
Code of Conduct
The university Code of Conduct applies to all employees. Employees are expected to conduct
themselves with honesty and integrity, and ethically handle actual or apparent conflicts of
interest between personal and professional relationships. Employee actions must comply with
applicable laws, rules and regulations and be free from unethical discrimination, libel, slander or
harassment.
Computer and Technology Resources
The university provides employees with computer and technology resources necessary to
accomplish assigned tasks. The primary purpose of the university computer network is the
transmission and sharing of information and other communications in support of mission of the
university. Although not a regular practice, the university reserves the right to examine any files
in any directory at any time including electronic mail. The university computer resources are not
to be used for personal financial gain. The Information Technology Policy is available on the
university website.
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Confidential Information
In the course of their work, employees may have access to confidential information regarding
the university; it's students, donors, or faculty and staff. Such information is to be used only in
the performance of assigned duties. Confirmed release of confidential information to
unauthorized persons, the unauthorized obtaining of documents or records relating to
themselves or others, or other breach of confidentiality is cause for immediate disciplinary
action.
Conflict of Interest
Anderson University (university and affiliates), including its trustees, officers and employees, has
a clear obligation and commitment to conduct all affairs of the university in accordance with the
highest standards of integrity and ethics, and in compliance with applicable federal and state
laws and with the standards set forth in the conflict of interest policy and commitment to the
best interests of Anderson University.
All employees of Anderson University must avoid conflicts of interest or any appearance of
conflicts between their own personal interests and the interests of the university. All employees
are obligated to avoid any situation in which an actual or potential conflict of interest could
arise. Any situation or activity involving a potential conflict of interest must be disclosed.
The Conflict of Interest Policy requires employees to file on an annual basis a Disclosure and
Compliance Statement disclosing their personal interest, direct or indirect, in any university
transaction during the previous year. Any questions concerning this policy should be addressed
to the Vice President for Finance and Treasurer.
Conservation of Resources and Sustainability
Anderson University is committed to operating the university in a sustainable manner.
Sustainability refers to a quality and system of life that allows people to meet their current
needs without compromising the resources available for future generations to meet their needs.
To support the university’s commitment, employees are asked to conserve resources such as
utilities (heat, electricity and water) and supplies provided for performance of job duties
(cleaning supplies, offices supplies). As part of the university’s sustainability commitment,
recycling receptacles are placed in offices and public locations throughout campus.
Cooperation in an Investigation
There may be situations which occur during employment that necessitate an investigation. An
investigation may be conducted if there is indication of a violation of university policy, or a
concern or formal complaint has been initiated by an individual. The university is committed to
conducting fair and impartial investigations that may include but are not limited to interviews,
drug and/or alcohol testing, or computer and work area searches. All employees involved in an
investigation are expected as a condition of employment to fully cooperate with those
conducting the investigation. Failure to cooperate in any aspect of an investigation may result in
discharge. The use of recording devices is not permitted during an investigative interview.
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Dress Code
Staff employees are expected to consistently maintain a professional appearance and dress
appropriately for their work assignment. Attire may be more casual during the summer months
and between academic terms, but must be at minimum considered acceptable “business
casual.” The department manager is responsible for setting, communicating, and maintaining
appropriate standards for his or her department.
Those employees furnished with uniforms are expected to wear their uniform when at work. It is
the employee’s responsibility for keeping the uniform laundered and in neat appearance.
Unacceptable attire for staff employees includes but is not limited to: sports/outdoor activity
attire such as t-shirts, tank tops, jogging or warm-up suits, shorts/Capri pants, sundresses,
spandex, micro-mini skirts, leggings, sneakers, or denim jeans of any color (except on university
designated days or based on job assignment). An employee reporting to work dressed
inappropriately will be asked to leave and return in appropriate attire.
Email and Social Media Use
The university recognizes the growing importance of online social media networks as a
communication tool. When used appropriately, social media creates a sense of community and
fosters collegiality among employees. The university respects the right of employees to use
social media networks during their personal time but reserves the right to limit personal use of
social media during university paid time.
Emergency Closings
Administrative offices closings and/or class suspension for a full or partial day due to inclement
weather, power outage or other emergency will be treated as holiday pay for payroll purposes.
In the event of an inclement weather closing, radio and television stations are notified. RAVEN
Alert is also used to notify faculty, staff and students of emergency closings. Faculty and staff are
automatically registered for RAVEN Alert but may opt-out of the emergency notification system
by contacting Information Technology Services (ITS).
Non Exempt Time Reporting
If the university is closed for an entire workday, supervisors of non-exempt staff employees
scheduled to work on the day of the closing should indicate on the employee timesheet the
hours normally worked as “Emergency Closing.” Those required to work during an emergency
closing will receive pay for the emergency closing (regular workday) plus pay for actual hours
worked. Time paid as a result of the emergency closing is not counted toward overtime.
If the university is initially open and later closes as a result of weather or other emergency, the
balance of that workday is reported as hours worked for an employee who is at work at the time
of the emergency closing. Non-exempt employees asked to remain at work after the emergency
closing time will be paid for the emergency closing plus actual hours worked. Both time worked
and the emergency closing must be noted on timesheets for proper payment. Time paid as a
result of the emergency closing is not counted toward overtime.
If an employee reported to work after their normal start time, the hours up to the time of closing
may be reported as time worked plus earned time, or time worked only (balance unpaid). If an
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employee does not report for work any part of the day, no emergency closing hours are paid;
employees may use earned time or time without pay.
Exempt Time Reporting
If the university is closed for an entire workday, exempt staff normally scheduled to work should
indicate “Emergency Closing” on their monthly time off report. There is no additional pay for
exempt staff choosing or expected to work during an emergency closing.
If the university is initially open and later closes as a result of weather or other emergency, the
balance of that workday should be reported as “emergency closing” on the time off report. If an
exempt employee does not work any part of the day, no emergency closing hours are paid. The
employee may use earned time, or time without pay. There is no additional pay for exempt staff
remaining at work after the emergency closing time.
Employment Categories
Upon employment, an employee is informed of their employment category. In addition, the
number of hours to be worked, regular or interim/short term employment status, and exempt or
non-exempt status based upon provisions of the Fair Labor Standards Act will be clarified. Staff
and faculty employment Categories are detailed below. Refer to the University Benefit
Handbook for benefit eligibility.
NON-CLASSIFIED (NC)
Hired on an interim or short-term basis to complete project work, cover responsibilities during a
leave of absence or a regular work assignment is less than .50 FTE (Full Time Equivalency).
STAFF III (S3)
Perform a variety of clerical, semi-skilled, skilled, or service work which is primarily routine or
manual in nature. Decisions are made within specific guidelines as defined by a supervisor. Work
may be assigned "directly" by a supervisor on a regular basis or "indirectly"; i.e.-regular tasks are
completed with minimal supervision due to an understanding of job duties or responsibilities.
Duties do not normally require training beyond high school, trade or technical school. Persons
may give direction to other employees performing the same or similar work.
STAFF II (S2)
Perform primarily work which is: directly related to the management of a department or
subdivision; supports the general business/educational operations of the university (exempt
work); or, is of a professional or skilled nature requiring specific education, training or
experience. Consideration should also be given when: the position is seen as representing
university policies and practices; a unique level of confidentiality must be maintained; the end
result and/or effect of decisions have substantial fiscal and/or public relations ramifications.
Decisions are made within general guidelines using discretion and independent judgment, which
is more than the application of skill and/or experience. Persons may lead or give direction to
Staff III employees or other employees performing the same or similar work.
STAFF I (S1)
Perform office or non-manual work with primary responsibility for the management of an
administrative or academic function with university scope, normally requiring a baccalaureate
degree or above. Recognized in this category are positions that are uniquely valued by this
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Christian liberal arts institution. Work is performed under general direction with little immediate
supervision. Decisions are made from knowledge of university policies, practices and objectives,
regularly exercising discretion and independent judgment. Persons normally direct the work of
other Staff I, II, and/or III employees.
EXECUTIVE (EX)
University executives include the president, provost, vice presidents and school deans.
FACULTY (FA)
Full-time teaching faculty (tenure, tenure track and non-tenure track) with primary a assignments
of classroom teaching
PART-TIME FACULTY (PT)
Teaching faculty assigned an occasional or ongoing teaching load of not more than a combined
total of nine semester hours a semester in an area for which the university has need. No tenure
or rank is available.
Employment of Relatives
Anderson University is fully committed to equal employment opportunity and seeks to hire and
retain the best qualified persons who actively support the mission of the university. The hiring of
relatives of university employees is permitted provided certain conditions are met.
Close family members will not be hired into or transferred to positions where they directly or
indirectly supervise or are supervised by another close family member. The university reserves
the right to determine in all cases if a close enough familial relationship exists to prohibit a
supervisory relationship.
Hiring of relatives or close family members within the same administrative area is p
 ermitted
when there is no supervisory relationship established. The hiring manager/administrator is
responsible for evaluating the hiring process and decision.
Employment Trial Period
Newly hired staff employees in employment categories S3 and S2 are subject to an initial
employment trial period of 90 calendar days from date of hire. Exceptions to lengthen or
shorten the 90 day trial period are made by the Director of Work Life Engagement upon the
recommendation of the supervisor.
The initial employment trial period is a training and assessment time for the university and
newly hired staff. If satisfactory performance progress is not achieved during the initial trial
period, an employee may be terminated with approval of the Director of Work Life Engagement.
If during the initial employment trial period there are problems or concerns, staff are
encouraged to communicate immediately with their supervisor and/or the Director of Work Life
Engagement.
Interim or short-term employees subsequently hired into a regular position will be in an initial
employment status for a time determined by the Director of Work Life Engagement and the
supervisor. The length of the initial employment period will take into consideration the prior
university employment, performance and the nature of the regular job assignment.
Employees promoted or transferred will be in an initial employment period status for 45 days
following transfer unless informed otherwise. Exceptions to lengthen or shorten the trial period
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are made by the Director of Work Life Engagement upon the recommendation of the supervisor.
If satisfactory performance progress is not achieved, an employee may be terminated with
approval of the Director of Work Life Engagement.
Employees may be placed on a disciplinary probation after completing the initial employment
trial period as a result of poor performance, absenteeism, or other work-related concerns. As
with the initial employment period, dismissal may occur during a disciplinary probationary if the
required work-related or performance expectations are not met.
Financial Fraud or Misconduct
Anderson University is committed to lawful and ethical behavior in all of its financial activities.
Administrators, faculty and staff are required to act in accordance with all applicable laws,
regulations and policies, and to observe high standards of business and personal ethics in the
conduct of their duties and responsibilities. See the Policy and Procedures for Reporting
Financial Fraud and Misconduct for more information.
Flower Fund
The Anderson University Flower Fund has been established to provide flowers at times of illness
and bereavement. The Director of Work Life Engagement administers the Flower Fund. It is the
responsibility of each department to notify Office of Work Life Engagement if flowers are to be
sent from the university. Departments or individuals wishing to send flowers for these and other
occasions must do so at their own expense; departmental budgets are not to be charged. The
university will send flowers (or if requested make a contribution to a non-profit organization) as
follows:
1. hospitalization of an employee or the employee's spouse
2. death of an employee, the employee's spouse, child(ren), parents, brothers and
sisters, including in-laws
3. death of a person not in 2) but who has a special relationship with an employee,
such as living in the same household or next of kin
4. death of a retired employee or their spouse
Misconduct Reporting Hotline
The university has contracted with a third party to receive reports of incidents that breach
institutional integrity. The misconduct reporting hotline is a confidential reporting mechanism that
may be used to report the following types of issues: financial fraud, conflict of interest, sexual
misconduct, racial/ethnic bias or harassment, violations of university policy, misuse of university
resources or property, any serious or recurring abuse or authority, public or workplace safety
issues, violation of any federal or state law or regulation.
Motor Pool Vehicle Use
The university Personnel Driving Policy establishes requirements for the safe operation of
university vehicles by students, guests, faculty and staff. The policy applies to all universityowned or leased vehicles, rental vehicles and personal vehicles used in connection with
university-related activities. Refer to Motor Pool Policies for more information about use of
university motor pool vehicles.

22

New Employee Onboarding
New employees will receive an offer letter confirming position, full-time equivalency, anticipated
start date, and pay rate. The Office of Work Life Engagement will send a follow-up email with
information to be completed prior to the first day of employment. Soon after the first day of
employment, benefit enrollment procedures and other important information will be reviewed
by the Office of Work Life Engagement. Departments are provided a checklist of information and
procedures to discuss with new employees. A time will be scheduled with the Director of Work
Life Engagement for review of important university policies and procedures, and answer
questions.
Overtime Provisions
Departmental budgets do not usually include provisions for overtime pay. If work cannot be
completed during the regular scheduled workweek, or unusual conditions arise, a supervisor
may ask and expect an employee to work overtime. An employee must request and/or receive
advance approval from a supervisor to be paid for overtime work.
If approved in advance, non-exempt employees will receive overtime pay at the rate of time and
one-half for hours worked in excess of 40 hours per week. Holidays, earned time, sick leave
reserve, and other non-worked, paid time are not considered time worked in determining
overtime pay. Exception: Holiday hours will be considered “time worked” if a non-exempt
employee is called upon to work hours other than their normally scheduled work hours during
the calendar week in which a holiday falls.
Payroll Dates and Distribution
Employees on the bi-weekly payroll cycle are paid every other week, normally on Friday.
Employees on the monthly payroll cycle are normally paid on the 25th of each month. A payroll
schedule is available university website at http://anderson.edu/hr/resources.
Employees receive paychecks by Direct Deposit/Electronic Fund Transfer (EFT) and pay advices
are available online. Direct deposit information may be changed by contacting the Office of
Work Life Engagement or downloading the Direct Deposit Election Form.
Payroll Deductions
The university will withhold FICA (Social Security), federal, state and local income taxes as
required by federal and state laws. The taxes and FICA withheld from wages are in accordance
with the tables established by the Internal Revenue Service, state and federal government
agencies. As required by law, the university matches the amount of FICA withholding from
employee paychecks, up to established limits. To change tax withholdings, employees may
obtain a W-4 in the Office of Work Life Engagement or online.
Employees may authorize other payroll deductions such as premiums for elected benefits or
contributions to the university or United Way. Ordained clergy should contact the business office
to discuss eligibility for clergy exemptions.
Personnel Records
Personnel files for staff employees are retained in the Office of Work Life Engagement and will
contain employment application materials, evaluations and other employment action
documents. Employees may choose to place training or educational certifications in their file.
Personal medical and/or health information is not retained in personnel files of current
employees.
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Changes such as marital status, birth of child, telephone number or address should be reported
to the Work Life Engagement office promptly. Current employees may arrange to review their
personnel file by contacting the Office of Work Life Engagement.
Performance Evaluations
Performance reviews are conducted at the end of the initial employment period and each year
prior to the beginning of the fiscal year (June 1) thereafter. Performance reviews are sent to the
Office of Work Life Engagement and placed in personnel files. Performance review reports are
considered when awarding salary increases or changing employment assignments, including
promotions.
Physical Plant
Anderson University facilities are maintained by the Physical Plant Department. Repair needs,
requests for motor pool vehicles or facility safety issues should be reported to the Physical Plant.
University keys will be issued by the Physical Plant for the performance of employment duties;
keys are not to be used for any other purpose or loaned to other persons. The use or misuse of
university keys is the responsibility of the person to whom the key is issued. Lost keys should be
reported to a supervisor and the Physical Plant Department immediately.
Political Activity
As a 501(c) (3) organization, Anderson University is prohibited from participating or intervening
in any political campaign on behalf of, or in opposition to, any candidate for public office. The
university cannot endorse any candidate, make donations to campaigns, engage in fundraising,
distribute statements or become involved in any other activities that may be beneficial or
detrimental to any candidate. The university may sponsor debates or forums to educate voters.
If the debate or forum shows a preference for or against a certain candidate, however, it
becomes prohibited activity. This means that an employee running for office, or anyone working
for the university who wishes to support the candidacy of another person, may not use any
university resources for campaigning or supporting any candidate. University resources include,
but are not limited to: university stationary or other materials identifiable with the university,
the university e-mail system or distribution lists, or university campus mail.
Public Information and the Media
Only representatives of the Communication and Marketing Department are approved to speak
with the media or coordinate media coverage on behalf of the university, its programs, and its
activities. Faculty, staff, and student employees should direct any media inquiries to the
Communications and Marketing Department for follow-up. If a faculty or staff member wants to
write letters to the editor or otherwise engage in editorial discussions with the media, he or she
should do so on an individual basis and not use institution letterhead, email, or other tools that
may connect his or her opinions to the university.
Police and Security Services
The Anderson University Police/Security Department is responsible for the safety of the campus.
Campus police and student officers patrol the campus on foot and in patrol vehicles 24-hours a
day, seven days a week. During the late evening hours officers check campus buildings,
residence halls and lounges, and other places students congregate.
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Campus police officers are authorized by the State of Indiana to investigate crimes, take
complaints, make arrests, and to enforce federal, state and local laws, including traffic laws.
Police officers are Emergency Medical Technicians (EMT’s) or have advanced First Aid First
Responder training.
Police and Security Services will issue a university identification card to all faculty and staff. This
identification card should be carried or worn at all times when working to improve the security
of the campus. The identification card is also used to use the Wellness Center, check out
materials at Nicholson Library and access printer/multi-functional devices.
Police and Security Services issues a parking permit which allows access to parking lots
designated for faculty and staff use. During the academic year, staff and faculty are asked to
refrain from parking in commuter and student lots or on the street. The service drive at Decker
Hall is reserved for service vehicles only.
Re-employment of Separated Employees
Previous university employees interested in returning to work at the university should contact
the Office of Work Life Engagement to complete an employment application. Previous
employees will be treated as other applicants for employment and considered for openings as
they occur. Prior university employment does not guarantee re-employment.
Re-employed persons are subject to the same benefit and employment policies as continuing
employees. The following provisions will also apply:
1. A re-employed individual will participate in at least a 45 day initial employment
period, and the conditions of same, unless waived by the director of Work Life
Engagement;
2. If re-employed within two years, the date of hire will be recalculated, giving credit
for prior university service, which will be used to determine eligibility for future
benefits. Benefits in which the rehired individual was participating at the time of
termination will be resumed if elected and if eligible by full-time equivalency and
benefit category;
3. If re-employed within one year, sick leave reserve accumulation that was unused
prior to termination will be carried forward.
Selling on Campus
The university does not permit selling or solicitation in campus buildings or on walkways
throughout the campus. Prohibited activities include selling items which are in competition with
legal agreements held by the university (e.g. concessions, food or logo items), and fund raising in
offices desk to desk. Selling in residence halls is permitted with the permission of the resident
director.
Telephone Use
The university telephone system is for business and educational use. Employees are expected to
keep personal calls to a minimum whether using the university phone system or a personal cell
phone. The university telephone system is not to be used to make personal long distance calls.
The university 800-exchange lines are for the exclusive use of persons conducting business with
designated offices and employees are not to receive personal calls or conduct personal business
using the university 800 lines. Questions about the university phone system should be directed
to the Executive Director of Facilities.
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Time Reporting
Employees are exempt or non-exempt according to Fair Labor Standards Wage & Hour criteria.
Time reporting requirements are based upon this determination.
Non-Exempt Staff
Non-exempt employees are required to report time worked online via the web clock and paid biweekly for hours worked. Minimum wage and overtime provisions of the Fair Labor Standards
Act cover non-exempt employees.
All time paid must be accounted for as time worked, earned time, holidays or time without pay.
Supervisors may permit employees to leave early, however not at the expense of the university,
i.e.
pay as time worked. It is permissible for a supervisor to allow an employee to modify their
work schedule to accommodate a periodic n
 eed to leave early.
Exempt Staff
Exempt employees are paid according to job assignment and are not c overed by the Fair Labor
Standards Act. An exempt employee may be expected or find it necessary to work in excess of 40
hours per week; this may include evenings and/or weekends. Additional time worked is not
eligible for overtime pay or compensatory time off.
Earned Time Reports are due by the 5th of each month for the previous month whether or not any
time-off benefits have been used. Earned time reports for S2 employees must be signed by a
supervisor. The vice president/director will notify Office of Work Life Engagement if this
requirement is waived for an S1 employee. Although work schedules may be flexible due to
evening and weekend duties, work-related travel or other such work-related activities, absences
of ½ day (4 hours) are to be reported as use of earned time.
Time Off to Attend Classes
An employee wishing to enroll in a class that requires time away from work must have the
approval of their supervisor before completing enrollment. Arrangements must be made with the
supervisor to make up lost work time, use earned time benefits or time without pay.
Tobacco, Alcohol and Controlled Substance Use
The university does not permit the use of tobacco in any university building or vehicle, or on
university premises. The use of products that simulate tobacco use, such as e-cigarettes and
herbal chew, are also prohibited in any university building or vehicle, or on university premises.
The misuse of alcohol and other intoxicants is a major social and legal concern. The university
maintains a firm policy prohibiting student drinking of alcoholic beverages and asks faculty and
staff to honor this policy whenever their lives intersect with the university. These intersections
include, but are not limited to, attending conferences as a representative of the university or
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participating in events such as Tri-S trips, department parties, and other venues where students,
faculty, and/or staff encounter each other in social, dining, service, and academic settings.
As a condition of receiving federal grants and resources, the university is required to maintain a
drug-free work environment. Therefore, the inappropriate use of a controlled substance,
including the inappropriate use of prescription drugs is prohibited. (See the Drug Free Workplace
Policy.)
Wage and Benefit Statement
Each year, university employees are provided a wage and benefit statement from the Office of
Work Life Engagement. The statement includes pay rate and the university cost of providing
benefits in which the employee is participating. The wage and benefit statement is not an
employment contract or guarantee of future employment. The provisions of the Staff Handbook
apply to continued employment.
Work Week, Rest Periods and Lunch Breaks
A full-time, non-exempt staff employee typical work schedule is 12 months, 40 hours per week at
eight hours per day. A part-time employee may work a schedule of less than 40 hours per week
and/or less than 12 months per year, as arranged by the department supervisor. Physical plant
hours are typically 7 a.m. to 4 p.m., Monday through Friday. Administrative and academic office
hours are typically 8 a.m. to 5 p.m., Monday through Friday. Departments, at the convenience of
the department and/or university, may arrange other work schedules. Newly hired employees
will receive specific work schedule information on or before the first day of work.
Non-exempt employees are permitted a 15-minute rest period during each four-hour period of
work. The rest period should be taken at the assigned time or with the approval of a supervisor. A
lunch break of at least 30 minutes, but no more than one hour, is to be taken near the middle of
each eight-hour period worked. The supervisor for the convenience of the department may
determine the exact time and length of lunch breaks. Employees are required to clock-out if a
break is 30 minutes or longer.
Although the university provides for a rest period, failure to take a rest period is not considered
additional time worked. Federal law does not require an employer to provide a rest period or
lunch break during the workday therefore, an employee may be asked to work without a rest
period or lunch break.
Any concerns regarding work schedules, rest periods or lunch breaks should be discussed with
the Director of Work Life Engagement.
Worker’s Compensation
All Anderson University employees, as required by the State of Indiana, are covered by worker’s
compensation insurance during the time they are carrying out any part of their employment
responsibilities. If there is an injury, the supervisor should complete and send to Work Life
Engagement an Employer's First Report of Injury within 48 hours of a work-related injury. This
form is available online or from the Office of Work Life Engagement.
Medical expenses for a work-related illness or injury are paid by worker's compensation rather
than the employee’s health insurance. Any medical expenses incurred should be sent to the
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Office of Work Life Engagement for processing. The Office of Work Life Engagement will work
directly with injured employees regarding procedures required by Worker’s Compensation.
If a Worker’s Compensation injury requires time off work, Work Life Engagement will work with
the employee regarding return to work expectations. Whenever possible a return to work with
temporary limitations will be accommodated. Additional information about Worker’s
Compensation leave is found in the Leave of Absence Policy.
Workplace Safety
Anderson University is committed to creating and maintaining a safe and healthy work/learning
environment for students, faculty and staff. The university’s leadership is fully committed to a
safe and healthy work/learning environment and requests the full participation of the entire
campus community. The Risk Management Committee is responsible for administer the
objectives of Safety Policy.
Administrators, managers, faculty and professional staff have an obligation to maintain
awareness of accident, safety and health risks associated with their respective areas, and the
safety standards necessary to maintain a safe and healthy work/learning environment. Faculty,
staff and student workers will be provided appropriate instruction, protective equipment or
devices, and workspaces designed to prevent workplace injuries.
Those who fail to follow and/or inform others of safety and health standards that have the
potential of causing injury and health risk to themselves or others may be subject to disciplinary
action.
GRIEVANCE PROCEDURES
The university recognizes that problems involving employer-employee relations will arise from
time to time. It is in the best interest of both the university and staff that these matters be
resolved as soon as possible. In order that staff may be assured fair consideration of their
concerns, a means of review and appeal without bias has been established.
A grievance is a concern regarding any condition of employment, for example: university rules or
regulations; disciplinary actions; working conditions; or the application of rules, regulations or
disciplinary actions. A grievance should follow this process:
Informal Grievance
An employee should first attempt to resolve their grievance by discussing it with their immediate
supervisor. The supervisor has 2 working days to notify the employee of his/her decision in
writing.
If the matter has not been resolved to the employee's satisfaction, the employee should discuss
the grievance with the Director of Work Life Engagement. The director has 3 working days to
notify the employee of his/her decision in writing.
If the above have been completed and the matter remains unresolved to the employee's
satisfaction, he/she may proceed to the formal grievance stage.
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Formal Grievance
A written grievance must be submitted within 30 days of its occurrence to the vice president for
finance and treasurer. The written grievance should include a statement of and basis for the
grievance; date(s) of occurrence(s), attempts made to resolve the grievance; and the signature of
the employee. The vice president will appoint, within 10 working days, a grievance committee
consisting of at least three employees, the Director of Work Life Engagement, and a committee
chair.
The grievance committee will meet with the employee, the supervisor/department head or other
person(s) against whom the grievance was filed, and any other persons the committee
determines appropriate in order to reach a fair and equitable decision. Although no legal counsel
will be permitted, another university employee may accompany the employee and/or supervisor
at the grievance committee hearing. The committee's initial meeting will be within 15 working
days of their appointment, provided all parties are available. The grievance committee will
submit a recommendation for the resolution of the employee grievance to the Vice President for
Finance within 10 working days of the final meeting. The decision of the Vice President regarding
the resolution of the employee's grievance will be the final step in the university grievance
procedures.
LEAVE OF ABSENCE
Policy
Any leave of absence from the university will be subject to and governed by this policy. These
standards have been prepared in an attempt to comply with all applicable laws, including Family
Medical Leave Act (FMLA), Americans with Disabilities Act (ADA), and Indiana Worker’s
Compensation requirements. To the extent any of the following statements do not comply with
applicable laws, including FMLA, ADA, and Worker’s Compensation requirements, as they may be
amended, these standards shall be interpreted, construed, and if necessary, modified so that the
university remains in compliance with all said laws.
In order to qualify for a leave of absence, an employee must have one year of university service
and have worked at least 1,250 hours in that year. This requirement is waived if the cause of the
leave is the result of an on-the-job injury covered by worker’s compensation or is an absence
necessary to accommodate a disability as defined by the ADA.
For more information on any leave of absence, contact the Office of Work Life Engagement. For
information on faculty sabbatical leave, consult the school dean or Faculty Handbook.
Type and Length of Leave
FMLA Leave
This leave is available for the birth or adoption of a child or the placement of a child with the
employee for foster care; in order to care for the employee’s spouse, child, or parent if such
spouse, child, or parent has a serious health condition; or due to the serious health condition of
the employee. FMLA Leave may not exceed 12 weeks of leave during any 12 month period,
counted backward from the date the leave begins.
A serious health condition is an illness, injury, impairment, or condition that—
1. involves a period of incapacity or treatment in connection with, or consequent to,
inpatient care; or
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2. requires “continuing treatment” and requires absence from work, school or other
regular activities for more than three days; or
3. requires continuing treatment for a chronic or long-term illness or condition which is so
serious that, if untreated, would likely result in a period of incapacity of more than three
days, or is incurable
Worker’s Compensation Leave
This leave is available for an employee who has experienced a work-related injury that is
compensable under Indiana Workers Compensation Statute. A Worker’s Compensation Leave
will commence with the beginning of any period of temporary, total disability and will extend
only so long as required by the worker’s compensation law.
ADA Leave
This leave is available when necessary to accommodate an employee with a disability as defined
by ADA so that he or she can perform the essential function of the job. An ADA Leave will be for
the minimum length necessary to accommodate an employee with a disability so that the
employee may be able to perform the essential functions of his/her job but shall not exceed six
months.
Personal Leave
Personal leave includes all leave of absence requests not covered under the preceding three
types of leave. A personal leave shall be for such length of time the employee and university may
agree but will not exceed 18 months.
If any leave in any category also qualifies as an FMLA Leave, the FMLA leave period will begin to
run at the beginning of the leave period and will run concurrently with the other leave. If an
employee utilizes more than one type of leave, the total duration of the leaves of absence may
not exceed 18 months, unless the leave qualifies as a worker’s compensation leave.
Leave Procedures
Whenever practical, an employee should give the university at least a 30-day notice before a
leave is to begin. If a 30-day notice is not practical, the employee should give notice as is
reasonable under the circumstances.
If the leave is the result of the medical condition (FMLA, worker’s compensation, or ADA leave)
of the employee, the employee’s spouse, child, or parent, appropriate medical certification is
required from the attending health-care provider. (A health-care provider is defined as a
licensed doctor of medicine (MD) or osteopathy (DO), or other health-care provider to whom
benefits may be paid under the university health plan.) The attending health-care provider’s
statement should include the date disability will begin/has begun and expected duration. If the
leave is the result of the medical condition of the employee, the employee’s spouse, child, or
parent, and involves a required intermittent or reduced schedule, the appropriate medical
certification from the attending health care provider concerning the necessity of such schedule is
also required.
A written request for personal leave should be given to the Office of Work Life Engagement and
the employee’s supervisor. Upon recommendation of the supervisor and approval of the
Director
of Work Life Engagement, a personal leave will be granted if determined to be at the
convenience of the university. A written decision will be provided.
30

The university reserves the right to require an employee on leave to notify the university at least
every 30 days of the status of the leave and the intent to return to work.
Benefits during Leave
FMLA leave is unpaid unless the leave also qualifies for Worker’s Compensation or university
paid days under any disability, earned time, or sick-leave reserve available to the employee, in
which case the employee will be required to use such days starting with the beginning of the
leave. An employee may continue university life and health insurance by making the same
contribution he or she would otherwise have made had the leave not occurred, and with the
understanding that if the employee does not return from leave, he or she may be required to
reimburse the university portion of any health insurance contribution.
An employee eligible for worker’s compensation leave will receive the benefits as provided by
the State of Indiana. An employee may elect to use earned time and/or sick-leave reserve so that
worker’s compensation benefits plus earned time and/or sick leave equal no more than the
employee’s regular pay. An employee may continue university life and health insurance benefits
by making the same contribution he or she would otherwise have made had the leave not
occurred.
ADA leave is unpaid except when an employee qualifies for university-paid time off under any
disability policy or accrued earned time and/or sick-leave reserve, in which case the employee is
required to use those days. An employee may continue university life and health insurance
benefits by making the same contribution he or she would otherwise have made had the leave
not occurred.
Personal leave is unpaid unless the employee qualifies for university earned time and/or sickleave reserve days, in which case the employee is required to use such days. The employee on
an approved personal leave may continue university life and health insurance benefits by making
the same contribution that would have been made had the leave not occurred.
Holidays will not be paid and earned-time benefits will not accumulate during any unpaid leave
of absence. Earned-time benefits will not accumulate on sick-leave reserve hours used during a
paid leave of absence.
Return to Work
An employee returning from an FMLA leave will be reinstated to the same or equivalent position
if the job which was held at the time of the leave has not changed or has not been eliminated, in
which case the employee will have no greater right to employment than if the leave had never
occurred. If leave is due to the medical condition of the employee, a release from the attending
health-care provider must be provided before the employee may return to work.
An employee returning from a worker’s compensation leave may be asked to return when he or
she can perform some job for the university on a temporary basis. If the leave also qualifies for
FMLA leave, the university cannot require the employee to return to work at a different job
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before the end of the FMLA leave period. Worker’s Compensation benefits may be lost if an
offer to return to a different job is refused by the employee.
Return from an ADA leave will occur when the particular accommodation necessitating the leave
is no longer required. Accommodation may include reassignment to a different position when
necessary because the employee cannot perform the essential functions of the previous
position.
The job available upon return from a personal leave is at the university’s discretion, unless the
university and the employee have agreed in writing to a particular position upon the employee’s
return. If leave is due to the medical condition of the employee, a release from the attending
health-care provider must be provided before the employee may return to work.
Failure to return to work at the expiration of any leave will be considered a resignation.
LEAVING UNIVERSITY EMPLOYMENT
Employees may leave their employment from Anderson University voluntarily (resignation or
retirement) or involuntary (termination).
Voluntary Separation
A written resignation is required should an employee choose to leave university employment.
Such notice is to be submitted to the immediate supervisor and the Director of Work Life
Engagement at least two weeks in advance for non-exempt employees in Employment Category
S3 or S2, and one month in advance for exempt employees in Employment Category S2 or S1.
An exit interview will be scheduled with the Director of Work Life Engagement before the final
workday. The exit interview includes benefit information and procedures for leaving university
employment. Employees are also asked to share information about their university employment
experience.
Before the final pay check is released, a written resignation must be submitted, an exit interview
completed, and all keys and university property returned, including uniforms, university ID,
university credit card, and any equipment provided. A final paycheck will be available on the next
regularly scheduled payday provided the above conditions have been met.
Involuntary Separation (Disciplinary Procedures)
Anderson University reserves the right to terminate employees with or without cause. A
termination with cause includes, but is not limited to: unsatisfactory job performance; failure to
follow university policy or meet acceptable standards of conduct; irregular attendance;
persistent tardiness; and gross misconduct. If requested, an employee terminated from
university employment may receive a written notice of discharge. Please note: the use of
recording devices are not permitted at any time.
The university normally follows progressive disciplinary procedures, except in the event of gross
misconduct as defined below. Progressive disciplinary actions are designed to be corrective
rather than punitive and, at the discretion of the immediate supervisor and in consultation with
the Director of Work Life Engagement, will follow these general guidelines.
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A.
Two Verbal Warnings
If there is evidence an employee has failed to perform their duties or conduct themselves in an
expected manner, the supervisor will discuss the situation with the employee privately. A
documented report of the verbal warning will be placed in the employee’s personnel file. If after
12 months further action is unnecessary, the report will be considered inactive, but will remain
in the personnel file.
B.
Two Written Warnings
If after two verbal warnings, similar performance or conduct issues persist, the employee will
receive up to two written warnings. The written warning will include the current date, reason for
the warning, and the manner in which the employee is failing to meet performance or conduct
standards. The warning is to be signed by the employee and the supervisor, and a copy placed in
the employee’s personnel file. The employee will receive a copy of the written warning. If after
12 months further action is unnecessary, the report will be considered inactive, but will remain
in the personnel file.
C.
Termination
If after two verbal warnings and two written warnings, similar performance or conduct issues
persist, the employee will be terminated. If requested, employees will be given a written
statement concerning their dismissal and a copy will be placed in their personnel file. The final
paycheck will be available on the next regularly scheduled payday and include hours worked plus
remaining earned time provided all keys and university property have been returned (including
uniforms, university ID, long distance telephone calling cards, etc.). Arrangements must also be
made to settle business office accounts. Continuation of university benefits should be discussed
with the Director of Work Life Engagement immediately.
D.
Disciplinary Probation
A disciplinary probationary period from 30 to 90 days may be imposed if an employee fails to
perform their duties or conduct themselves in an expected manner. A disciplinary probation may
be an alternative to the verbal and written warnings; in addition to the verbal and/or written
warning; or may be initiated at any time during the progressive disciplinary process that a
supervisor, in consultation with Office of Work Life Engagement, believes it would be effective. A
disciplinary probation is an opportunity to correct performance or conduct. An employee will be
notified in writing if they are being placed on a disciplinary probation, and be advised of the
duration and conditions required for continued employment. At any time during the disciplinary
probation, an employee may be terminated for failure to improve performance or conduct.
Termination from employment may result after one verbal warning if an employee has been on
a previous disciplinary probation for similar actions.
E.
Investigative Leave
An investigative layoff, without pay, may be imposed if an employee has failed to perform their
duties, failed to conduct themselves in an expected manner, or a serious incident has occurred,
which normally warrants discharge, pending an investigation of the incident. An investigative
layoff may be an alternative to the verbal and written warnings; in addition to the verbal and
written warnings; or may be initiated during the progressive disciplinary process if the
supervisor, in consultation with the Director of Work Life Engagement, believes it would be
effective. The duration of the investigative layoff may be the balance of the present work shift to
a maximum of five working days.
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An employee will be notified in writing, within one working day, if they have been placed on an
investigative layoff, and advised of the duration and conditions required for continued
employment.
F. Gross Misconduct
1. Evidence of behavior defined below as gross misconduct may result in immediate
dismissal without notice. If requested, employees will be given a written statement
concerning their dismissal and a copy will be placed in their personnel file.
2. Insubordination, disobedience or resisting authority and/or work direction.
3. Any use of alcohol or narcotics while on university premises, as defined in the Drug
Free Workplace Policy, participating in a university sponsored event, as defined in
the Drug Free Workplace Policy, or reporting for work while under the influence of
alcohol or narcotics.
4. Theft or vandalism of university property, the property of university guests, or the
property of individuals employed by the university.
5. Confirmed release of confidential information to an unauthorized person, or the
unauthorized obtaining or copying of documents or records.
6. Continued absenteeism (normally 3 consecutive days) without notice or just cause.
7. Fighting, gambling, or other disorderly conduct on university premises or while
participating in a university sponsored event.
8. Open, vocal, and/or sustained social or moral behavior that is contrary to the
customs generally held by the Church of God (Anderson, IN) community.
9. Open, vocal, and/or sustained behavior which has a negative impact on the
university's commitment to equal employment opportunity as described in the
university Fair Employment Practices Statement.
10. Disruptive conduct with or toward students, faculty, staff or guests which negatively
impacts work performance, or creates an intimidating, hostile, or offensive
work/learning environment.
11. Physical assault or the unauthorized possession or use of guns, knives, or other
weapons while on university premises or at university sponsored events.
12. Confirmed direct or indirect sexual harassment of students, faculty, staff or guests
of the university.
RETIRING FROM THE UNIVERSITY
The normal retirement age for a staff employee is 65 with retirement becoming effective on the
last day of the month in which the 65th birthday occurs or May 31 following the 65th birthday, at
the discretion of the employee. The normal retirement age for a faculty m
 ember is the end of
th 
the academic year following the 65 birthday.
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There is no mandatory retirement age for faculty or staff employees. However, performance
appraisals, review of employment status and salary level will continue to be conducted on an
annual basis as provided in the Staff Handbook. Faculty and staff age 65 and over will continue
to be treated as those employees under age 65 with regard to performance expectations and
benefits.
A faculty member wishing to retire should communicate their intentions in writing to the
President and the Provost by October 1. A staff employee should indicate in writing to the
Director of Work Life Engagement their intentions regarding retirement at age 65 no less than 90
day prior to the 65th birthday. A retirement date of other than age 65 should be indicated in
writing to the Director of Work Life Engagement no less than 90 days prior to the intended
retirement date.
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