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MORE ABOUT THE HANDBOOK

This handbook provides general information on employment policies. It is not
intended to cover every possible situation, but rather to provide an overview of
current university policy. Employees are encouraged to exercise good
judgment in the execution of their duties.

Although most policies are the same for all regular staff employees, some
differences do exist based on factors such as employee category and pay status
(biweekly, manthly, hourly, norexempt, exempt). Where applicable, these
differences are explained.

Employee benefit programs, hours of work, rates of pay, and/or university
policies in general are subject to change from time to time at the sole discretion
of the wiversity, and any such changes will be communicated to employees on
a timely basis.

Familiarity with policies found in the handbook will clarify the procedures and
benefits which the university has and offers for and to its employees. The most
current version of this document will be available online at
www.lawrence.edu/dept/hr/Employee Handbook.shtml
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PLEASE NOTE

Neither this manual nor the policies set forth in it create a contract of
employment between the employee and Lawréhugersity.

Employment policies may be changed at any time by the university as it deems
necessary. In some sections of the manual, the right to change policies is set
forth specifically. This does not |
policies.

ALL STAFF EMPLOYEES ARE EMPLOYEES -AT-WILL. THIS
MEANS THAT AN EMPLOYEE MAY LEAVE HIS OR HER JOB AT
ANY TIME OR BE TERMINATED AT ANY TIME.
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LAWRENCE UNIVERSITY
A Brief History of Lawrence University

HR Policy #11

Lawrence, like the city of Appleton in which it is situated, owesch of its origins to the
perseverance of frontier ministers and to the philanthropy of wealthy Bostonians. In 1847, prior
to the statehood of Wisconsin, the first member of the Lawrence administration and Appleton's
first permanent resident arrived oretBcene in a dugout canoe and selected a wooded bluff
above the Fox River as the site for the university's campus. The Reverend William Harkness
Sampson had been commissioned, along with the Reverend Henry R. Colman, by the Boston
merchant Amos A. Lawrenc® establish a frontier school to afford "gratuitous advantage to
Germans and Indians of both sexes." Lawrence pledged $10,000 to endow the school, on the
condition that the Methodists, represented by Sampson and Colman, match his initial gift. Even
before the money could be raised, the Territorial Legislature granted a charter to Lawrence
Institute, a name that was changed to Lawrence University when classes first began on
November 12, 1849.

During the first 40 years of its life, Lawrence struggleihvthe problems of a developing
frontier: the failure of wheat crops, the disruptions of the Civil War, and the chaos of financial
panics. Through it all, seven different college administrations held fast to the tenets of a strong
classical education. Thearly curriculum, though constrictive by today's standards, was, on the
whole, rather broad for the time, and the alumni of that era attained distinguished careers in
education, business, the ministry, law, and politics.

The year 1894 marked a tungi point for Lawrence when Dr. Samuel Plantz returned to his alma
mater as president. During his-g§8ar administration, the student body grew from 200 to 1,200;
the faculty increased from nine to 68; the endowment grew from less than $100,000 to
$2,000,00; and the physical plant was enhanced by the construction of eight major buildings.
During these years, the university's pursuit of academic excellence found reflection in the
selection of Lawrence's first Rhodes Scholar in 1907 and in the establishiveerRho Beta
Kappa chapter in 1914.

During Plantz's administration, the Conservatory of Music, initially founded in 1874, came into
its own as a separate part of the university. The addition of six faculty members, the introduction
of curricular offeings in public school music and music history, and the acquisition of a building
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devoted exclusively to music instruction all combined to lay the groundwork for-Befidjed
conservatory. Today, the Conservatory of Music affords students a uniqueoblemdessional

music training and a liberal education, a combination that has produced composers, performers,
and leaders in music education.

In 1913, the university adopted the name Lawrence College to underscore its commitment to
undergraduateilderal education. This commitment received further articulation during the
administration of President Henry Merritt Wriston (1925, when the university charted a
course that it has followed faithfully to the present day. In the words of the catdl®g4f'The
ultimate purpose of liberal education at Lawrence is the establishment and improvement of
standardd standards of thought and expression, of taste and interest, of character and ethics, of
health and sane living."

While holding fast to th&e enduring goals of liberal education, Lawrence continually has
reassessed and reshaped its academic program in response to the changing contours of
knowledge and to changing views on the nature of learning. The tutorial system, first instituted
by Presi@nt Wriston, has blossomed into a wide range of options for independent learning.

Freshman Studies, introduced by President Nathan Marsh Pusey53)944day remains a
distinctive expression of the commitment of the entire Lawrence community éxdnenation

of ideas of abiding importance. With the introduction of a number of overseas programs in the
1960s, Lawrence enhanced its ability to broaden the horizons of its students through direct
contact with other societies. The recent appearance ioutlieulum of interdisciplinary areas

and of special programs in computer studies reflects a concern that new knowledge, so crucial to
the educated person of the laté"2@ntury, be available to Lawrence students along with the
traditional fare of couess in the arts and sciences.

Under the leadership of President Curtis W. Tarr (1883 Lawrence once again assumed its
historic name, Lawrence University, when it merged in 1964 with Milwaid@ener College

for Women. MilwaukeeDowner, named in hwor of its trustee and benefactor, Jason Downer,
was itself the product of a merger in 1895 between Milwaukee Female College and Downer
College of Fox Lake. Both schools had pioneered in the education of women, and Milwaukee
Female College had benefitedlgaon from the interest of Catharine Beecher, a sister of Harriet
Beecher Stowe, who provided the institution with an advanced program of high educational
standards.
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Lawrence University today is what it has been for more than a century, a lilteradlégge with
a conservatory of music. The university honors the vision of its founders and builds on the
heritage of a century and a half of excellence in undergraduate education.

Presidents of Lawrence University:

18491853 William Harkness Samson, M.A. (principal of the institution)
18531859 Edward Cooke, D.D. (first president)

18591865 Russell Zelotes Mason, LL.D.

18791883 Georgd/icKendree Steele, D.D., LL.D.

18831889 Elias DeWitt Huntley, D.D., LL.D.

18891893 Bradford Paul Raymond, Bh, D.D., LL.D.

18931894 L. Wesley Underwood, M.S. (as acting president)
18941924 Samuel G. Plantz, Ph.D., D.D., LL.D.

19241925 Wilson Samuel Naylor, D.D., L.H.D. (as acting president)
19251937 HenryMerritt Wriston, Ph.D., LL.D.

19371943 Thomas Nihols Barrows, M.A., Litt.D., LL.D.

19431944 Ralph Jerome Watts,B, M.A. (as acting president)
19441953 Nathan Marsh Pusey, Ph.D., LL.D., L.H.D.

19541963 Douglas Maitland Knight, Ph.D., LL.D., Litt.D.

19631969 Curtis William Tarr, Ph.D.

19691979 Thomas S. Smith, Ph.D.

19792004 Richard Warch, Ph.D., B.D.

20042013 Jill Beck, Ph.D.

2013 Mark Burstein, MBA
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LAWRENCE UNIVERSITY

The Mission of Lawrence University
HR Policy #12

Lawrence University of Wisconsin, throtugits undergraduate college and Conservatory of
Music, educates men and women in the liberal arts and sciences. Committed to the
development of intellect and talent, the acquisition of knowledge and understanding, and the
cultivation of judgment and values Lawrence prepares students for lives of service,
achievement, leadership, and personal fulfillment.

Purposes

a To enroll intellectually curious students who demonstrate an abiding desire to learn and
the will to join a community of scholars andisid in the vigorous pursuit of knowledge.

a To attract, support, and sustain a faculty of active scholars and artists devoted to the
intellectual life and to the teaching of undergraduates.

a To attract and retain administrative and support perdamne will effectively promote
the educational purposes and values of the university.

a To seek diversity within the university community as a means to enrich teaching and
learning and to promote tolerance and understanding.

a To maintain an intefictual environment that: encourages excellence in teaching and
scholarship; encourages dialogue and close collaboration between students and faculty;
encourages an active search for knowledge and understanding; fosters the critical examination of
values, deas, and actions; supports open and free inquiry; develops aesthetic appreciation;
encourages responsible commitment; challenges individuals to surpass their previous
achievements, to seek new opportunities, and to explore new areas; promotes an enduring
enthusiasm for learning; develops a sense of responsibilities inherent in intellectual endeavors
and social relationships; and informs and inspires student residential life.

a To provide a curriculum leading to the Bachelor of Arts degree that: caapris
recognized disciplines of the arts and sciences; examines the heritage of great civilizations;
encompasses the current state of knowledge in the disciplines; exposes students to a wide range
of subjects and intellectual approaches; engages each saatigaty in one or more disciplines

at an advanced level; fosters opportunities for independent intellectual activity; develops
students? abilities to think critically, write clearly, and speak effectively; and allows opportunities

for choice and the purguwf an individual's special interests while preserving a coherent course

of study.
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a To provide a curriculum leading to the Bachelor of Music degree that combines
professional education in music, accredited by the National Association of Schoolssiaf M
with study in the liberal arts.

a To provide a program leading to certification as public school teachers in the state of
Wisconsin.
a To provide opportunities for students to create and participate in extracurricular activities

that are coristent with the educational goals and values of the university.

a To nurture a social environment that promotes mature and responsible behavior and good
citizenship.

a To cultivate a safe and healthful campus environment.

a To contribute to th vitality of the surrounding community and to make available

programs of cultural enrichment and to draw on the knowledge and experience of members of
that community in the exploration of significant issues.

a To provide opportunities for alumni to méain a lifelong connection with the institution
and with each other and to encourage their continuing interest in learning.

a To provide the physical and financial resources needed to support the educational
purposes and to ensure the future seihg of the university.
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LAWRENCE UNIVERSITY

Handbook/Receipt Form
HR Policy #13

STAFF EMPLOYEE HANDBOOK RECEIPT

The Lawrence University Employee Handbook is maintained and continuously updated on the
uni ver si t yoslaweade.edu/tept/hréEmployee Handbook.shtml

ACKNOWLEDGEMENT
Please read the following and sign the form at the end of the Acknowledgement:
| acknowledge my responsibility to read the Employee Handbook, and understand that:
A I am responsible for eoplying with the policies and rules that apply to me;

A I have the opportunity to ask questions on any points which | do not understand or which
may confuse me;

A The Handbook is only intended to provide
personnel plicies and does not necessarily represent all such policies or practices in
force at any particular time. The Handbook may be changed at any time.

A Neither this Handbook, nor any other written or unwritten policy or practice of the
university createsnor is intended to create, an express or implied contract, covenant,
promise, or representation between Lawrence University and the employee. | understand
that | remain an employee at will, and that Lawrence or | may terminate my employment
at any time foany reason.

Print

Signature Date

PLEASE SIGN AND RETURN TO HUMAN RESOURCES.
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LAWRENCE UNIV ERSITY

Human Resources Mission
HR Policy #14

MISSION STATEMENT

The Human Resources Department is dedicated t
units to maximize the potential of our greatest assmir employees. We embrackange and

the opportunity it brings. We are focused on delivering quality customer service and are
committed to recruit, develop, reward and retain our workforce.
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LAWRENCE UNIVERSITY

On Your Job
HR Policy #15

If you have any questiongroblems, or concerns while you are employed at the university,
contact your supervisor. Your supervisor is a source of information and usually can resolve your
concerns quickly and efficiently, or can assist you in obtaining the answer.

During yourfirst few days on the job, your supervisor will explain the requirements of your job
to you, review the rules and regulations in your department, and cover any work or departmental
procedures and policies that may apply to you.

Your supervisor assignsork to you and is the person responsible for enjoying its completion. If
you have questions about methods or priorities in your work, ask your supervisor.
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LAWRENCE UNIVERSITY
Non-Discrimination and Equal Employment Opportunity Policy

HR Policy#2-1

Lawrence Universitis committed to providing equal accessd opportunity to qualified
individuals of all backgrounds. In accordance with this policy and with applicable federal and
state law, the University prohibits discrimination in admissigtisgrogramsandactivities,
employment and advancement on the basis of race, color, creed, religion, national origin,
ancestry, age, sex, sexual orientatigender identity, gender expressiomarital status,
pregnancy, genetic information, disabilityjlitary service, protected veteran statyslitical
affiliation, arrest record or conviction record.

Retaliation against an individual for filing a discrimination complaint or for participating in a
complaint investigation violates this policy and maystitute a form of illegal

discrimination. University policy also prohibitsamassment ofndividuals on any of the bases
listed above.

ly OG ol6&aSR 2y |y AYRAQGARdzZ tQa adlddza & fAa
University disciplinevenif the act does not rise to the level of unlawful discrimination,
retaliation or harassment

To request information, assistance or to file a complaint for violations of this policy, contact David
Burrows, Provost and Dean of the Faculy fdor Sampsn House, at 92832-6528 or
david.burrows@lawrence.edwor Christopher Lee, Vice President for Finance and Administration, 117
Brokaw Hall, at 92832-7694 orchristopher.lee@lawrence.edor Rochelle Blindauer, Director of
Human Resources, 101 Brokaw Hall, at-828-6541 orrochelle.l.blindauer@lawrence.edu

To request assistance or to filcamplaint specifically related to sexual misconduct or geruesed
discrimination or harassment, contact Kim Jones, Title IX Coordinator, 109 Memorial Halk832920
7496 orkimberly.r.scott@lawrencedu. Additional information is available at
https://www.lawrence.edu/students/share/aboutitle-ix.

C2NJAYF2NNI GA2Y | 02dzi GKS | yABSNEA (G aRian, dOrgaetLINS K Sy a |
Kimberly Barrett, Vice President for Diversity and Inclusion and Associate Dean of F&tElogr2

Sampson House, at 9882-7451 orkimberly.a.barrett@lawrence.eduAdditional infomation is

available ahttps://www.lawrence.edu/info/offices/diversityand-inclusion
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For information on federal enforcement of natiscrimination in education, visit
http://wdcrobcolp01.ed.gov/ICFAPPS/OCR/contactus ffithe address and phone number of
the office that serves your area, or call 80P1-3481.
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Policy Statement

Lawrence University is committieto the principles of Equal Employment Opportunity and
Affirmative Action as set forth under Title IX of the Education Amendment of 1972 and the
regulations issued thereunder.

The university is an equal employment opportunity employer and, in accordamcwith its
equal employment opportunity policy and state and federal law, will not discriminate with
respect to compensation, terms, or conditions of employment because of race, color, creed
(religion), sex, pregnancy or childbirth, sexual orientation, geder identity, marital status,
age (40 and older), ancestry, national origin, handicap/disability, use of lawful products,
arrest or conviction record, genetic testing, political affiliation, or military service
membership.

Lawrence University does not éscriminate on the basis of sex, race, color, national or
ethnic origin, religion, sexual orientation, gender identity, parental or marital status,

age, or disability in its programs and activities. Inquiries regarding the non

discrimination policy may be directed to the Vice President for Finance and
Administration or the Dean of the Faculty.

Procedures

An essential part of the university's program requires that all employees work together to
maintain an environment that fosters mutual employspea and promotes a harmonious,
productive work place free of harassment and intimidation. Any employee who has a question or
concern regarding any type of discrimination or harassment is encouraged to bring it to the
attention of his or her supervisarthe Director of Human Resources.
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LAWRENCE UNIVERSITY
Sexual Misconduct Policy

HR Policy #22

PURPOSE

Members of the University community, guests, and visitors have the right to be free from all forms of

gender and sexbased discrimination, a¢huding sexual harassment, assault, or exploitation. This policy

defines expectations for conduct, procedures for handling complaints of sexual misconduct, and sanctions

for those found to have violated this policyhis policy applies whether the allegmisconduct occurred

on or off campus if that conduct bears on a persol
of the University or its affiliated programs.

EXPECTATIONS OF CONDUCT

While sexuality and sexual interest are normal pafreglult life, students, faculty, and staff have a right

to live, learn, and work in an environment free from hostility based on gender or sexuality. Unwelcome
sexual talk, attention, or advances that are repeated or persistent undermine the semaerdfycand

purpose that is at the heart of liberal education. The sharing of private messages, images, or videos
without permission is an affront to our values and respect for one anothergldistidentof sexual

violenced sexual aggression that agsgower, control, or dominance over anotheray be sufficient to

create a hostile environment. The University encourages any student, faculty, or staff member who feels
sexually harassed, assaulted, or exploited to seek redress under this policy.

Consert

Appropriate sexual behavior is consensual, respectful€nploitative), and safe. Consanay be given

by word or action, but it must be clefrgely given,and evident throughout a sexual encounter, acahit

be revoked at any time. Silence, paibgj or inactivity is not consent. Consent to mutual touching does

not constitute consent to sexual penetration. Consent to sexual activity on one occasion does not
constitute consent to sexual activity on another occasion, nor does a dating refatomsstory of

sexual relations provide assumed consent. In Wisconsin, no one under the age of 18 can legally consent
to sexual activity.

Pressuring or coercing someone into sexual activity violates this policy, as does the threat of violence or

the useof force. A person under the influence of alcohol or dargstherwise mentally impaired is

deemedinable to consent if that person is too incapacitated to understand the sdndtimact freely

and knowingly Likewise, a person who is sleepingt@s fallen asleels unable to consent. Anything

other than clear, knowing, and voluntary consent |

TYPES OF SEXUAL MISCONDUCT
For purposes of this policy, sexual misconduct includes sexual harassorecbnsensual sexual contact
or intercoursésexual assaultand sexual exploitation. Each of these is defined below.

Sexual Harassment
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Sexual harassment is unwelcome conduct of a sexual nature that is sufficiently severe, persistent, or
pervasive thiit creates a hostile environment. The conduct can include unwelcome sexual advances;
requests for sexual favors; or other verbal, nonverbal, or physical conduct of a sexual nature. A hostile

environment is one that unreasonably interferes with, demies, | i mi t s someonebs abil.
or benefit from the Universityds educational prog.l
employment.

Apparently consensual sexual relationships between individuals of unequal status may bmer beco
violations of this policy. Anyone who engages in a sexual relationship with a person over whom he or
she has direct power or authority will be considered in potential violation of this policy.

Examples of sexual harassment include, but are not lirrated

1 pervasive sex talk, jokes, rumorsimils, images, etc., that are perceived as offensive;

1 repeatedly subjecting a person to unwelcome sexual attention or suggestive behavior;

i attempting to coerce a person into a sexual relationship;

9 conditioning a beefit on submitting to sexual advancpanishing a refusal to comply with a
sexual requesbr offering an exchange of a benefit for a sexual favor (quid prg quo)
verbal, physical, or social bullying based on sexual identity or gendezardormity;
stdking related to gender or sexuality; and
intimate partnewiolence, which may also constitute physical or sexual assault.

=A =4 =4

The more egregious the conduct, the fewer instances are neaxdedténa hostile environmenk single
act involving coercion, tieatsviolence, oweaponswill be deemedarassment.

Activities that do not constitute sexual harassment include assignment of materials or discussion of topics
that are legitimately related to the subject of a course, tutorial, or other academiereggdverned by
the principles of academic freedom.

Non-Consensual Sexual Contact
Non-consensual sexual contact is any intentional sexual touching by one person upon another person,
however slight and whether with a body part or object, without conadfuraby use of force or coercion.

Sexual contact includes:
9 intentional contact with the breasts, buttocks, groin, or genitals of another person;
9 touching a person with any of these body parts;
9 making a person touch you on or with any of these body [zamts;
91 other intentional bodily contact in a sexual manner (such as rubbing against the body of another
person).

Sexual contact with anyone a person knosvsshould knowgiven the circumstances, to be incapacitated
whether by sleep, alcohalrugs,or otherwise,is a violation of this policy. A person is deemed
incapacitated if the person is unable to understand the situation and to act freely.

Non-Consensual Sexual Intercourse
Non-consensual sexual intercourse is any sexual intercourse (oral, aregjral)y however slight,
without consent and/or by use of force or coercion.

Intercourse includes:
1 vaginal penetration by a penis, tongue, finger, or object;
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9 anal penetration by a penis, tongue, finger, or object; and
9 oral copulation (moutiyenital contat), no matter how slight.

Sexual intercourse with anyone a person knawshould knowgiven the circumstances, to be
incapacitatedwhether by sleep, alcohaltugs,or otherwisejs a violation of this policy. A person is
deemed incapacitated if tiperson is unable to understand the situation and to act freely.

Sexual Exploitation
Sexual exploitation occurs when a person takesaomsensual or abusive sexual advantage of another.
Examples of sexual exploitation include, but are not limited to:
1 invasion of sexual privacy, whether through voyeurism or letting someone secretly view sexual
activity;
nonconsensual photography or videw audierecording of sexual activity;
showing or sharing sexual images or videos without permission;
knowingly transntting a sexually transmitted infection to another person; and
prostituting another person.
Acts of sexual exploitation may also constitute sexual harassment as defined above.

=A =4 = =9

SANCTIONS

Any person found in violation of this policy will receive sanctioasging from warning to suspension to
separation from the university (expulsion or termination of employment). Sanctions will depend on the
severity of the incident, taking into account any previous violations of this or other applicable University
policies. Repeat offenses, offenses involving force or violence (or the threat of violence), or offenses
involving the administration of a datape drug will be dealt with most severely, likely resulting in
separation from the University.

Sanctions may include requirement to undergo counseling in order to remain on campus or before being
allowed to return to campus. In such cases, the person found in violation must see a counselor off campus
at the personds own eXxpens e,rthacodnsetotrteshgeanfosnation mu s t
about the counseling sessions with therapriate University Authoritpamedundr fA Recei pt of
Compl ai n tA@ersorewillmatbe allowed to return if, in the view of the University Authority, the
person continue® pose a threat to the campus community.

REPORTING SEXUAL MISCONDUCT
When confronted by possible sexual misconduct, a persordanagy or all othe following:
9 discuss concerns confidentially with a Counselor, SHARE Advocate, or sexual assault crisis
center, to receive support and guidance;
91 report the sexual misconduct to any Responsible Employee, who will file a Contact Report with
the Title IX Coordinator so the University caronitor the situation and improve campus safety
1 file a Formal Complaint viih the University, whicimay lead talisciplinary action for those
found in violation of this policy;
1 report a crime to law enforcement, which may lead to criminal charges and prosecution.

A Formal Complaint to the University alleges violation of our s¢xmisconduct policy and may lead to
suspension or separation from the university. A complaint to law enforcement alleges commission of a
crime and may lead to prosecution, conviction, and possilifgsonment Because the two processes

have differentritents and possible outcomes, they also have éiffestandards and procedures. The
standard of evidence is higher in criminal cases, due to the threat of incarceration.
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To Discuss Concerns Confidentially

A person can discuss concerns confidentiaibh Health andCounseling Services or a sexual assault
crisis center. Counseling Services is available to help free of charge and can be consulted on an
emergency basis.

A person can also speak confidentially with a SHARE Advocaterfmtional supportidp getting

medical care or counselingr communication wittUniversity officesto arrangeprotective measures or
academic accommodations. The SHARE Advocate can also help the person file a Formal Complaint of
sexual misconduct with the University and,es applicablea complaint witHaw enforcement

Confidentiality cannot be promised in cases invol)
I nvol ving Minorso below) or an i mmediate or sever

To Report Possible Sexual Misconduct

A personwho experiences or witnessesxual misconduatan report ito any Responsible Employee.
Responsible Employees include:

Faculty;

Administrators (Deans, etc.);

Staff with supervisory responsibilities;

Coaches;

Residene Hall Directors and Residence Life Advisors;
Campus Safety officers;

Human Resources personnel; and the

Title IX Coordinator.

=8 =8 =8 =8 =8 =891

The Responsible Employee will refer the person to University resources that can provide assistance and
will document the incideifs) in a Contact Report to the Title IX Coordinator. The Title IX Coordinator

will keep the report secure and use it with other reports to monitor patterns, identify potential threats, and
takesteps to improve campus safety. A Contact Report doesanbagormal investigation unless it

indicates a continuing threat to the campus community, such as a pattern of misconduct, predatory actions,
threats, violence, or the presence of a weapon. If the patsmexperiencegossible misconduct would

like to start a formal investigatiothatpersonshouldfile a Formal Complaint (see next section).

Employees who are not designated as Responsible Employees are not required to fill out a Contact Report
but should notify a supervisor if thexperience owitness misconduct under this or other university

policies. If a person reports sexual misconduct to someone other than a Responsible Employee, the
person cannot be assured that action will be taken to improve the safety of the campus environment.

To File a Formal Complaint

A personwho experiences possible sexual miscondaatfile a Formal Complaint alleging violation of

the Universityods shcomphint ofreexsalcassamtilluirdtinte gpfarrhal ¢ y .
investigation leading tpossibledis i pl i nary action (see Alnvestigatio
A complaint of sexual harassment or exploitation may be resolved by mediation or opened to formal
investigation (see AMediationo bel ow).

A person may be assisted in filiagrormal @mplaint by a designated student, faculty, or staff SHARE
Advocate. The SHARE Advocate can also help the person arrange for medical care or counseling,
contact University offices for protective measures or academic accommodations, and contact law
enforcemento report a crime (see next section).
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Formal Complaintare sento the Title IX Coordinator, who notifies the appropriate University Authority
and initiates a formal investigation by the external Investigator contracted by the University. Once an
investigation is started, it continues to completion, even if the complaint is withdrawn.

Information in a Formal Complaint is shared only as needed with the following people:
Investigator (outside consultant);

Complainant (person making the complaint);

Respodent (person accused of violating the policy);

Witnesses interviewed by the Investigator;

University Authorities who determine violations and sanctions; and the

Title IX Coordinator, who oversees the process.

=A =4 =8 =8 =8 =9

Though summargataon complaints, violatins, and sanctions may be reported to the campus
community, details of individual cases are not disclosed to the campus community or the public.

To Report a Crime

In addition to filing a Formal Complaint with the University, a persan alsaeportsexualassaulto

law enforcement. The Police will collect evidence esfdr the matter o t he Di strict Attor
If the District Attorney decides to file charges, the person accused of a crime will have to be found guilty
Afbeyond a r eiasrdent@bde toaviced THistis@ higher standard of evidence than that
needed to be found in violation of University pol |

Cases Involving Minors
All University personnel are expected to report anspected sexual abuse of a person under age 18 to
the county child protective service. Counselors and health care workers are required to make such reports.

INVESTIGATION AND SANCTIONING PROCESS

Receipt of Complaint
When a Formal Complaint of sexualsconduct is received, the Title IX Coordinator will notify the
appropriate University Authority:

91 Vice President of Student Affairs, for complaints against students;

1 Provost and Dean of the Faculty, for complaints against faculty; or

9 Vice President for Fance and Administration, for complaints against staff.

If the appropriate University Authority is the Complainant or Respondent, then one of the other two
authorities will assume the responsibility of pursuing the compléitihe Title IX Coordinatoiis the
Complainant or Respondent, then the President will designate a replacement Title 1X Coordinator until
the complaint has been resolvedomplaints made against visitors to the University will be assigned to a
University Authority by the Title IX Comlinator in consultation with the authorities listed above.

The appropriate University Authority will review the University policy and process with the Complainant
and will contact the Respondent to: (i) inform the Responafathie nature of the compldir(ii) describe

the University policy and process that will take place, including investigation by the outside Investigator,
and (iii) advise the Respondent that the situatiqgoriisate and should be treated with discretidine
appropriate University Bthority will also explain that retaliation of any sort, whether expressed directly
or through others, is unacceptable and will lead to disciplinary action.
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Mediation (for complaints of sexual harassment or exploitation only)

A University Authority or deignee may act as a mediator in cases of potential sexual harassment or
exploitationwhere mediation is appropriate and acceptable to the Complainant, the Respondent, and the
University. Cases of sexual assa(unwanted sexual contact or intercourse)raxeopen to mediationif

a case is mediated to the satisfaction of all parties, then the matter will be considered resolved, and no
further action will be taken.

If a party does not conform to the mediated agreement, by word or action, then any igepaityimay
notify the Title IX Coordinator in writing. The Title IX Coordinator will determine whether the case
should be opened to formal investigation (see below) and/or will refer theamoplying party for
disciplinary action.

Investigation (for complaints of unwanted sexual contact or intercourse; also for complaints of
sexual harassment or exploitation not settled by mediation)

With the approval of the University Authority, the Title IX Coordinator will authorize the Investigator to
begin investjating the complaint, and this investigation will continue to conclusion with or without the
cooperation of the Complainant.

The Investigator is an outside expert appointed by and responsible to the President. The Investigator is
not a legal representadi of the University, the Complainant or Respondent, and is assigned only as a
neutral third party to investigate the complaint. The Investigator does not provide legal advice to the
University; legal advice is provided as needed by the University Counsel

The Investigator will interview the Complainant, the Respondent, and those Witnesses needed to establish

the details of the incident. The Complainant and Responden¢atéiave someone present during the
interview for emotional support or advice, lthis support person may not speak on the Complainant or
Respondent 6s behalf. At the conclusion of the
Report for the University. The Report will be sent to the Title IX Coordinator, who waiteshwith the
appropriate University Authority.

Determination of Violation or Non-Violation
The appropriate University Authority will wuse 't
whether a violation of this policy has occurred. The UmsigrAuthority will make this determination

based on a preponderance of the evidence (fimor e

the Office of Civil Rights. The University Authority may consult with the Investigator and the University
Counsel for advice and assistance as needed.

Determination of Sanctions

If a violation has occurredhe University Authority will consider the details of the case, along with any
prior complaints against the Respondent under this or other applicabledityipelicies and any

sanctions imposed in similar cases by the University, and will determine the sanction or sanctions to be
i mposed (see ASanctionso above).

The determination of sanctions is based upon several factors, including but not limited to:
1 theseverity of the incident;
1 thenumber of violations (for repeated incidents);
9 other previous violations of university policies;
1 thepotential ongoing risk to the Complainant or the community;
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9 theimpact of the violation on the community, its memberstopioperty; and
9 anyaggravating factors (weapons, threats, predatory intentions, etc.) or mitigating factors
(disability or mental illness, admission of wrongdoing, contrition or restorative actions, etc.).

Review and Notification

Once the University Alority has decided upon appropriate sanctions, the University Authority will

notify the Title IX Coordinator, who will convene a meeting or conference call of the University
Authoritiesl i st ed above unde.rdtih& exeetny, phe appgodiate Ormverpity a i n t
Aut hority wil!/ provide a summary of the For mal Co
Respondent was found to be in violation of University policy, what sanction or sanctions are to be
imposed, and any other action to be tak€he University Authorities will review the decision and any
sanctions to ensure that they are consistent with University policy and practice and in the best interests of
the campus community. The University Authorities may also recommend furtherestbpag¢ements to
facilities, policies, procedures, training, supervision, communication, etc.) to promote a safer campus
environment.

Once confirmed, the decision and any sanctions or planned actions will be provided to the Title IX

Coordinator. The findigs, decision, and any sanctions will be communicated in writing by the
University Authority to the Complainant and the R
Report. I f either the ComplainanteabrPtbeefsoepbal
all partiesmust comply with the original decision and any sanctions while the appeal is pending.

Retaliation and/or Non-Adherence to Sanctions

Title 1X expressly forbids retaliation of any kind against a Complainant, whether byetipafRdent, the
University, or other parties, at any time after the University has been notified of alleged sexual
misconduct. This includes intimidating, threatening, coercing, or in any way discriminating against the
Complainant. Any acts of retaliatiptireats of retaliation, or failure to adhere to sanctions should be
reported to the University Authority or Title IX Coordinator, who will examine or refer the matter for
possible disciplinary action. Retaliation that constitutes sexual harassmeuit, assxploitation will
constitute a new violation of this policy, leading to further investigation and potential sanctions, including
likely separation from the University.

APPEAL PROCESS
In all cases, both the Complainant and Respondent have theoragtpieal the decision and action taken
by the University Authority. An appeal will be considered only if it is based on one or both of the
following:

1 new information thamight substantially change the outcome of the investigation; and/or

1 afailure tofollow the processoutlined in this policy.

The appellant must submit an appeal in writing to the Title IX Coordinator within two weeks of being
notified of the decisionThe Title IX Coordinator (or designee) will provide a written decision regarding
the appeal to both the Complainant and Respondent, with a copy to the appropriate University Authority,
within two weeks of receiving the written appeal. If an appeal is successful, the Title IX Coordinator will
reopen the case to further investigationedwminationof violation or nonviolation, andor possible

sanctioning, as laid out in this policy.

EDUCATION AND TRAINING
To reduce the likelihood of sexual misconduct, the University will distribute the sexual misconduct policy
to every student, facultynd staff member. All faculty and staff will receive training on the policy and
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procedures, and training will be offered to all students. The Responsible Employees identified above will
receive additional training on their responsibilities to reporsibpies sexual misconduct and the

procedures to follow. Designated SHARE Advocates will receive training specific to their support and
advocacy role. In addition, this policy will be reiterated at appropriate opportunities in meetings,
programs, publicatios, and classes.

SEXUAL HARASSMENT AND ASSAULT RESOURCES & EDUCATION (SHARE)

The Sexual Harassment and Assault Resources & Education (SHARE) group advises the University on
matters relating to sexual misconduct. Some members of SHARE are designatdalasta student,
faculty, and staff Advocates who can provide support and guidance to persons seeking assistance or
redress under this policy.

SHARE consists of the Associate Dean of the Faculty (administrative coordinator); the Associate Dean of
Students for Health and Wellness or designee from Counseling Services (education coordinator); no fewer
than two members of the Faculty, one male and one female, serving staggeyedntteyms; the

Associate Dean of Students for Campus Life; the Directorush&h Resources or designee from the

Human Resources staff; no fewer than three members of the staff; and no fewer than two student
members; all appointed by the President.

SHARE receives training about issues related to sexual misconduct and workseiitrotips,

agencies, and individuals to develop educational and preventive programs for the University. SHARE
also recommends to the President changes in the Sexual Misconduct Policy, procedures, or
implementation, which the President may authorizeattiPr e si dent 6 s di screti on.
SHARE receives summary reports, without identifiable information, from the Title IX Coordinator (see
below) on complaints and actions taken in response to sexual misconduct.

TITLE IX COORDINATOR

Title 1X is a comprehensive federal law that prohibits discrimination on the basis of sex in any federally

funded education program or activity. Every institution that receives federal funding has a Title IX
Coordinator, who moni t or ofTitlelXand comdinatds sgompliancedngth i@ mp | e |
all Title I X regulations. Lawrenceds Title | X Cot
Director of Athletics also designates a Title IX Compliance Coordinator for the Athletics Department.

As pat of the Title IX responsibilities, the Title IX Coordinator helps the University develop and

implement a Sexual Misconduct Policy and update the policy and procedures to stay in compliance with
current regulations. In carrying out this responsibilitg, Title IX Coordinator oversees the investigation

of any complaint filed under the Universitybds Sex!
outlined in this policy are followed, and reviews any appeals to determine whether further action is

warrarted.

The Title IX Coordinator also receives asecuresll Contact Reports, Formal Complaints, Investigator
Reports, and Letters by University Authorities stating whether a Respondent is in violatior or non
violation and whether and which sanctions hbeen imposed. Once per year, the Title IX Coordinator
provides a summary report to the campus community of complaints, violations, and sanctions under this
policy, without revealing identities of individuals or details of particular cases.

ADDITIONAL INF ORMATION
Below is information about how federal law bears upon this policy.
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Compliance Statement

This policy is intended to comply with the Off]i
Coordinator o | et t eApri4, 2011, aAdiny athler a@plcable taWslobregulationsl

related to Title IX. If any term, condition, or provision of this policy is inconsistent with the requirements
of these letters, laws, or regulations, the language of the policy will be modified as necessagytte brin
policy into compliance.

Federal Statistical Reporting Obligations

Certain campus officials have a duty to report sexual assault, domestic violence, dating violence and
stalking for federal statistical reporting purposes (Clery Act). All persoitahtifiable information is

kept confidential, but statistical information must be passed along to campus law enforcement regarding
the type of incident and its general location (on campus or off campus in the surrounding area, with no
addresses given) faublication in the annual Campus Security Report. This report helps provide the
community with a picture of the extent and nature of campus crime to ensure greater community safety.
Mandated federal reporters include: student/conduct affairs, campesfaxgement, local police,

coaches, athletic directors, residence life staff, student activities staff, human resources staff, advisors to
student organizations, and any other official with significant responsibility for student and campus
activities. Thenformation to be shared includes the date, the location of the incident (using Clery
location categories), and the Clery crime category. This reporting protects the identity of crime victims
and may be done anonymously.

Federal Timely Warning Obligations

Persons who report sexual misconduct should also be aware that University administrators must issue
immediate timely warnings for incidents that pose a substantial threat of bodily harm or danger to
members of the campus community. The University wilkenevery effort to ensure that the reporting
personds name or other identifying information
for community members to make safety decisions in light of the danger. Mandated federal reporters for
timely warning purposes are the same as those listed in the paragraph above.
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LAWRENCE UNIVERSITY

Harassment Policy
HR Policy #23

Policy Statement

All members of the Lawrence University community have a right to a safe living, learning and
work environment. Violence or threats of violence, against students, employees, or visitors are
unacceptable and will not be tolerated. Harassment by supervisorsvorlas on the basis of

race, sex, national origin, handicap, or other protected statumsiikegal practice prohibited by
Lawrence University.

Procedures

Violencel/threats of violence include, but are not limited to, striking another, pushing, kicking,
throwing objects, abusing/destroying property, physical intimidation, threatst(dimglied or

veiled) stalking or harassment. Examples of harassment include ethnic or racial slurs, or other
ver bal and/ or physical conduct relating to a
which interferes witfomanaenor dgreatdsi an intinidatingf reostiley @r kK p
offensive environment.

Any act or threat of violence will result in consequences that may include immediate physical
removal and/or separation from the university. Any employee who engages in harasgiment
be subject to disciplinary action and/or discharge.

Any person who believes that he/she has been subject to harassment has a right to file a
complaint with his/her supervisor or the Director of Human Resources, who will promptly and
confidentiallyinvestigate the incident(s).
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LAWRENCE UNIVERSITY

Consensual Relationships
HR Policy #24

Policy

There are professional and ethical risks associated with consensual amorous and/or sexual
relationships between members of the University commurigiationships involving a power
differential invite accusations of preferential treatment or exploitation, and ethical principles
preclude individuals from evaluating the work or academic performance of those with whom
they have an intimate relationship

Relationships between Faculty and/or Staff

The university strongly discourages romantic or sexual relationships between a supervisor and
any employee who reports to that person because such relationships create apparent conflicts of
interest. If thered such a relationship, the parties need to be aware that one or both may be
moved to a different department or other actions may be taken. If a supervisor responds to
charges of sexual harassment by claiming that the relationship was consensual, thevitiurde

be on the supervisor to provide evidence that the relationship was both consensual and voluntary.
Whether in a supervisory or collegial role, faculty or staff members should recuse themselves
from any professional assessment of individuals with wtiey have a past or continuing

consensual amorous and/or sexual relationship.

Relationships between Faculty or Staff and Students

Consensual amorous and/or sexual relationships between students and faculty, advisors, coaches,
or others holding positiond authority over them are fervently discouraged and in cases where a
direct supervisory role exists, expressly pro
faculty responsibilities both in and out of the classroom, including, but not limitéeiiching,

academic advising, coaching (athletics, drama, etc.), and service on evaluation committees

(honors, awards, prizes, etc.).

Procedures

If any university employee enters into a consensual amorous or sexual relationship with a

supervisor or diret-report employee, or if either party is in a supervisory capacity in the same
department in which the other party works, th
This requirement does not apply to employees who do not work in the samienggpar to

parties who do not supervise or otherwise manage responsibilities over the other.

Once the relationship is made known, the manager will review the situation with the human
resources director in light of all the facts (job titles, reportingti@iship, effect on caorkers,
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etc.) and will determine whether one or both parties need to be moved to another job or
department. If the manager determines that a party must be moved and there are no suitable jobs
available, then the parties will bevgn the option of terminating their relationship or resigning.

Faculty members who are asked to participate in the professional assessment of individuals with
whom they have a past or continuing consensual amorous and/or sexual relationship must report
therelationship to the Provost and Dean of the Faculty to ensure that all such conflicts of interest
have been adequately addressed. A record of such reports should be maintained by the Office of
the Provost and Dean of the Faculty and a copy provided ©fftoe of Human Resources.

Records will be kept confidential but made available as evidence in the processing of any related
sexual harassment complaints.

If a student in a prior or continuing amorous and/or sexual relationship with a faculty or staff
menber comes under the supervision of that faculty or staff member, the individual in the
supervisory role must report the relationship to the Provost and Dean of the Faculty so that the
conflict of interest may be removed or mitigated.

Failure to follow anyof these guidelines constitutes a violation of University policy and may
result in disciplinary action.
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LAWRENCE UNIVERSITY

Background Check Policy
HR Policy #25

Purpose

Hiring qualified individuals to fill positions contributes to the oves#ilategic success of the
University. Background checks serve as an important part of the selection process. Itis
important that Lawrence University take meaningful actions to promote a safe environment for
students and employees and to protect itssupbperty and other assets, while at the same time
reaffirming its responsibility to protect the privacy of all Lawrence community members. This
policy is intended to support the verification of credentials, criminal history and other
information relatd to employment decisions (e.g. references and occupational and professional

|l icenses) that assist the University in meet.i
administration recognizes the need for thoughtful judgment when determining how backgrou
check results impact an individual s empl oy me

Policy and Procedure

Absent the application of limited exceptions or modifications described below, background
checks will be conducted on all job finalists, including internal transfers and stafbfoos. In
addition, an employee who is required to drive a Univexiped/rented or personal vehicle as
a part of their position will be subject to a driving record check.

Exceptions or modifications to a formal background check include the falijowi

1. Position reclassifications that result in a title change with no change in responsibilities.

2. Faculty career progression, such as promotion to associate or full professor that occurs

within an individual s current department.

Involuntary transfes or reclassifications.

Current staff, unless promoted or transferred to a seesgitgitive position.

5. Student employees who dwmt work in securitysensitive departments or positions (e.g.,
Registrarodos Office, F i n a nfitce, Bdvelopmedt, Hurkah n a n c i
Resources and Research Administration).

6. At the discretion of the President of the University, after consultation with Human
Resources regarding the basis for the decision in relation to the purposes of this Policy.

W

Background chcks may include the following, if applicable: social security number search;

previous employers; references; sex offender registry review; criminal records search;
verification of academic credenti al scatodri ver 0
of occupational and professional licenses. A credit check also may be completed when it is
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deemed relevant to the job responsibilities (e.g. financial fiduciary responsibility) for which the
candidate is applying. Human Resources will coordinaediection of all background check
information. Prior to denying employment or taking adverse employment action based on an

i ndividual 6s background wverification report,
as soon as practicable up@teipt and review of the report. The individual will be provided a

copy of the report and, if applicable, a summary of rights under the Fair Credit Reporting Act.
During the review period the applicant/employee will be provided the opportunity to dispute
results and may be requested to provide additional information. Background checks are based on
information the candidate has provided (e.g. resumel/vita, reference check information, past
employment information and consent form) and by accessing laleadaminal records in other

states. Lawrence University may use a private, commerciatghitgt background check vendor

to conduct all or a part of these checks.

The University reserves the discretion to modify the exceptions listed as circurasiaddbe

best interests of Lawrence may warrant. The
criminal background check (e.g. oneb6s crimina
not a party to a job transfer or reclassification. Thedatexmay be made on the President's or

Presidentds designeeds own initiative or as t

supervisor. Human Resources will be provided a written rationale in support of the need to

conduct a background chebi the requesting party. Human Resources will coordinate the

collection of all background check information. If the current employee refuses to complete,

sign and submit the criminal background check authorization in response to a request made in
accordace with this policy, University administration may take appropriate action up to and

including discharge from employment. Background checks that include a review of an
applicantdés credit history must be authorized

Every employee must infor his/her supervisor and Human Resources via phone call, email or

written notification if he/she has been convicted of a crime or has a pending criminal charge as

soon as possible but no later than 2 business days. Reporting of convictions or pendmadj crimi
charges is applicable to all faculty and staff, whether or not their position is subject to an original
background check. The University also reserves the right to assess whether such convictions or
pending charges against any employee bearasubstant r el ati onshi p to onec¢c
empl oyment, compromise that employeeds abilit
associated with the position, or create a risk to the health, safety and welfare of Lawrence
employees and/or property. Shoatzhvictions or pending charges pose such a risk, the

University shall determine whether continued employment is warranted, or whether some

alternative employment action (e.g. administrative leave) is appropriate. All University

decisions will be made irompliance with applicable State and Federal law.

Employees who drive on behalf of Lawrence in a University owned, rented or leased vehicle, or

in their own personal automobile, are responsible for reporting more than 2 incidents of moving
violations, acidents, or a combination of the two, over the previous three years to the Director of
Facility Services. If a violation is severe (including but not limited to: DWI, excess speeding

over 20 mph and reckl ess dr i vnibehglfofthetUhiversity ndi v i
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will be denied. For the safety and wbk#ing of the passengers, Lawrence University reserves
the right to deny driving privileges for any applicant or employee.

In reviewing the results of a criminal history backgrounélakhon an applicant/employee, the

University will review each situation on a cadsgcase basis in order to determine whether there

is a substantial relationship between a pending charge or conviction and the position one has
applied for or currently holdg he following factors will be considered for those

applicants/employees with a criminal history in determining whether to hire the external

applicant or to transfer or promote the internal candidate: the nature of the crime and its

relationship to the mition and its associated responsibilities; time since the conviction; number

of convictions; whether hiring, transferring or promoting the applicant would pose an
unreasonable risk to the University, oftheudent s
offense(s), and whether there is a discernable pattern of offenses. A final decision on

empl oyment or change of status wild/ be made b
for the employee or potential employee.

Although a disqualificaon is possible, a previous conviction does not automatically disqualify
an applicant from consideration for employment with Lawrence University. However, if an
applicant is found to have falsified any information regarding conviction history, he/$mawil

be considered for employment. If an employee is found to have falsified information regarding
conviction history, s/he will be immediately discharged. An offer of employment may be
extended to an applicant prior to the completion of the crimiralclk . However
first day of work in the position must not be prior to the satisfactory completion of the
background check except under special circumstances and approved by the President or
Presidentdos designee.

, t he

Lawrence University guandees that all information obtained from the background check

process will only be used as part of the employment process and kept strictly confidential.

Human Resources will receive, maintain and store the background check information, separate
fromthee mpl oyeeds personnel record. Human Resour
Provost/Dean of Faculty with an annual report of adverse actions on faculty and staff

employment or candidate selection.
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LAWRENCE UNIVERSITY
Pre-Employment Physical & PreWork Screen Policy

HR Policy #26

Policy Statement

Preemployment physicals and pneork screen tests for physically demanding positions will
ensure that new employees in these positions possess the physical capabilities necessary to safely
perform theessential functions of the job and to reduce the risk of angleked injuries.

Procedures

Offers of employment for security, custodial, materials, groundskeeper and maintenance/trades
positions are contingent upofaphgsicalexpnpand cant 0s
prework screen test that will be conducted by a third party administrator. The physical and
prework screen test must be completed after acceptance of the employment offer and prior to the
start of the applicant beginning work. Thiglicy applies to fultime, parttime and temporary

new hires who are being hired directly by Lawrence University and to current employees seeking
a transfer into one of these positions. This policy does not apply to student workers or to
employees whare hired through an employment or temp agency.

Pre Employment Physical:
The preemployment physical is a he#wttoe medical examination to seek information about the
presence, nature of severity of ahysicalandi vi dual
psychological health. The medical exam includes a-he#ok physical exam, vital signs,
height and weight, and vision (far). The objectives of the examination are to evaluate the
medical fitness of individuals to:

A Perform their job dutiewithout hazard to themselves or fellow workers

A Assist them in the maintenance or improvement of their health

A Detect the effects of harmful working conditions

A Identify disabilities, which would require accommodation

A Establish a record of the medical diion of an individual at the time of hire

PreWork Screening Test:

The prework screening is completed immediately following the-@mgployment physical exam.

This functional test determines an individual
requirements of a specific job. Based on validated, functional job descriptions to ensure
jobrelatedness, the pmork screen enables Lawrence University and its employees to avoid

unsafe situations by identifying mismatches between physical requiremémsjalb and

physical capabilities of the applicant. For each individuaWwek screen, the third party

administrator will provide the following feedback:

Department Name:Human Resources Department Phone Number:920-832-6543
Department Location: Brokaw Hall Department Email: humanresources@lawrence.edu
Last Revised:April 7, 2017 Department Hours: 8:00-12:00 and 1:04:00

Page33of 181


mailto:humanresources@lawrence.edu

A Determine if the prospective employee can perform the Americans with Disabilities Act
essentialdnctions of the job

A Assess applicantés proper body mechanics a

A Provide recommendations regarding reasonable accommodation if the prospective
employee is a qualified individual with a disability and is unable to meet the essential
functionsof the job

The supervisor/manager of the designated positions is to contact Human Resources if the scope

of any of these positions were to change. Human Resources would then notify the third party
administrator to evaluate whether or not the functitesting for that position should be

adjusted in any way. Lawrence Universityds H
of each functional job description and detailed screening test.

Job postings for vacancies in any of the designated pusiinist contain information about the
physical requirements of the essential functions of the job and a statement that the offer of
employment is contingent upon the successful completion of thengpéoyment physical and
prework screen test. Human Resces will provide information about the process and provide
instructions to applicants on scheduling their appointment with the third party administrator.

The third party administrator will deliver the test results to Human Resources. These lisst resu

wi | | be kept in a confidenti al medi cal fil e,
file (if hired). Human Resources will notify the applicant and the hiring manager of either a pass
or fail result. Offers of employment to applicantiso fail the preemployment physical and/or

the prework screen will be withdrawn. Those who pass thegpnployment physical but not

the prework screen can request reasonable accommodation from the Human Resources Director.
Only after the final determation has been made by the Human Resources Director to follow
through with an offer should the applicant be allowed to begin work.

Individuals who pass the peamployment physical exam but fail the pverk screen must wait a
period of at least six rmbths before reapplying for the same position or another position with
similar or higher physical requirements.

Employees are required to report any changes in their physical ability to perform their job, at
which time a fit for duty test may be reqtesby Human Resources.

Any questions regarding this policy should be directed to Human Resources.
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LAWRENCE UNIVERSITY

Salary Administration Program
HR Policy #31

Policy Statement

It is the policy of the university to maintain a confpeasive salary administration program as a
vehicle to provide an equitable compensation program. The following components are included
in the program.

Procedures

Salary Scales

A comprehensive salary scale is maintained by the Human Resoufimes This salary scale is
comprised of a series of salary grades that have identified minimum and maximum salaries. The
difference between the minimum and the maximum salary is referred to as the salary range. The
difference between the minimum salafyome grade and the minimum salary of the succeeding
grade is referred to as the grade differential. Each salary grade is divided into four quartiles, with
the midpoint being average of the maximum and the minimum salary of the grade. Salary scales
are eviewed periodically and adjusted based on -ob$ving and competitive market
information.

Employees will be hired at no less than the minimum salary of the grade for which the position is
classified. An employee may be hired in the first or seapmattile based on factors which
could include level of experience and education.

Salary grades one through ten have been identified as hourgxeompt positions, with grades
eleven through thirteen containing hourly, rexempt, and exempt positionsSalary grades
fourteen and above have been identified as exempt positions.

Promotions

Assuming that all positions are properly classified, a promotion generally is limited to no more
than two salary grades between the employee's current positid the new position.
Additionally, to preserve continuity in the management of job assignment, an employee must
have a minimum of six months in his/her current salary grade to be eligible for promotion.
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Job Descriptions

Each norfaculty positon is supported with a written job description that identifies the reporting
relationship, responsibilities, qualifications, and current salary grade. This document is reviewed
annually by the supervisor in conjunction with the performance review prodelssiescriptions

are also reviewed prior to beginning a search process.

Performance Reviews

Annual performance reviews are completed for each-faculty position. On occasion,
additional performance reviews may be scheduled based upon charjgbsresponsibilities,
transfers, or performance deficiencies. Completed forms are submitted to the Human Resources
Office in May each year for the employee to be considered for a salary adjustment.

Salary Adjustments

While the university prowes no guarantee of salary increases, salary levels are reviewed
annually. Qualification for a salary increase is determined by the performance review in addition
to the room for growth within the salary range of the grade to which the position is dssigne
Annual increases are effective on the first day of the first pay period closest to July 1 of each
year.

Recommendations for increases will be made within the guidelines provided each year by the
Human Resources Office. These recommendations foeases will be made within the
guidelines provided each year by the Human Resources Office. These recommendations are
made through the department head and the Human Resources Office with final approval by the
Vice President for Business Affairs and thegtdent of the university.
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LAWRENCE UNIVERSITY
Time Reporting
HR Policy #32

Policy Statement

It is the policy and practice of Lawrence University to accurately compensate employees in
compliance with all applicable state and federal lavesensure that you are paid properly for all
time worked and that no improper deductions are made, you must record correctly all work time
and review your paychecks promptly to identify and report all errors.

Procedures

Salary/Exempt Staff

The nature of exempt positions requires that additional hours may be needed in carrying out the
responsibilities of the job. If you are classified as an exempt employee, you will receive a salary
that is intended to compensate you for all hours you may worthé university. This salary will

be established at the time of hire or when you become classified as an exempt employee. While it
may be subject to review and modification from time to time, such as during compensation
review times, the salary will bepaedetermined amount that will not be subject to deductions for
variations in the quantity or quality of the work you perform.

Exempt employees will report all paid time off on a Voyager timesheet with the exception of
holidays. Each exempt employeesld prepare only his/her own time sheet.

Biweekly paycheck information is available for viewing on Voyager on the Friday morning
following the end of the twaveek pay period.

Hourly/ Non-Exempt Staff

Web time entry into Voyager must be completeansure proper payment for all hours worked
for hourly/norexempt staff because they are eligible for overtime pay. Each houHgksonpt
employee should prepare only his/her own time sheet.

Hourly/nonexempt employees are required by law to repocueately the number of all hours
worked as well as paid time off. For purposes of paying overtime, the workweek begins on
Sunday and ends on Saturday. Overtime will be paid at the rate of one amalfqiel/2) the
empl oyeebs r egul loars worked rovery40 eaaht week @amd daes not include
vacation, sick or other paid time off.
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These employees are compensated in quarter hour increments. Time worked at 7 minutes or less
should be rounded down to the prior quarter increment. Time woske8 minutes or more
should be rounded up to the next quarter hour increment.

Hourly/none x e mp t staff shoultiec hot k ® ewtbex K mc@a Of fwid o k
means work you may perform, but fail to report on your timecard. Any employedaid oo

report or l naccurately reports any hours wor |
Standard of Conduct and Disciplinary Policy.

All biweekly paycheck information is available for viewing on Voyager on the Friday morning
following the end of the tweweek pay period.

Overtime

While most overtime is optional on the part of the employee, the university does reserve the right
to require reasonable overtime assignments as needs dictate and emergenciésl axartime

must be authdzed in advance by the supervisor.

It is expected that everyone authorized to work overtime (especially when unsupervised) will
conscientiously strive to produce work equal to the quantity and quality of work that he/she
normally is capable of produ@rduring regular working hours.

Hourly/nonexempt employees asked to work on a holiday (other than employee's birthday) will
receive double time for hours worked on the holiday, plus their regular holiday pay.

Make-up Time

Employees, with supenas's approval, will be allowed and are encouraged to make up time
away from work within the week in which the absence occurs either in advance of or following
the necessitated absence. Absences may include, but are not limited to, illness (when sick leave
Is not available), doctor/dentist appointment, vacation (when accumulated vacation hours are not
available), and personal errands which generally cannot be handled before or after work.

Call-Back Hours (Applicable to hourly/norexempt Facility Servicesnd Security employees)

When an employee is called in from home after completion of their regular shift, and performs
work which, due to an emergency (defined below), the employee will receive four (4) hours' pay
at his/her straight time rate for catksquiring up to one (1) hour of work, plus one and-bak

(1-1/2) time pay for each additional onearter (1/4) hour of work required. This applies
regardless of the number of hours accumulated in that work week. Employees called in to work
on a holday will receive double time for hours worked in excess of one.
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The employee should report only the number of hours actually worked, and shoul@Ainter

BACK next to those hours on the appropriate time record. Call back hours are hours that are
worked outside the normal work schedule, which are necessitated by an emergency. Other hours
worked (hours exceeding 40 in a week) not necessitated by an emergency will be considered
overtime hours and paid at one and one half/2) the hourly rate.

Emergencies are defined as mechanical breakdown or natural disaster (e.g., fire, snowstorms,
flood, or tornado) or maintaining campus safety and security. Covering for employee absences is
not considered an emergency outside of the emergencies listed above.

On-Call Hours (Applicable to hourly/norexempt Facility Services Tradespersons)

Employees who are ecall for the week, (9am on Monday thru 9am the following Monday) will
receive four (4) hours of regular pay. When an employee has completed his/kesfvibetng
on-call, the hours must be added to the time record for the week in which-tal tGiurs end.
The hours should be entered@X CALL on the time record.

The employee ocwall will be required to be enampus and work until 4:00pm Mondaydhbgh

Friday of the week he/she is-gall. The employee will need to adjust his/her work hours for
that week in order to accommodate the change without incurring additional hours of work. If
adjusting the schedule requires overtime, the employee mesiveeapproval from his/her
supervisor prior to working the additional hours. Employees not able to work till 5:00pm on a
given day will be responsible for asking another employee/tradesperson to cover those hours for
that day. Those hours will be comgated as hours worked.

The employee owall will be responsible to carry a cellular phone, promptly answer the phone,
stay within a 1 hour radius from the university, and be prepared to respond to an emergency
when needed. The individual -@all maybe called back into work to attend to the emergency;
therefore, he/she must be in compliance will all Lawrence University policies including the
Substance Abuse Policy. If the employee is called back in to work to address an emergency
situation, calback pay would apply. With these exceptions, the employee is not otherwise
limited in conducting personal affairs while-oall.
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LAWRENCE UNIVERSITY

Hours of Work
HR Policy #33

Policy Statement

The university maintains hours of work which arempatible with the maintenance of an
effective and efficient schedule of work.

Procedures
General
The work week begins at 12:01 a.m. Sunday morning.

All full -time employees will work 8 hours per day and 40 hours per week, unless other
arrangemets have been approved in advance by their supervisor.-tilRartand temporary
employees will work their assigned schedules.

Work schedules and work weeks may vary within the scope of a flexible work program that
coordinates with the needs of the partar department. Your supervisor will advise you of your
work schedule.

An unpaid lunch period of 30 minutes or one hour should be taken near the middle of the shift.

In order to maintain productivity and service, participation in a flexible wodngement may
be more limited for certain departments or individuals, and some may be excluded from
participation altogether.

Rest Periods

All categories of employees, including those in a temporary status, will be eligible for two
15minute rest péods during an $hour work day, with one in michorning and one in mid
afternoon. Rest periods are not guaranteed and can be dependent on workload and time
constraints.

Unused rest periods cannot be "banked" and used to shorten the morning or raftgariog
work hours.
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LAWRENCE UNIVERSITY

Internal Job Posting/Transfer
HR Policy #34

Policy Statement

To offer employees opportunity for development and career advancement through
transfer/promotion from within.

Transfers and promotns into positions which are of greater interest to the employee or are
more compatible with his/her knowledge, skills, and abilities may be beneficial to both the
individual and the university.

When positions become available through retirement, creatb a new position,
promotion/transfer, or termination, the vacancy will be published on the Lawrence University
web-site for employees to view. Employees who apply within the first seven (7) days of
posting will be given priority consideration. All ppbens will remain open on the wedite

until filled.

Procedures

Employees interested in pursuing the position should complete an Internal Job Posting
Application available from the Human Resources office.

Generally, employees must have a minimorh si X mont hsé service in
before applying for openings. Because of the nature of some positions, that time may be
extended. Employees are encouraged to discuss their interest with their current supervisor.

Although preference nyabe given to individuals within the department due to related training
or experience, interested employees from other departments are encouraged to apply.

The university reserves the right to hire a candidate from outside the university.
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LAWRENCE UNIVERSITY

Performance Appraisal Program
HR Policy #35

Policy Statement

The university has established a performance appraisal program that provides for the periodic
review of an employee's job performance. The program has several purposes:

a. Maintain or improve each employee's job satisfaction and morale by demonstrating that the
university is interested in the employee's job progress and personal development;

b. Challenge individual to continuously improve performance and personal effestiyene

c. Provide an opportunity for each employee to discuss job concerns and interests with his/her
supervisor.

Procedures

Hourly and norexempt employees will be reviewed near the end of thenla§Ointroductory
period. This evaluation will includan assessment of the employee's progress to date as well as a
discussion of training needs.

All departments of the university will review their staff on an annual or-seimiial schedule. A

review session provides an opportunity to build a better stateting of expectations and
mutual objectives. In addition, there is an emphasis placed on building on strengths and areas for
improvement.

On occasion, additional performance reviews may be scheduled based upon changes in job
responsibilities, transfs, or performance deficiencies.

Department Name:Human Resources Department Phone Number:920-832-6543
Department Location: Brokaw Hall Department Email: humanresources@lawrence.edu
Last Revised:April 7, 2017 Department Hours: 8:00-12:00 and 1:04:00

Page42 of 181


mailto:humanresources@lawrence.edu

LAWRENCE UNIVERSITY

Personnel Information
HR Policy #36

Policy Statement

Job related and personal information about each employee will be retained in an official
personnel file in the Human Resourcesi€f The contents of each file will include basic
identifying information (e.g., hame, social security number, date of birth); resume and/or
completed application form and other hidrejated documents; information on benefit
coverage; information on otheemploymentelated activities (e.g., promotions, training,
disciplinary actions), and other relevant and appropriate information. Records of current and
former employees will be retained indefinitely.

Procedures

Current and former employees hate right to review, inspect, and copy the information in
their permanent files for any reason, according to 8103.13(2), Wisconsin Statutes. The
employee should submit a written request to the director of human resources. A mutually
convenient time wilbe scheduled within 7 days of the request. (Apaaye charge will be
made for copying materials.) Individuals will be given access to their files in the presence of
the director of human resources or designee at a mutually convenient time and flace. T
university reserves the right to withhold from inspection certain sensitive information
including thirdparty references, confidential documents or plans, and information on
security or criminal investigations, except where such restrictions are peohliy law.

Except as otherwise required by law, generally no personnel information will be disclosed to
any party outside the university unless the current or former employee provides a signed
consent to release the information, including referencekshiey potential employers. The
university reserves the right to verify basic information (e.g., employment status, job title,
etc.) without notifying the individual involved, and to cooperate with law enforcement,
public safety, or medical officials whdemonstrate a legitimate need to know specific
information.

Employees who question the accuracy or completeness of information in their files should
discuss their concerns with the director of human resources who will discuss these concerns
with the empoyee's supervisor. Should the disputed information be retained in the file, the
employee may submit a brief written statement identifying the alleged errors and
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inaccuracies. The statement will remain in the file as long as the disputed information is
retained.
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LAWRENCE UNIVERSITY

Payroll Deductions
HR Policy #37

Policy Statement

Payrol |l deductions are appweeklydasit. o empl oyeesd

Procedures

The law requires that Lawrence University make certain deductorsth every empl o
compensation. Among these are applicable federal, state, and local income taxes. Lawrence
University also must deduct Soci al Security t
l'imit that is call edsehé SbtawaknBecWni verdédway
Social Security taxes paid by each employee.

Lawrence University offers programs and benefits beyond those required by law. Eligible
employees may voluntarily authorize deductions from their pay chiecksver the costs of
participation in these programs.

Other pay deductions may also be taken by Lawrence University, usually to help pay off a debt
or obligation to Lawrence University or others (such as garnishments, liens, or child support
orders).

If you have questions concerning why deductions were made from your pay check or how they
were calculated, Payroll can assist in having your questions answered.
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LAWRENCE UNIVERSITY

Benefits Overview
HR Policy #41

Policy Statement

The Univesity has established a variety of employee benefit programs to assist you and your

eligible dependents in meeting the financial burdens associated with health care and to help you
plan for retirement. This portion of the Employee Handbook contains ageagral description

of the benefits you may be entitled to as an employee of the University. Please understand that
this general explanation is not intended, and does not provide you with all the details of these

benefits.

Please note that nothing ¢amed in the benefit plans described herein shall be held or construed
to create a promise of employment or future benefits, or a binding contract between the
University and its employees, retirees or their dependents, for benefits or for any othes.purpos

As in the past, the University reserves the right, in its sole discretion, to amend, modify or
terminate, in whole or in part, any or all of the provisions of the benefit plans described herein,
including any health benefits that may be extenda@ticees and their dependents. Further, the
University reserves the exclusive right, power and authority, in its sole and absolute discretion, to
administer, apply and interpret the benefit plans described herein, and to decide all matters
arising in conection with the operation or administration of such plans.

For more complete information regarding any of our benefit programs, contact the Human
Resources Department.
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LAWRENCE UNIVERSITY

Educational Benefit Programs
HR Policy #42.1

TUITION B ENEFIT PROGRAM

. DESCRIPTION OF THE PROGRAM

The Lawrence University Tuition Benefit Program is available for eligible staff employees and
provides tuition benefits for the employee, spouse/domestic partner, and dependent children.
Terms and eligiltity conditions vary; employees should refer to both the General Provisions and
specific terms for each section. Empl oyees
according to the definitions and provisions. The terms and conditidhe pfogram are subject

to periodic review. Programs currently available are as follows:

SECTION |
Dependent children attending Lawrence University (Degree seeking)

SECTION I
Employees, Spouses and Domestic Partners attending Lawrence University

SECTION Il
Dependent (High School/Post High School) children attending Lawrence University - (Non
degree seeking)

[I.  DEFINITIONS
A. Dependent Children Must be under 24 years of age AND:
1) Must be naturally born or legally adopted ompsthildren or children of domestic partnership
AND:
Quialifications for dependent status include those individuals who have their principal residence
with an employee and/or who rely chiefly on an employee for financial support. Financial
support includs support which comes from a combination of

a) the employee and his/her spouse

byt he chil dbés other parent and such other
such other parent are divorced.

B. Full-time Employment Those employees who work 40 heyer week on either a
schoolyear appointment or ionth basis.

C. Part-time Employment Those employees who work at least 20 but less than 40 hours
per week on either a school year appointment emt8th basis.
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. TAX CONSEQUENCES FOR DOMESTIC PARTNERS/DEPENDENTS

| f benefits are provided for a person who i s
an eligible employee (e.g., domestic partners and children of domestic partnerships), those
benefits will be considered taxable income tlee calendar year in which received. The amount

of the benefit will be reported to the Internal Revenue Service and applicable state authorities as
taxable income to the employee.

IV. GENERAL PROVISIONS - Eligibility/Service Requirements 1.
See eackection for eligibility/service requirements.

2. Tuition remission benefits will be continued upon death or disability for those employees with
more than six years of employment and after retirement for those with a minimum of twenty
years of service whare 62 years of age or older.

V. ADMINISTRATION 1 Application Process
1. The program is administered by the director of financial aid.

2. Exceptions to this policy must be approved by the VP of Business and Operations.

SECTION |

Dependent Childen Attending Lawrence University (Degree Seeking)

Eligibility

1. Employee must have completed a minimum of two (2) years efifiid employment (40
hours per week) i mmediately prior to the s

(Schootyearemployees qualify if they work 40 hours per week.)

2. A student must be claimed as a dependent for IRS purposes by the parent who is a
university employee, and the child must have been claimed as a dependent for the two
years immediately prior to the proged time of enrollment. Employees must provide
proof of dependency upon request, including a copy of their tax return. If the dependent
is not claimed for IRS purposes, contribution of major financial support must be
submitted to support eligibility dgria for this benefit.

3. Students who have already earned a -fmar college degree are not eligible for
participation in the program.

4. The student must be admitted under the normal Lawrence University admissions process.
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5. Only full-time students evolled for their first baccalaureate degree are eligible to
participate.

6. Participation in the program is contingent upon the annual filing of a FAFSA (Free
Application for Federal Student Aid), the LUAPP (Lawrence Application for Financial
Aid), and all equested student and parent federal tax forfgtion remission benefits
wi || not be credited to a studentodés Lawre
financial aid documents are on file each year.

7. Tuition remission benefits will be continuedan death or disability for those employees
with more than six years of employment and after retirement for those with a minimum of
twenty years of service who are 62 years of age or older.

8. The program is limited to a total of 216 units and/or 12 terms.

9. The program applies toward Lawrergonsored study abroad programs only.

Application Procedure

1. Application for the program must be obtained from and returned to the financial aid office for
approval by January 15.

Coverage
1. Dependent childire of staff employees meeting program requirements are eligible for 216
units and/or 12 terms of tuition remission.

2. With the exception of LU sponsored @fmpus programs, monies granted under this
section are specificallprohibited from leaving the umersity for whatever reason or status of
student. If a student wishes to enroll in anadmpus program that necessitates an institutional
outlay of <cash, the tuition remission benefit
of off-campus stdy.

3. This benefit covers 90% of the cost of tuition only. Students and their families are
responsible for all other expenses, such as room, board, books and other fees. This includes
music lessons that are not part of the student degree program.

4).External aid will be credited in accordance with the following guidelines:

a) Students may receive state aid in addition to tuition remiggoto the cosof

tuition, as is allowed, even in excess of need.

b) Students may receive Federal Pell Grant(@ddition to tuition remissionp to

federal financial need or the cost of tuitievhichever is greater.

C) Private scholarships wil/ of fset -tuitio
of-pocket expense in equal portions, with total aid not to exdeeddst of attendance.
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Example: Student receives $2,000 outside scholarship. Tuition remission will be
reduced by $1, 000 a n dof-pgodket expeasm ill he deslucad byma i n i
$1,000.

5. Students withdrawing in accordance with the drstwal dates specified in the course catalog
will not be charged with a term of tuition remission. Students withdrawing after those dates will
be charged for the entire term.

SECTION 1l

Employees, Spouses and Domestic Partners attending Lawrence Umsity (Tuition
Waiver)

Eligibility
1. Full-time employees and their spouse/partner may each receive tuition waivers for up to six
course units during any single academic term.

2. Parttime employees who work 20 hours or more per week and their depgndent
(spouse/partner/child) may each receive tuition waivers for up to nine course units during
any single academic year, but will only receive tuition waivers for up to six course units
during any single academic term.

3. An employee seeking a tuition waivésr his or her own attendance must obtain the
approval of his or her supervisor if the c¢
work schedule. The employee may be unable to enroll if a satisfactory schedule to make
up the hours spent in classwcat be arranged.

4.  Tuition waivers will not be approved for any courses involving a direct outlay of money on
the part of the university. These include, but are not limited to, private music lessons.
Employees or eligible dependents who wish to také sourses will be billed full tuition.

5. Employees who wish to take additional courses after exhausting their benefits for the year
must obtain the approval of their supervisor if the course is scheduled during regular work
schedule and will be billed liutuition.

6. Course units credit eligibility cannot be accumulated (banked) from year to year.

7. The eligible employee or spouse/partner must be admitted to the university through the
admissions office, or reinstated as a Holegree student through thee gi strar 6s o
before attending classes. Interested employees should contact the appropriate office for
more information and the necessary forms. Jdegree seeking students may attend
classes on either an audit (no grade, no credit) or credite@yadsis.
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8. The eligible employee or spouse/partner will be subject to the regular academic regulations
and procedures of the university. These include registration procedures, grading
procedures, and requirements for academic progress and continuiiment. In
particular, the student should be aware that:

a.degreeseeking students will have priority when courses are-swscribed
b. satisfactory grades (@r better) are required for continued enroliment
c.all nondegree students must registerret beginning of each term

9. Students will not be allowed to register until their account with the Business Office is clear
(charges paid in full or tuition waiver approved)

10. The tuition waiver benefit does not cover the -tinee matriculation fee chardeto new
students.

11. The tuition waiver benefit does not cover special course fees such as laboratory breakage
fees, art supplies, books, or other course materials.

SECTION I

Dependent (High School/Post High School) Children Attending Lawrence Univgity (Non-
degree seeking)

1. Dependent children of fulime staff employees meeting program requirements are
eligible to enroll in up to three course credits during a single academic year.

2. Dependent children of patime (20 hours per week) staff erapees meeting program
requirements are eligible to enroll in one and-ba# course credits during a single academic
year.

3. Tuition waivers for dependents who are attending high school will not be granted if the
student is eligible to receive fundingoim other sources, such as the PSEO (Postsecondary
Enrollment Option) program available to students attending public high schools in Wisconsin.
Credit paid for by the tuition waiver program will not count against benefits provided under
Dependent Tuition Bmission (Section 1) or ACM Tuition Remissions (Section Il).

4, Dependent children are eligible to receive tuition waivers unless they are considered
independent students under Federal Financial Aid guidelines.

5. Dependent children who have used their lbeinefits under Dependent Tuition Remission
(Section 1) or ACM Tuition Remission (Section Il) are not eligible for tuition waivers.
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6. Full-time degree seeking students are not eligible for tuition waivers. Please see
Dependent Tuition Remission (Sectibnor ACM Tuition Remission (Section 1) for other
options.

7. Tuition waivers will not be approved for any courses involving a direct outlay of money

on the part of the university. These include, but are not limited to, private music lessons.
Eligible dependents who wish to take such courses will be billed full tuition. Forms must be
completed in advance of the start of classes. New students must contact the Admissions Office
and returning students must c o edisaatianprochkss. Regi s
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LAWRENCE UNIVERSITY

Educational Benefit Programs
Hr Policy #42.2

TUITION REMISSION PROGRAM
ASSOCIATED COLLEGES OF THE MIDWEST (ACM)
TUITION EXCHANGE, INC. (TE)

. DESCRIPTION OF THE PROGRAM

The Tuition RemissiorProgram is available to dependent children of eligible staff employees.
Terms and eligibility conditions vary; employees should refer to both the General Provisions and
specific terms for each section. Employees will be required to verify their depérelene | i gi bi |
according to the definitions and provisions. The terms and conditions of the program are subject

to periodic review and modification by participating colleges where applicable (ACM programs).
Programs currently available are as follows:

SECTION |
Dependent children attending participating Associated Colleges of the Midwest do(lBgkst,
Coe, Colorado, Cornell, Grinnell, Knox, Lake Forest, Luther, Macalester, Monmouth, and Ripon)

SECTION I
Dependent children attending partidipg Tuition Exchange, Inc. colleges.

ll._ DEFINITIONS
A. Dependent Children: Must be under 24 years of age AND:
1) Must be naturally born or legally adopted or stigdren or children of domestic
partnership AND:
2) Qualifications for dependentadus include those individuals who have their principal
residence
3) with an employee, and/or who rely chiefly on an employee for financial support.
Financial support includes support which comes from a combination of a) the employee and
his/her spouse
b))t he chil dbés ot her parent and such other
such other parent are divorced.

B. Full-time Employment Those employees who work 40 hours per week on either a
school year appointment or-h2onth basis.
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C. Part-time Employment: Those employees who work at least 20 but less than 40 hours
per week on either a school year appointment emt@th basis.

1. TAX CONSEQUENCES FOR DOMESTIC
PARTNERS/DEPENDENTS

| f benefits are provided fwged orertstonen fvhep e nsd
an eligible employee (i.e., domestic partners and children of domestic partnerships), those
benefits will be considered taxable income for the calendar year in which received. The amount

of the benefit will be reported tihe Internal Revenue Service and applicable state authorities as
taxable income to the employee.

IV. GENERAL PROVISIONS - Eligibility/Service Requirementsa.
See each section for eligibility/service requirements.

b. Tuition remission benefits will be cinued upon death or disability for those employees with
more than six years of employment and after retirement for those with a minimum of twenty
years of service who are 62 years of age or older.

V. ADMINISTRATION i Application Process
a. The programs administered by the Director of Financial Aid.

b. Exceptions to this policy must be approved by the VP for Business and Operations.

SECTION |

Dependent Children Attending the Associated Colleges of the Midwest (ACM)

Dependent children of fulime staff employees at Lawrence University are eligible for tuition
assistance from participating ACM coll eges in
policies contained in this section and the policies of the ACM Faculty/Staff Children Tuition
Exchange Program, hereafter referred to as ACM TREP.

Eligibility
a. Employee must have completed a minimum of two (2) years ofifiild employment (40
hour s per we e k) I mmedi ately prior to the st

(Schootyear employees qualify if they work 40 hours per week.)

b. Only full-time students enrolled for their first baccalaureate degree are eligible for
assistance under this section.
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Coverage
a. Tuition assistance is available up to the equivalent of 12 terms.

b. Participating students should contact the h
each year for information about other forms that may be required and sources of financial
aid that may be available.

Procedure

1. By January 15 of the arrent academic year, applicants must notify the director of
financial aid of their intent to apply for ACM TREP by completing and returning an
application and certification of eligibility forrfavailable through LU ), along with a $25
participation fee (pyable to ACM), to the financial aid office. The director of financial
aid will verify eligibility of the employee/parent.

2.The financial aid office will provide the applicant with an application fee waiver card for
each ACM College they are applying to

3.0nce an enrollment decision has been made, applicant must subonfiranation of
participation This form must be submitted regardless of applicants intent to participate
in ACM TREP.

4.Those students participating in ACM TREP must annualbyrst a renewal application by
February 15 of the academic year preceding the renewal year.

SECTION I

Dependent children attending participating Tuition Exchange, Inc. (TE) colleges

Eligibility

a. Employee must have completed a minimum of two (2)s/e&full-time employment (40

hours per we e k) i mmedi ately ©prior to the st

(Schootyear employees qualify if they work 40 hours per week.)

b. Only full-time students enrolled for their first baccalaureateraekecare eligible to
participate.

Coverage TE scholarships will not exceed a maximum of four years (8 semester tuition
remission fiunitso or fAslotso) per eligible ap
to only one child or an eligible ergyee at a time, and each child must undertake the eligibility

and application process.
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Procedure

2 By January 15 of the current academic year, candidates must notify the director of financial
aid of their intent to apply for TE by completing and reing anapplication and certification of
eligibility form (available through LU), along with a $60 application fee (payable to LU), to the
financial aid office. The director of financial aid will verify eligibility of the employee/parent.

3. Certificdion of TE eligibility for applicants approved by LU to participate in the TE program
will be sent electronically to the importing institution(s). Final decision for TE is made by the
importing institution.

1 By December lof each academic year, Leamce University will be given the number TE
Aunitso available for the upcoming academic Yy
wi || be determined by the current number of

correspondingly, these wiltary from year to year. Slots will be assigned to applicants based
upon the following:

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

b. If the number of applicants exceeds the number of TE scholarships, candidates will be
selected on the following priority ranking:

I. First priority will be given to students who are already enrolled in a member
college, and who are currently receiving a §dholarship. The student must also be in
good academic standing (a minimum GPA of 2.0 on 4.0 scale).

il. Second priority will be given to applicants based on employment seniority of the
employee/parentSeniority is based on years of ftilhe serviceat Lawrence University.

ii. Among applicants whose parents have the same years of seniority, priority will be
determined by financial need as measured by the completed financial aid forms.

V. Last priority will be given to applicants with siblings who haheady received a
TE scholarship.
C. Applicants who are not selected as TE recipients will be placed on a waiting list as

alternates for the upcoming academic year in accordance with the priority ranking in item 3b.
above.

d. In the event that a TE recgit chooses to attend a ROR institution or otherwise
forfeits the right to receive a TE scholarship, alternates will be reconsidered for any available
slots.
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e. Alternates who are not selected may reapply for TE scholarship for the following
academic yean accordance with the priority ranking described above.

4, Those students awarded a TE scholarship must submit a renewal application, along with a
$35 participation fee (payable to LU), by February 15 of the academic year preceding the
renewal year. Its your responsibility to notify financial aid by this date that your child will be
returning to the same institution the following year.
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LAWRENCE UNIVERSITY
Leaves of Absencé Bereavement
HR Policy #43.1

Policy Statement

Employees bereavedylithe death of a family member will be granted time away from work
without loss of pay according to the provisions of the policy.

Eligibility
All full - and parttime benefit eligible employees are covered by this policy.

Procedures

When a death azurs in an employee's immediate family, he/she will be compensated for the
time actually lost from the regularly scheduled workday on the day of the death, and the
regularly scheduled days following it, up to and including the day of the funeral, btb not
exceed three (3) work days (24 hours) for full time employees:-tiRetmployees will receive
bereavement pay based on their standard weekly hours.

Immediate family is defined as parent, sfgpent, parenin-law, spouse/partner, child, stepchild
son or daughteiin-law, brother, sister, steprother or -sister, brother or sistefin-law,
grandparent, or grandchild.

Employees may be granted time off from wavith payfor the death of a relative not a member

of their immediate family (this inades aunt, uncle, niece, and nephew). This may not exceed
one (1) work day (8 hours) for full time employees. Part time employees may be granted time
off from work with paybased on their standard weekly hours.

Additional time off without paywhen etenuating circumstances exist (distance required to
travel, e.g.) can be arranged through the employee's supervisor. In all cases where a death has
occurred, the employee has the option of taking vacation time to extend the length of the absence
from work.

Employees desiring to attend funerals of persons other than family members defined above may
do so provided that vacation time is taken or arrangements are made to make up the time, or the
time may be taken off without pay.

All time away must beaquested in writing and approved by the employee's supervisor.
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LAWRENCE UNIVERSITY

Family and Medical Leave
HR Policy #43.2

General Provisions/Duration of Leave

The federal Family and Medical Leave Act (FMLA) and the Wisconsin Family andcisledi
Leave Act (WFMLA), in combination with a wide array of University benefits, provide
employees with the opportunity to balance the needs of family with the needs of work.
Lawrence University may grant up to 12 weeks (or 26 weeks if leave is takeovidepcare

for wounded military personnel) of family and medical leave during any calendar year to
eligible employees, in accordance with FMLA, and 2 and/or 6 weeks of leave under
WFMLA. In most cases, FMLA and WFMLA will run concurrently so that empleysii
generally be limited to a maximum of 12 weeks of leave in any calendar year. In addition to
taking leave in consecutive blocks of time, eligible employees may be allowed in certain
situations to take time off intermittently.

Eligibility
Under tre FMLA the employee must meet all of the following conditions:

1. The employee must have worked for Lawrence University for at least 12 cumulative

months. Each month that a faculty member is active on payroll is considered as part
of the 12 months; and,

2. The employee must have worked at least 1,250 hours during therith period
immediately before the date when the leave would begin (this calculation includes
only actual hours worked, including sabbaticals. It does not include any holiday,
vacation, sik time, or other forms of paid leave that may occur during the relevant
12-month review period, regardless of whether such time is counted as hours worked
for overtime purposes). For faculty, teaching four courses per year, with not less
than one coursper term, or the equivalent in assigned responsibilities, will satisfy
this requirement; and

3. The employee must work in an office or worksite where 50 or more employees are
employed within 75 miles of that office or worksite. (Remote employees with no
fixed office or who work out of their home will be treated as though they work in the
office to which they report.)
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Under the WFMLA in order to qualify to take family and medical leave the Wisconsin
employee must meet all of the following conditions:

1. The employee must have worked for Lawrence University for more than 52
consecutive weeks. Each week that a faculty member is active on payroll is
considered as part of the 52 weeks; and

2. The employee must have worked at least 1,000 hours during theeperiod
immediately before the date when the leave would begin (this calculation includes
sabbaticals, holiday, vacation, sick time, or other forms of paid leave). For faculty,
teaching three courses per year, with not less than one course per term, or the
equivalent in assigned responsibilities, will satisfy this requirement.

Reasons for Leave

In order to qualify as FMLA leave under this policy, the employee must be taking the leave
for one of the reasons listed below:

1. The birth of a child;dlso qualifes for WFMLA leave);

2. The adoption of a child, or the placement of a child with the employee for foster care;
(adoption of a child also qualifies for WFMLA leave);

3. The empl oyeebds own asequalibes for WrKLaAlleave); condi t i

4. To care fora spouse, child or parent with a serious health conditadsg (Qualifies
for WFMLA leave, and additionally the WFMLA allows leave to care for a domestic
partner, parent idaw or parent of a domestic partner with a serious health

condition);
5. Duetoaiqual i fying exigencyo for the spouse,
are on, or are about to be on, active mi/l

following: shortnotice deployment, military events and related activities, childcare
and school activities, financial and legal arrangements, counseling, rest and
recuperation, posieployment activities, or additional activities that Lawrence
University and the employee agree upon); or

6. To provide care for wounded military personnel (empésyeligible to take caregiver
leave include the spouse, children, parents and next of kin of military personnel).

Employees with questions about whether their leave needs may be covered under this policy
are encouraged to consult with the Human Resolepartment.

Procedure for Requesting Leave

When an employee plans to take leave under this policy, the employee must give the

University 30 daysodé notice. I f it is not po
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give as much notice as soon as pcatie. An employee undergoing planned medical
treatment is required to make a reasonable effort to schedule the treatment to minimize
di sruptions to Lawrence Universityods operat
notice of foreseeable leave etleave request may be denied until at least 30 days from the

date we received notice.

All employees requesting leave under this policy must submit the request in writing to their
immediate supervisor for staff positions and to the Provost and Dear ¢fatulty and
Department Chair for faculty positions, with a copy to the Human Resources Department.
Where the need for leave is not foreseeable, employees must verbally notify their supervisor
for staff positions and the Provost and Dean of the Facuttybapartment Chair of the need

for leave as soon as possible. Employees will be required to confirm their need for FMLA

| eave in writing after giving verbal noti ce.
call-in procedures for unexpected absendeéasilure to follow normal calin procedures

under such circumstances will be treated like any other violation of osingadbcedures,

and may result in discipline or termination, even though the leave itself would otherwise be
covered by the FMLA.

Certification of the Need for Leave

Lawrence University will ask for certification to verify (i) the need for leave for the reason
requested by the employee and (ii) the duration of the leave. The employee must respond to
such a request within 15 days okthequest, or provide a reasonable explanation for the
delay. Failure to provide certification may result in a denial of the leave. Medical
Certification must be provided by using the Medical Certification Form provided or available

in the Human Resourc&epartment.

Employee Benefits During Leave

While an employee is on leave under this policy Lawrence University will continue the
empl oyeebs health benefits during the | eave
conditions as if the employee hadntinued to work. The employee has the option not to

retain such coverage during family or medical leave. Employees who retain coverage will
continue to be responsible for their share of the insurance premiums.

Compensation During Leave

Staff

Both FMLA and WFMLA leaves under this policy are unpaid. However, employees may
choose to substitute paid leave by using any available vacation, personal time, and/or sick
time during any family and medical leave. Vacation, personal time and sick leave chosen by
the employee or required by Lawrence is taken as part of the family and medical leave, not in
addition to such leave.

Department Name:Human Resources Department Phone Number:920-832-6543
Department Location: Brokaw Hall Department Email: humanresources@lawrence.edu
Last Revised:April 7, 2017 Department Hours: 8:00-12:00 and 1:04:00

Page6lof 181


mailto:humanresources@lawrence.edu

Faculty

Full-time faculty may elect to take up to two courses or the equivalent time period off (ten
(10) weeks) during the academieay at full pay and benefits for an FMLA qualifying leave
for their own serious health condition. The temurse paid leave benefit may be used no
more than two times in any sevgear period.

Full-time faculty may elect to take up to one course or tjutvalent time period off (ten (10)
weeks) during the academic year at full pay and benefits for an FMLA qualifying leave to
care for a newborn or newly adopted child or for a seriously ill child, spouse or parent. The
onecourse paid leave benefit may tged no more than two times in any seyear period.

Returning From Leave

Employees taking leave under this policy will be returned to the same job they held when
their leave began. If return to the same job is not possible, employees will bedetmra
position that entails substantially equivalent skill, effort, responsibility and authority as the
position they had previously held.

Notice of Return to Work

If leave was for their own serious health condition, employees must provide Human
Resurces with a return to work slip from their doctor, or if requested by Human Resources,
a completed Fitness for Duty Certification. If an employee wants to return to work before
the leave was originally scheduled to end, they must notify Human Resatteast two (2)
business days prior to the desired return date.

Additional Resources

The complete Family and Medical Leave policy in its entirety may be obtained from Human
Resources, and questions relating to this policy should be directed to IResa@urces.
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LAWRENCE UNIVERSITY
Leaves of Absencé Jury Duty

HR Policy #43.3

Policy Statement

On occasion, an employee may be required to serve on jury duty. The university encourages its
employees to accept and perform their duties asnsiz

Procedures
Employees must notify their supervisor as soon as they are summoned for jury duty.

The university will continue to pay the employee his/her normal salary for normally scheduled
workdays spent serving on jury duty. The employek rgimburse the university for any

monies received as compensation for jury duty (other than mileage reimbursement). The
university reserves the right to revise this policy should a trial be projected to exceed one month.

If an employee is excusedrbafrom jury duty, he/she must return for the balance of the work
day.

The employee will continue to earn vacation and sick leave benefits while away from work
serving on jury duty.
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Leaves of Absencé Personal General Leave
HR Policy #43.4

Policy Statement

The university recognizes the need for a formal leave of absence policy designed to facilitate
leaves requested for reasons other than those requested under the Family/Medical Leave Act,
policy #4

3.2.

Procedures

Leaves of bBsence without pay for personal reasons may be granted based upon sufficient
reasons. A Request for Leave of Absence form should be completed and submitted as far in
advance as possible.

The employee's request will be reviewed by his/her supervisorttendlirector of human
resources taking into account the individual circumstances necessitating the leave. Once
approved, the employee will be notified in writing and will receive an outline of specific
provisions (impact on benefits, e.g.) associated thie leave.

Continuation of Benefits

Please refer to the specific policies governing continuation of benefits for the respective
Insurances, vacation, or sick pay.
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Leaves of Absencé Military Leave
HR Policy #43.5

Policy Statement

Lawrence University, in recognition of the contributions of its employees engaged in military
service, supports public policy and regulations concerning military service leave.

A military leave of absence is granted to any-futfle or paritime employeavho is called to
active duty in the armed forces of the United States for a period of no more than five years. Such
leave will protect the employee's service with the university.

Procedures

Re-employment Upon Return From Leave

Upon satisfactorgompletion of military service and timely notice of intent to return to work, the
employee will be reinstated to his/her work group or a job comparable to the one he/she left,
provided he/she is qualified. Generally, employees must reapply for theiritjoln @0 days

after being released from active duty.

If the period of military service was less than 31 days, the service member must report to the
university no later than the beginning of the first full regularly scheduled work period on the first
full calendar day following completion of the period of service plus 8 hours, after a period
allowing for safe transportation from place of service to residence.

If the period of military service was more than 30 days but less than 181 days, the service
member must apply for remployment not later than 14 days after military service is completed,
or the next full calendar day when such application becomes possible.

If the period of military service was greater than 180 days, the service member mysoappl
reemployment not later than 90 days after service is completed.

If it is impossible or unreasonable for the service member to apply for reinstatement within the
prescribed period through no fault of the service member, he or she is allowedrt@asepaon
as possible following the period. This situation will not cause the service member to forfeit his

or her ree mpl oy ment rights, but does subj ect t he
established policy, and general practices of the empl@gstaining to explanations and
di scipline with respect to absence from sched

Income Protection
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Employees with 30 days or more of service will be protected against loss of income as a result of
the emergency callp of national guard or miliry reserve unit to active military duty. The
university will pay the difference between what the employee earns from the government for
military service and what he/she would have earned as normal stiengh¢arnings on the job.

This difference willbe paid for the duration of the calp period or a period of six (6) months,
whichever is less if a temporary replacement is hired. If no temporary replacement is hired, this
difference will be paid for the duration of the eafl period. If the employeis on military leave

on one of the university's paid holidays, he/she will receive full holiday pay from the university
irrespective of any military pay earned that day.

Employee Benefits
The following benefits continue as indicated:

University group health/dental plans coverage will continue during the period of leave (for up to
18 months under COBRA) subject to all applicable exclusions and limitations stated in the
particular group health/dental contract. Coverage will remain in force mavidat the
employee's required premium contributions continue to be paid. If the employee does not return
to the university, these benefits terminate on the date the employee was required to return to
work.

University Retirement Planthe service meber will have up to three times the period of service
to make missed contributions and Lawrence will make matching contributions in accordance
with the employeeds contribution.

All other group programs which an employee is eligible to participate Ircantinue subject to
all applicable exclusions and limitations stated in the particular plans or policies and further
subject to payment of any required employee contributions for said benefits.
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LAWRENCE UNIVERSITY

Dental Insurance
HR Policy #44

Dental insurance is one of the major benefits provided to employees who work twenty (20) hours
or more per week.

Eligibility and Enrollment

All eligible employees become eligible for insurance coverage on the first of the month if they
begin enployment on the first. Otherwise, all eligible employees will be eligible on the first day
of the month following the hire date.

Insured employees will be given a summary plan description providing general information,
defining benefits, outlining laims procedures, etc., from the human resources office or the
insurance carrier.

Status Changes

Many factors, such as a change in marital status and/or a change in the number of dependents,
may affect insurance coverage. Any such changes muspbeted immediately to the human
resources office which will in turn notify the insurance company within 31 days of the change in
order to arrange for proper coveradailure to provide timely notification may result in denial

of claims with financial responsibility shifted to the employee.

Cost/Coverage

The monthly premiums are shared between the university and the employee and are withheld on
a pretax basis. Rates are reviewed annually to coincide with the plan year. For current rates, as
well as an overview of benefits, contact the human resources office.

Effect of Leave of Absence on Continuation of Insurance

During a family/medical leave of absence, insurances will continue. The employee premiums
will continue to be withheld from thpaycheck provided there are accrued funds available and
applicable. Premiums may be paid in advance or paid in arrears upon return to work. If leave
extends beyond twelve weeks, the employee will be eligible to continue dental coverage at full
cost for o to eighteen months under the COBRA provision.
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Effect of Retirement

An employee age 55 or older with 10 years of continuous service who terminates voluntarily, or
is separated due to reduction in staff, may continue his/her coverage by paymemtfudf th
premium from termination to age 62. Thereatfter, by payment of his/her share of the premium
(current employee cost), he/she may continue the same coverage to age 65.

NOTE: The employee's share of the premium is the difference between thenfidihpfor his/her
coverage and Lawrence's contribution. If coverage is dropped at any time after retirement, it may not be
reinstated.

An employee who meets the above qualifications and terminates due to total disability may
continue his/her coverage pyayment of his/her share of the premium to age 65. Payment of the
full premium to age 62 will be required if total disability should end prior to that age.

Upon reaching age 65, dental coverage ceases for the retiree. If married and the spoase is und
65 at the time the retiree reaches age 65, the spouse may continue coverage in the dental plan by
paying the applicable employee share of the premium until age 65.

Effect of Termination/Resignation
Coverage will cease at the end of the month foepey employees and dependents.

The Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA) and amended in 1996
ensures employee paid continuation of group dental insurance coverage for up to 18 or 36
months for most employees, their spouses, depgendents who are no longer eligible for
coverage under the group plan. Employees will receive information regarding their COBRA
rights upon enrollment.

Changes In The Program

The coverage, level of employee contribution, and benefits providedhebyriiversity, the
insurance plan, the insurance carriers, or providers of the coverage and benefits may be changed
or eliminated at any time without prior notice, except as may be required by law.

NOTE: This brief overview is intended as a summaltyetased for informational purposes only. Please
refer to the insurance certificate which provides more extensive information. The actual plan document is
controlling under all circumstances.
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LAWRENCE UNIVERSITY

Domestic Partnership Benefits
HR Polcy #4-5

Policy Statement
Benefits comparable to the benefits available to spouses of married Lawrence
University employees will be available to the qualifying domestic partners of
unmarried Lawrence University employees.

Benefits will be availabléo only one domestic partner at a time per employee.

Procedures

Definitions and Inclusions
For the purposes of this policy, the univer si
employee as the only adult individual (i.e., age 18 or older) who:

a) lives with the employee, has done so for at least six consecutive months (unless
constraints due to employment have prevented them from sharing a common
residence), and intends to do so indefinitely, and

b) is not married under the applicable laws of tlaesof Wisconsin, and

c) is not related to the employee to a degree of closeness which would prohibit legal
marriage in the state of Wisconsin, and

d) is mentally competent to consent to a contract, and

e) is jointly responsible with the employee for themmmon welfare and shares
financial obligations with the employee (normally, this joint responsibility will be
demonstrated by joint mortgage, joint ownership, joint lease, or joint rental

agreement for the primary place of their residence), and

f) meetsat least one of the following requirements:

1) designation as a primary beneficiary fo
and
retirement benefits, or

i) designation as a primary beneficiary 1in

i) designation of employee to act for the donweptirtner under durable
property and health care power of attorney, or
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V) ownership of a joint bank account or credit card account for substantial
assets.

The university will require a Statement of Domestic Partnership signed by
both domestic partners aplying for benefits and may, at its sole discretion,
require additional proof that they meet the specified requirements (see
Appendix A). Denial of eligibility for these benefits may be appealed to a
committee comprised of the Dean of the Faculty, the \éc President for
Alumni, Development and Communications, and the Dean of Admissions and
Financial Aid, those being the senior officers of the university with
administrative responsibilities for faculty and staff members who do not have
direct administrative responsibility for employee benefits. A decision by this
committee may be appealed to the President, whose ruling will be final.

Employees with domestic partners receiving benefits under this program are
required to notify the university in writing those requirements by which they
certified the existence of a domestic partnership are no longer met. As part of that
notification, the employee must complete and submit to the university a
Termination of Domestic Partnership notification form as soomeasonably
possible upon the termination of the domestic partnership and must, also, send a
copy of that form to the former domestic partner. Failure to so notify, or falsely
certifying eligibility, may result in disciplinary action including terminatioh
employment and reimbursement to the university for any cost involved in
providing benefit coverage.

Under certain circumstances, the university may also provide benefits for the child of a
domestic partner. To be eligible for such benefits, atheffollowing conditions must

apply:

a) the child is primarily dependent upon the employee and domestic partner
for financial support, including debts incurred by the child, or the domestic
partner is mandated by contract or legal ruling to provide fiaasapport, and

b) the child is unmarried, resides in the same household as the employee and
domestic partner, and is nineteen (19) years of age or less oftimmtuktudent
and twentyfour (24) years of age or less, and

C) the employee and domespartner assume parental responsibility for the
child, including debts incurred by the child, and

d) the child was c¢claimed by the employee as
federal income tax return for the prior year and the employee intends to claim the

child as a dependent for the current year and any subsequent years in which the

child meets the above qualifications.
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Conditions and Exclusions

This program is intended to benefit active employees of Lawrence University who
elect and qualify for partipation. The university has no direct obligation to the
domestic partner of a university employee or to his or her dependents. Eligibility
for active employees ends upon termination of employment, regardless of the
reason for termination.

Domestic paner benefits are not available to an employee with a legal spouse who
is eligible to be covered under any of these benefit plans.

Any tax liability on domestic partner benefits is the responsibility of the employee. The
university will comply with apfpcable federal and state withholding and reporting
requirements.

While this program is intended to continue indefinitely, the university reserves the right to
modify or discontinue it at any time.

Benefits

A domestic partner will be considered amieer o f the employeeds i mm
family for pur poses of determining the empl o}
and optional life insurance, long term care, and the employee assistance program

(EAP).

Domestic partners of Lawrence University employaes also eligible for the

same tuition waiver benefits available to spouses of Lawrence University

employees. The dependent children of Lawrence University employees and their

domestic partners, who meet the @gwowalification
above, are eligible for the same tuition remission and tuition waiver benefits

available to dependents of Lawrence University employees.

The university urges employees to consult their tax advisors to determine whether

they may claim domestic partgeror the children of domestic partners as
dependents for tax purposes.

Note: Forms are available from Human Resources.
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APPENDIX A

LAWRENCE UNIVERSITY

STATEMENT OF DOMESTIC PARTNERSHIP

l. DECLARATION

We and
employee (print) domestic partner (print)

certify that we are domestic partners in accordance with the following criteria and eligible for benefits
coverage as domestic partners at Lawrence Usityer

1. STATUS

1) we are unmarried;

2) we have lived together for six consecutive months and intend to do so indefinitely;

3) we are at least eighteen (18) years old and mentally competent to consent to contract;

4) we are not related to a degree of closenesshwiiould prohibit legal marriage in the state in which we

legally reside;

55we are jointly responsible for each otherds commo
demonstrated by the following: (We have circled below the types of docuioentat we can
provide, if requested.)

a) joint mortgage, joint ownership, joint lease, or joint rental agreement for primary place of
residenceand at least oneof the following:

b) designation of the domestic partner as a primary beneficiary ferthe | oyeeds | i f e
insurance and retirement benefits, or

C) designation of the domestic partner as a pr|

d) designation of the employee to act for the domestic partner under durable property and
health care powesf attorney, or

e) ownership of a joint bank or credit account for substantial assets.

Alternative demonstrations of shared financi al obligat

common welfare (e.g., a registered Domestic Partnership Agreemeagt)be accepted at the
discretion of the university.

(Signature of Employee) (Signature of Domestic Partner)

(Date) (Date)
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APPENDIX B

LAWRENCE UNIVERSITY

STATEMENT OF TERMINATION OF DOMESTIC PARTNERSHIP

I!
certify that: employee (print)

1) and | are no longer domestic
domestic partner (print)

partners as described by me in the Statement of Domestic Partnership filed by
me with the uniersity on

2) I make and file this Statement of Termination of Domestic Partnership in order
to cancel the Statement of Domestic Partnership referred to in
paragraph 1)  above.

3) I mailed my former domestic partnesferred to in paragraph 1) above a copy
of this Statement of Termination of Domestic
Partnership at the following address:

on

(date)

Signature:

Date:
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LAWRENCE UNIVERSITY

Flexible Spending Accounts
HR Policy #46

The BestFlex Plan is an IR&proved tax savings plan created through Section 125 of the
Internal Revenue Code. The BestFlex Plan lets you set aside finomeyour paycheck in
Flexible Spending Accounts (FSAs) to pay for certain insurance, medical and daycare
expenses incurred by you, your spouse or eligible dependbef(se taxesre taken from

your pay.

When the remainder of your pay is taxed, tihial is less than the original amount, & pay
less taxesnd keep the difference.

Eligibility and Enrollment
All employees working 20 hours or more per week are eligible for immediate participation upon
hire. Enrollment is handled at the timetloé new employee orientation.

Newly eligible employees who do not enroll in the program within one month after their
eligibility date may not enroll until the next annual enroliment (June, for coverage to begin
July 1, of every year) or otherwise afided under status changes.

Health Care Flexible Spending Account (FSA)

Employees may use the Health Care FSA foraftgocket, unreimbursed medical, vision,

and dental expenses incurred by you, your spouse or eligible dependent(s). Participating
enployees may set aside up to a maximum of $2,500 per plan year for unreimbursed medical
expenses.

You can spend money from your Health Care FSA anytime during the plan year, whether the
money has been withheld from your paycheck or not. So a largesexpeurred early in

the plan year can be reimbursed soon after you incur it, and the balance is then withheld from
your paychecks throughout the plan year.

Dependent Care Flexible Spending Account (FSA)

Employees may use the Dependent Care FSA focadayexpenses incurred for the care of
your child(ren) or other eligible dependents. You (and your spouse if you are married) must
work or be a fulitime student to use this account.

The Dependent Care FSA differs from the Health Care FSA in thatngoteinbursed for
expenses incurred only up to the balance in your account at the time of the request for
reimbursement. Your current balance is the maximum reimbursement you can receive. If
you pay daycare expenses in advance and send in your Reimeéntdéonm, you are not

paid until after the daycare service has been provided.
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Participating employees may set aside up to $5,000 per calendar year for dependent care for a
couple filing a joint return. The maximum amount for a single person or fasarpeho is
married but filing separately is $2,500 for dependent care.

How The Plan Works

At the beginning of each plan year the employee decides how much he/she wants deducted
from gross pay to be deposited into his/her account. These deductiomadeeprior to
federal, state and Social Security taxes being withheld. Amounts will be withheld each pay
period in a uniform manner. Funds are remitted biweekly to the plan administrator.

When estimating annual expenses and deciding how much vatifiebuted, keep in mind that

any unused funds in the account at the end of the plan year cannot be returned and are forfeited.
Under current IRS regulations, the excess monies can be held in the plan and used to pay plan
expenses.

Employees not p#cipating in the plan will be required to complete a waiver per IRS regulations.

Claims Handling

Claims, along with proper documentation, may be submitted at any time during the plan year.
Employees will have 90 days following the end of the plarr y@avhich to submit eligible
expenses incurred during the plan year.

Employees receive a statement of account with each claim payment check.

Status Changes

Employees who experience a change in status during the plan year will be allowed to change,
stop, or start salary contributions to the spending account in a manner consistent with the change.
Recognized changes include birth/death of dependent; marriage/divorce; adoption of a child;
change of employment status of spouse; loss of coverage byespaugime to fulktime/full-

time to parttime status change; or retirement of spouse. Please contact the Human Resources
office for other recognized status changes.

Employees who terminate are eligible to submit claims incurred up to the date wiateom

All claims must be submitted within 90 days of the last day of employment. To receive
reimbursement for expenses incurred after your termination date, you must elect COBRA
continuation, which may require aftexx contributions to the plan.

Changes In the Program
The university may terminate or, subject to
may modify, amend or change the provisions, terms, or conditions of the plan.
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Note: This brief overview is intended as a sumntarige used for informational purposes only.
Please refer to the Summary Plan Description which provides more extensive information. The
actual plan document is controlling under all circumstances.
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LAWRENCE UNIVERSITY

Health Insurance
HR Policy #47

Insurance protection against the financial hardship that so often accompanies sickness and/or
accident is one of the major benefits provided to employees who work twenty (20) hours or more
per week.

Eligibility and Enrollment

All eligible employees become eligible for insurance coverage on the first of the month if they
begin employment on the first. Otherwise, all eligible employees will be eligible on the first day
of the month following the hire date.

Status Changes

Many factors, such as change in marital status and/or a change in the number of dependents,
may affect insurance coverage. Any such changes must be reported immediately to the human
resources office which will in turn notify the insurance company within 31 days of theechmang
order to arrange for proper coveradailure to provide timely notification may result in denial

of claims with financial responsibility shifted to the employee.

Cost/Coverage

The monthly premiums are shared between the university and the emplog are withheld on

a pretax basis. Rates are reviewed annually to coincide with the plan year. For current rates, as
well as an overview of benefits, contact the human resources office.

Effect of Leave of Absence on Continuation of Insurance

During a family/medical leave of absence, insurances will continue. The employee premiums
will continue to be withheld from the paycheck provided there are accrued funds available and
applicable. Premiums may be paid in advance or paid in arrears upantoetwork. If leave
extends beyond twelve weeks, the employee will be eligible to continue health coverage at full
cost for up to eighteen months under the COBRA provision.

If the employee is eventually determined to be disabled under Social Secsatyility
regulations, the maximum COBRA coverage period could be increased to a total of 29 months.

Effect of Retirement
In order to participate in the retiree Medicare supplement subsidy program, one must have been
covered under the Lawrence grcwgmlth insurance program immediately prior to retirement.
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An employee age 55 or older with 10 years of continuous service who terminates voluntarily or
due to reduction in staff, may continue his/her coverage by payment of the full premium from
terminaton to age 62. Thereafter, by payment of his/her share of the premium (current
employee cost), he/she may continue the same coverage to age 65.

NOTE: The employee's share of the premium is the difference between the full premium for his/her coderage a
Lawrence's contribution. If coverage is dropped at any time after retirement, it may not be reinstated.

An employee who meets the above qualifications and terminates due to total disability may
continue his/her coverage by payment of his/her sHate@remium to age 65. Payment of the
full premium to age 62 will be required if total disability should end prior to that age.

Two months before a covered retired employee who meets the above qualifications (or the
empl oyeeds c oV e ragedb, thp enplsyee shoulé eowctdctettse Social Security
Office and apply for Medicare insurance.

Upon reaching age 65, all group medical coverage ceases for the retiree and his/her spouse. The
employee is encouraged to obtain a Medicare supplemely @olid participate in the retiree
Medicare supplement subsidy program. If the spouse is under 65 at the time the retiree reaches
age 65, the spouse may continue coverage in the medical plan by paying the applicable employee
share of the premium until ag&.

Employees who are at retirement age but do not qualify for the program are eligible for COBRA
continuation rights.

Effect of Termination/Resignation
Coverage will cease at the end of the month for covered employees and dependents.

The Consabtated Omnibus Budget Reconciliation Act of 1986 (COBRA) and amended in 1996
ensures employee paid continuation of group health insurance coverage for up to 18 or 36
months for most employees, their spouses, and dependents who are no longer eligible for
coverage under the group plan. Employees are given a copy of their rights under this Act at the
time of employment. Additional copies are available upon request from the human resources
office.

Changes In The Program

The coverage, level of employee toution, and benefits provided by the university, the
insurance plan, the insurance carriers, or providers of the coverage and benefits may be changed
or eliminated at any time without prior notice, except as may be required by law.

NOTE: This briefoverview is intended as a summary to be used for informational purposes only. Please refer to
the insurance certificate which provides more extensive information. The actual plan document is controlling under
all circumstances.
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LAWRENCE UNIVERSITY
Holidays
HR Policy #48

Policy Statement

Recognized Holidays

Employees who work a minimum of 20 hours per week and are in pay status, including those in
their introductory period, are eligible for the following paid holidays. (Holiday pay isdbase
upon the standard number of hours worked per week.)

New Year's Day Memorial Day
Independence Day Labor Day

Thanksgiving Day Day after Thanksgiving Day
Christmas Day Personal Day

Two floating holidays determined araily

Procedures

Whenever any of the holidays fall on a Saturday or a Sunday, the preceding Friday or the
following Monday will be recognized as the paid holiday.

To qualify for holiday pay, eligible employees are required to work their régudaheduled

hours preceding and their regularly scheduled hours following each holiday unless they are
absent with permission. Acceptable absences will include iliness, funeral leave, vacation, jury
duty, approved time off with pay, and inclement weath@erminating employees will not be

paid for holidays which follow their last day of work.)

Employees will be allowed to make up time or take time off without pay if they wish to observe
special religious holidays not listed above. However, this tifiemust be approved in advance
by the employee's supervisor and any mafi¢ime must be worked in the same week.

Employees on an unpaid leave of absenegher family/medical or personabwill not receive
holiday pay.

The personal day, with thapproval of the supervisor, may be taken at any time during the
calendar year. If unused, it will be forfeited on January 1 of each year.
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Hourly/nonexempt employees who are scheduled to work on a holiday (other than the
employee's birthday) will begid holiday pay plus double time for hours worked. Employees
called in to work on aemergencybasis on a holiday will receive double time for hours worked

in excess of one.

Employees off work due to the school break immediately following Term | and #rployees

who work during the break will be paid for holidays which occur during that break.

Schoolyear employees who choose not to work during the summer will not be paid for holidays
(other than the employee's birthday) that are observed duringii Exception: Such
employees who request vacation immediately following their last day of work will be paid for
holidays that fall within that vacation period. To be eligible, the employee must be in vacation
pay status continuously through the d@jowing observance of the holiday.

Employees who work during the summer will be paid for holidays that are observed during the
summer, provided they are scheduled to work 1) during the holiday week, or 2) during the week
before and the week followinthe holiday week, and 3) do work or are in pay status as
scheduled. However, absence without permission at any time during 1) the holiday week, or 2)
the week before or the week following the holiday week will disqualify an employee for holiday

pay.

Full-time employees and school year employees who normally work 40 hours per week will
receive 8 hours' pay, when eligible, for each holiday. -fitag employees will receive holiday
pay in proportion to their normal work schedule.

Personal Days

Each employee will be provided witlne personal dagt the time of hire based upon thstaurt
date. Employeesvho startafter November 30 will not be eligible to receiv@ersonalay.

Any unused personal days at the end of the calendar year will be forfeited.
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LAWRENCE UNIVE RSITY

Life/Accidental Death & Dismemberment Insurance
HR Policy #49

Eligibility and Enrollment

Participation is required for all employees who work 20 or more hours per week. Exempt
employees become eligible on the first of the month occurrirgy after the date of
employment and neaxempt employees become eligible the first of the month following
satisfactory completion of their introductory period. Enrollment is handled at the time of the
new employee orientation.

Coverage Amount and Cost
Coverage provided is term insurance which has no cash surrender value.

Coverage is the amount of 2 times the empl oye
$400,000. Amounts of coverage will be automatically increased with a change in salary.

Likewise, coverage will decrease if there is a permanent reduction in the number of hours

worked. (Conversion rights are available for the amount of coverage lost.) Should the employee
work less than 20 hours per week, he/she will become ineligible foragerand will be given

conversion rights.

The monthly premium is paid for by the university.
Federal law requires that individuals incur tax obligations on life insurance coverage in excess of
$50,000. Where applicable, this amount is added tertiioyee's taxable wages and the

appropriate withholding is taken.

Effect of Leave of Absence on Continuation of Insurance
During an approved family/medical leave of absence, life insurance will continue.

Employees Continuing to Work after Age 65
Upon reaching the normal retirement age of 65, employees who continue working will have their
life insurance coverage reduced. Further reductions are made at ages 70, 75, and 80.

Effect of Retirement

An employee age 55 or older with 10 years orerof continuous service who retires may opt to
continue $3,000 in group coverage upon payment of the required annual premium. The
difference between what the employee previously had for coverage and the $3,000 may be
converted to an individual policySpecific details are available from the human resources office.
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Effect of Termination/Resignation
Coverage will end on the last of the month in which the employee terminates employment.
Conversion rights are available from the Human Resources Office.

Changes in the Program

The coverage, level of employee contribution, and benefits provided by the university, the
insurance plan, the insurance carriers, or providers of the coverage and benefits may be changed
or eliminated at any time without priootice except as may be required by law.

NOTE: This brief overview is intended as a summary to be used for informational purposes only. Please refer to
the Summary Plan Description and insurance booklets/certificates which provide more extenshegioriorThe
actual plan document is controlling under all circumstances.
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LAWRENCE UNIVERSITY

Long Term Disability Insurance
HR Policy #410

The university recognizes that offering protection to its employees against a complete loss of
income during periods of medical disability is a meaningful part of a-meehded benefit
program.

Eligibility and Enrollment

Participation is required for all futime employees who work a minimum of 32 hours per
week after one year of employment. dfcovered eligible employee has a reduction in
workload below 32 hours per week (with a minimum of 20 hours), coverage will continue.

There is a twelvanonth waiting period before coverage becomes effective. Coverage becomes
effective on the first ofhe month following date of eligibility.

The employee must be in continuous active employment in an eligible class during the specified
waiting period.

Coverage

The benefit level is 60% of basic monthly earnings not to exceed the maximum monthly

benefit, less other income benefits. Other income benefits include, but are not limited to:

workers' compensation, other group disability insurance plan benefits, government benefit act
or law, and Social Security disability.

While receiving disabilitypenefits, the insurance carrier will continue to make contributions to
the employee's retirement plan provided:

a) the contributions were being paid at the time the disability started; and
b) the insured does not elect to receive retirement benefits dilisafility.

Filing Claims

All claims are filed through the human resources office and benefits will not be payable until
the 90day elimination period is satisfied and the claim has been approved. Claims require
completion of forms which include amgloyer's, an employee's, and a physician's statement.

Effect of Leave of Absence on Continuation of Insurance
The university will continue to pay the pr emi
family/medical leave of absence.
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Effect On Termination
Coverage will end on the last day of employment. The employee may convert coverage upon
termination of employment.

Changes In The Program

The coverage, level of employee contribution, and benefits provided by the university, the
insurance plan, the insurance carriers, or providers of the coverage and benefits may be
changed or eliminated at any time without prior notice except as may be required by law.

NOTE: This brief overview is intended as a summary to be used for inforalgtioposes only. Please refer to
the Summary Plan Description and insurance booklets/ certificates which provide more extensive information. The
actual plan document is controlling under all circumstances.
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LAWRENCE UNIVERSITY

Parking
HR Policy #411

Policy Statement

The university seeks to provide parking for its employees, although it cannot and does not
guarantee that each person seeking a parking space in a university lot can be accommodated.
Only vehicles properly registered and disjaycurrent parking permits may use designated
university lots.

Procedures

All vehicles parked in university lots must be registerBa@rking stickers and a map showing
available parking areas are issued to new employees following completioradfiagppermit
application form or may be requested from Human Resources at any time. The sticker must be
properly affixed to the vehicle in the lower left corner of the front windshield for easy viewing
by campus security personnel. Employees should nthiy Security office when a new or
different vehicle is temporarily being used.

Parking stickers should be removed from the vehicle when no longer in use.

All vehicles parked in fire lanes, on lawns or sidewalks will be tickdigdthe Appleton Polie
Department and towed for each offense at the owne
parked in reserved stalls, disabled/handicap stalls, driveways, or drouRgtudent parking area without

permit will be ticketed by campus securiBarking spaces designed for the disabled are available to

those individuals with disabilities who hold a valid permit from the Department of Motor
Vehicles.

Members of the community utilizing areas for loading equipment into or out of buildings sbmuld
indicate by use of flashers, and should not leave vehicles unattended for more than five minutes.

Additionally, university registered vehicles should not be parked in parking stalls labeled for visitor use.
Visitor parking stalls are very limited drshould solely be used by those visiting the campus.

Only bicycles, mopeds with motor disengaged, emergency, maintenance, and service vehicles may be
operated off normal streets and drives. Operating a motor vehicle or parking on lawns, sidewtétties, o
areas fAoff roadod constitutes a violation of wunivel
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Violations of this policy may result in ticket being issuédstudent, faculty, or staff member may

receive one Lawrence ticket during the academic year without penalty. However, éhvehiclemay

be police ticketed upon the second and all subsequent tickets, and in addition, it may be toved

the ownerds expense upon recei pt oTicketing endidwmg r d t i c
occurs throughout the week, including eivgys and weekends. The university assumediaimlity for

vehicles parked or towed. Charges associated with recovery of towed vehiclesrasptimsibility of the

owner.

University issued parking violations may be appealed in writing to the Padlangmnittee, and may be
forwarded to the committee in care of the Facility Services office. Only cars registetieel time the

ticket is issued may appeal a parking violation. The committee, named by the presidempiised of

members of the facultytadf, and student body, and is chaired by the Director of Fa8ktyices.
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LAWRENCE UNIVERSITY

Retirement
HR Policy #412

Policy Statement

While employees may choose to terminate their employment and begin drawing retirement
benefits at ay age, the university recognizes official retirement at age 55 or older with ten (10)
years of continuous service. By meeting these requirements, retiring employees will be eligible
to continue certain of their benefits as outlined below.

Procedures
EFFECT OF RETIREMENT ON BENEFITS

Health Insurance

An employee age 55 or older with 10 years of continuous service who terminates voluntarily, or
due to reduction in staff, may continue his/her coverage by payment of the full premium from

terminaton to age 62. Thereafter, by payment of his/her share of the premium (current employee
cost), he/she may continue the same coverage to age 65.

Note: The employee's share of the premium is the difference between the full premium for
his/her coverage ahLawrence's contribution. If coverage is anytime dropped after retirement,
it may not be reinstated.

An employee who meets the above qualifications and retires due to total disability may continue
his/her coverage by payment of his/her share of tkenjom to age 65. Payment of the full
premium to age 62 would be required if total disability should end prior to that age.

Upon reaching age 65, all group medical coverage ceases for the retiree and his/her spouse and
he/she is encouraged to obtain @dwtare supplement policy and participate in the Lawrence
retiree Medicare supplement insurance subsidy program. If the spouse is under 65 at the time the
retiree reaches age 65, he/she may continue coverage in the medical plan by paying the
applicable emloyee's portion of the premium until age 65.

In order to participate in the retiree Medicare supplement subsidy program, one must have been
covered under the Lawrence group health insurance program immediately prior to retirement.
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Employees who arat retirement age but do not qualify for the program because of not meeting
the service requirement (age 55 or older with ten (10) years of continuous service) are eligible for
COBRA continuation rights.

Dental Insurance

An employee age 55 or older WillO years of continuous service who terminates voluntarily, or
due to reduction in staff, may continue his/her coverage by payment of the full premium from
termination to age 62. Thereafter, by payment of his/her share of the premium (current employee
cost), he/she may continue the same coverage to age 65.

An employee who meets the above qualifications and terminates due to total disability may
continue his/her coverage by payment of his/her share of the premium to age 65. Payment of the
full premiumto age 62 will be required if total disability should end prior to that age. Upon
reaching age 65, dental coverage ceases for the retiree and, if married, the spouse. The spouse
will be provided with COBRA benefits for up to 36 months.

Life Insurance

Employees may continue a $3,000 group term life insurance policy upon payment of annual
premiums. The difference between what the employee previously had for coverage and the
$3,000 may be converted to an individual policy.

Retirement Plan Distributions
Benefits will begin after the employee completes the appropriate paperwork and it is processed
by the vendor.

Dependent Tuition Remission/Waiver

Benefits continue to be available for those who have served a minimum of twenty years and who
are 62years of age or older. This applies to Lawrence tuition, ACM tuition, and Tuition
Exchange remission programs.

University Facilities

Retired employees and their spouse continue to have access to university facilities including the
library and recrei@on center. A university ID card reflecting retiree status is required and can be
obtained at Jason Downer Commons.
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LAWRENCE UNIVERSITY

403(b) Defined Contribution Retirement Plan
HR Policy #413

Policy Statement

The uni v e rrstiremgndpkans4rovil¢ digible employees an opportunity to save for
retirement through prtax payroll deductions. Saving for retirement is a commitment each
employee needs to make to support his/her future financial security.

Eligibility

Once a employee meets the eligibility requirements (described below) he/she will be eligible to
contribute a portion of pay to the Plan as atpseDeferral and receive a Matching Contribution
from Lawrence University. However, the employee cannot participatee Plan if he/she is a
student enrolled in, and regularly attending classes offered by, Lawrence University.

Voluntary Enrollment Enrollment is voluntary for all eligible employees who (a) work a
minimum of 1,000 hours per year; (b) have completee year of service; and (c) have attained
age 26. Open voluntary enrollment will continue to be available until participation becomes
mandatory.

Mandatory Enrollment Enrollment is mandatory for all eligible employees who (a) work a
minimum of 1000 hours per year; (b) have completed five years of service; and (c) have attained
age 30.

Service At Prior Eligible Institution An eligible employee who is age 26 or older and has
completed one year of service (1,000 hours or more) with an eligibfdoyer immediately
preceding his/ her employment with the university may begin participation in this plan upon
employment. Verification of past employment and participation will be required.

Procedures

Enrollment

Eligible employees may contriteita portion of pay as a ptax deferral as soon as
administratively feasible after meeting the age and service requirements (age 26 and one year of
service) described in the Eligibility section above.
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To begin deferring a portion of Compensation irnte Plan, the employee must follow the
procedures established by the university. Please contact the Human Resources department for
more details.

Re-employment

Once the employee satisfies the eligibility requirements and enters the Plan, if he/shed¢srm
employment and is later rehired, the individual will be able to begin participation again as soon
as administratively feasible after being rehired.

Plan Contributions

Under the plan, the employee is required to contribute 2 percent on the Ifitst08 of
compensation in a plan year and 4 percent on compensation over $17,700 up to the 401(a)(17)
annual compensation limit on a grea x basi s. The uni versity
contribution at the rate of 6 percent on the first $17,700 and 8mesn amounts over $17,700.

The maximum dollar amount that can be contributed into the Plan each year generally is $17,500
for 2013 and includes contributions made to certain other deferral plans (e.g., 401(k) plan, salary
deferral SEP plans, and oth#03(b) taxsheltered annuity plans). This amount will increase as
the cost of living increases. Mandatory employee and employer contributions into the plan do not
count towards the $17,500 limit; however, do count towards Section 415(c)(1)(A) anntal limi
which is set at $51,000 for 2013.

Investing in the Plan

Lawrence University (or someone appointed by Lawrence University) will select the investment
vendors and investment options that will be available under the Plan. The vendors available
throughthis plan are TIAACREF and Fidelity Investments. The investment options will be
limited to annuity contracts and mutual funds purchased through a custodial account. The list of
approved investment options and vendors may change from time to time asdsaWraversity
considers appropriate. Employees may change their initial investment selections as frequently as
permitted under the Individual Agreements.

The employee will also have the ability to transfer their Plan balance among the approved
investmem options of vendors that can accept new contributions or to investment options offered
by other vendors designated by Lawrence University, to the extent permitted by the Individual
Agreements. Lawrence University may be contacted for permitted vendars/astinents

under the Plan. Employees are required to select investments for their Plan account as a part of
enrolling in the Plan.

During a paid leave of absence, the university will continue its contributions to the retirement
account on the basif salary being paid at that time, provided the employee continues his/her
contributions.

Vesting
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Employee and employer contributions are fully and immediately vested.

Distributions from the Plan
Plan Participants may request a distribution ofrtBeferrals, contributions they have received
from Lawrence University and Mandatory Contributions at the times listed below.

A Upon termination of empl oyment (regardl es
definition of Early Retirement);

A After reaching age 591/2;

A Employee becomes Disabled

Employees may elect a distribution of their transfer contributions and/or rollover contributions
at any time subject to the restrictions in the Individual Agreements.

With regard to transfer contributiongsttibution restrictions that applied in the plan that held
the transferred amount before the employee moved it to this Plan may limit his/her payout
options. If the distribution options were more limited under the prior plan, the transferred
amount will emain subject to those more restrictive distribution rules.

Changes in the Plan

The coverage, level of employee contribution, and benefits provided by the vendors or the
university may be changed or eliminated at any time with prior notice, excepayaden
required by law.

Note: This brief overview is intended only as a summary to be used for informational purposes.
Please refer to the Summary Plan Description which provides far greater information about the Plan.
The actual Plan document is daolling under all circumstances.
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LAWRENCE UNIVERSITY

403(b) Tax Deferred Saving Retirement Plan
HR Policy #413.1

Policy Statement

The universityds 403(b) retirement plans prov
retirement though pretax payroll deductions. Saving for retirement is a commitment each
employee needs to make to support his/her future financial security.

Eligibility

All employees will be eligible to contribute a portion of their pay to the Plan as-tpre
Deferral, unless they are a student enrolled in, and regularly attending classes offered by
Lawrence University.

Unless the employee falls into the category of excluded employees, he/she will be eligible to
participate in the Plan as soon as admiaistely feasible. There are no special age or service
requirements that need to be satisfied.

Procedures

Enroliment

Eligible employees may contribute a portion of pay as atgxeDeferral as soon as
administratively feasible. To begin deferrimgportion of Compensation into the Plan, the
employee must follow the procedures established by the university. Please contact the Human
Resources department for more details.

Plan Contributions

Employees may elect to defer a percent of Compensatianflat dollar amount into the Plan.

The maximum dollar amount that can be contributed into the Plan each year generally is $17,500
for 2013 and includes contributions made to certain other deferral plans (e.g., 401(k) plan, salary
deferral SEP plans, amather 403(b) tassheltered annuity plans). This amount will increase as
the cost of living increases.

Age 50 Catckup Contributiong Starting with the calendar year that the employee turn age 50,
he/she may defer up to an extra amount into the Rlaanadditional prgax contribution. The
employee can contribute this extra amount once he/she reaches certain Plan limits that would
otherwise cap contributions (such as the $17,500 maximum described above). The maximum
catchup amount is $5,500 for 20E81d may increase as the cost of living increases.
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Investing in the Plan

Lawrence University (or someone appointed by Lawrence University) will select the investment
vendors and investment options that will be available under the Plan. The vendtablavai
through this plan are TIAACREF and Fidelity Investments. The investment options will be
limited to annuity contracts and mutual funds purchased through a custodial account. The list of
approved investment options and vendors may change from titimeet@as Lawrence University
considers appropriate. Employees may change their initial investment selections as frequently as
permitted under the Individual Agreements.

The employee will also have the ability to transfer their Plan balance among tloveappr
investment options of vendors that can accept new contributions or to investment options offered
by other vendors designated by Lawrence University, to the extent permitted by the Individual
Agreements. Lawrence University may be contacted for peuniendors and investments
under the Plan. Employees are required to select investments for their Plan account as a part of
enrolling in the Plan.

During a paid | eave of absence, the employeeb
Compesation being paid at that time unless otherwise directed by the employee.

Vesting
Employee contributions are fully and immediately vested.

Distributions from the Plan
An employee may request a distribution of Deferrals at the times listed below.

A Upon termination of employment (regardless
definition of Early Retirement);

A Atfter reaching age 59 1/2;

A Employee become Disabled

The employee may elect a distribution of his/her transfer contributions anollover
contributions at any time subject to the restrictions in the Individual Agreements.

With regard to transfer contributions, distribution restrictions that applied in the plan that held
the transferred amount before the employee moved itgd’thn may limit payout options. If

the distribution options were more limited under the prior plan, the transferred amount will
remain subject to those more restrictive distribution rules.

Hardship

If a plan participant experiences a financial hanplshé/she may take a distribution from the
Deferral he/she have contributed to the Plan, unless restricted under the terms of the Individual
Agreements.
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The following events qualify as a hardship distribution under the Plan:

medical expenses for tleenployee, his/her spouse or dependents, or beneficiaries,
payment to purchase the employeeds princip
tuition and educationelated expenses for the employee, his/her spouse or dependents, or
beneficiaries,

payments to prevent evictiorofrn t he empl oyeeds principal re
funeral expenses for the employee, his/her spouse or dependents, or beneficiaries,
payments to repair the employeeds principa
loss deduction.

To To o To T Do

Before taking a hardghidistribution, the employee must take all other distributions and all
nontaxable loans available under the Plan. If a hardship distribution of Deferrals is taken, the
employee may not be eligible to make-pa@ Deferrals to this Plan or to any other plan

maintained by Lawrence University (such as the Lawrence University Defined Contribution Plan)
for the next six months. If the employee is under age 59%2, the amount he/she takes out of the
Plan as a hardship distribution may be subject to a 10 percettygara

Changes in the Plan
The coverage and benefits provided by the vendors or the university may be changed or
eliminated at any time with prior notice, except as may be required by law.

Note: This brief overview is intended only as a surgni@ be used for informational purposes.
Please refer to the Summary Plan Description which provides far greater information about the Plan.
The actual Plan document is controlling under all circumstances.
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LAWRENCE UNIVERSITY

Sick Pay
HR Policy #-14

Policy Statement

The university provides protection for its employees against loss of income sustained because of
illness.

Eligibility
Full-time employees earn paid sick leave at the rate of one day per month.

Parttime employees who wk a minimum of 20 hours per week accrue sick leave time in
proportion to that allowed a fulime employee. (Sick leave accrual for a week cannot exceed
the standard number of hours worked per week.)

Procedures

Sick leave may be used for absences due to the employee's owmorkerelated
illnessinjury, dental or doctor appointments (including physical exams), or voluntary
donation of blood. Sick time may be taken for time away from work to care for a sick
immediate family member It is recommended that time needddr dental/doctor
appointments be made up rather than using avaikbleleave. By doing this, paid sick
leave will not be used and will be available when it is really needed.

Accumulated sick leave will be paid up to, but not beyond, the date ahwah employee
becomes eligible for lonterm disability benefits. Any unused sick leave will be retained if and
when the employee returns to active status.

Sick pay will be paid only for those days regularly scheduled for work. Employees will not be
eligible for sick pay (unless they become hospitalized) while on vacation or when observing a
holiday.

Employees unable to come to work due to illness or injury are requested to notify their
supervisor prior to their normally scheduled hours.

The unversity reserves the right to request a physician's statement for any use of sick leave.
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Sick leave is intended for personal illness or health care and is not to be used for additional
holiday or vacation days.

Employees absent from work who are nopay status due to illness, injury, or personal leave
will not earn sick leave while away from work. Sick leave accrual will resume upon returning to
work.

There is no payment of unused accrued sick leave when an employee retires or terminates.

Effect of Family and Medical Leave Act
Employees can substitute available earned but unused sick leave in limited amounts for
family/medical leave. Refer to the Family Medical Leave Act for more information.

Note: The coverage may be changecelminated at any time without prior notice, except as

may be required by | aw. Generally, the empl
childrenbés illness or doctor/ dent al appointm
Leave Act.
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LAWRENCE UNIVERSITY

Vacations
HR Policy #-15

Policy Statement

The university provides vacation time so that employees will be benefited mentally and
physically by periods of rest throughout the year.

Eligibility
Vacation benefits are avail@bfor all hourly/norexempt and exempt employees who work a
minimum of 20 hours per week.

Accrual

Newly hired employees will begin employment with three (3) vacation day balaneajguio
for part time All employees will accrue fiftegi5) days for each twelve months of service
during the firsfive years of employment. Beginning with tsigth year through théfteenth
year, the employee will accriwenty(20) days per year. Then, beginning with siddeenth
year, the employee will accrue tweifitye (25) daysof vacationParttime andschoolyear
employees accrue vacation time in proportion to thaladoka to a fulitime employeelNo
employee, regardless of date of hire, adtrue more than twenfive (25 days of paid
vacation per year.

Vacation time accrues-eekly and is baskon the number of hours worked. Employees may
accumulate up to two years' vacation allowance. Any excess accrual will be forfeited on
January 1 of each year.

Employees who change from fdiline to paritime during a calendar year may carry over into
thenext calendar year any excess accrual (excee
the change in the futime to paritime status.

Procedures

All vacation requests must be approved in advance by the employee's supervisor. Exempt
employees will be required to record their time away and submit a written reitbed
biweekly or monthly. Norexempt employees may be required to submit a vacation request
form to their supervisor.
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Employees may not be in vacation gtafor one department of the university and on the payroll
of another department of the university at the same time.

Effect of Family and Medical Leave Act
Employees can substitute available earned but unused vacation for all or a portion of
family/medical leave. Refer to the Family Medical Leave Act for more information.

Extended Absence

Generally, employees absent from work, who are not in pay status due to illness, injury, or
personal leave will not earn vacation time unless they are ompoved family/medical
leave. If not, vacation time accrual will resume upon returning to work.

Separation
Employees terminating for any reason will be gaidtheirvacationearned but not yet takemp

to twotimes their current allotmentp to a maximum of 40 dayEmployees with less than one
year of service are not eligible for vacation pay¥aication time cannot be used to extend time
as an active employee.
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LAWRENCE UNIVERSITY

Employee Assistance Program (EAP)
HR Policy #416

Policy Statement

Lawrence University will provideonfidential andvoluntary assistance to employees and their
family members Wwo may be faced with the dynamic challenges of stress overload, grief, job
related challenges, relationship or marital problems, alcohol, drug abuse, parenting issues and
other concerns.

Procedures

Employees and family members can refer themsetvéise EAP. The program may be reached
24 hours a day, on weekdays and weekends.

Application

EAP counselors are available to meet with employees or family members to assess a problem and
develop a plan for resolution. The counselors may sugge$traal to an outside resource, such

as a therapist, agency, physician, treatment facility, or other professional that would be
appropriate to assist in resolving the problem or situation. Where an employee may be in need of
information, a referral or sggstion may be made over the telephone. There is no charge for
employees or their families to use the services of the EAP.

The EAP counselors will make every effort to coordinate referral for ongoing treatment with the
empl oyeeds he aéagedswellashis/hea abititeto pay v e r

REMINDER: All contact between an employee and the EAP is held strictly confidential. In
cases where an employeeds continued empl oymen
counselor will only verify whier or not the employee has contacted the EAP and if ongoing
treatment is necessary and being followed through on by the employee.
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LAWRENCE UNIVERSITY

Wor kersdé6 Compensation
HR Policy #417

Policy Statement

An employee receiving bodily injuror an illness arising out of employment may be entitled to
benefits under the workers' compensation program. The university, through its insurance carrier,
is obligated by law to provide immediate medical treatment and payment for loss of wages for
workrelated injury or disease traceable to working conditions.

The employee has an obligation to promptly report wet&ted injury or illness so that
appropriate action can be taken including administering medical treatment and properly
reporting all elated activity.

Procedures

Coverage
Before a workers' compensation claim will be considered, there must beelgtdad incident to
an employee caused by an accident or disease incidental to employment.

Reporting and Treatment

Any employee sstaining an injury on the job should report to his or her supermisoediately
This notification is needed even if the injury does not appear serious enough to consult medical
care and/or does not result in lost time.

An accident/injury report forrshould be completed by the employee, signed by the supervisor of
the employee, and submitted to the director of human resources within-feent24) hours.

If treatment is required, the employee will be transported to the most appropriate-falailicy
or hospital-or the employee may select a physician from those licensed in the local community.

The director of human resources is responsible for maintaining the applicable government forms
required for all workers' compensation claims and gawent regulatory agencies, as well as
serving as the university representative when communicating with the workers' compensation
insurance carrier.

The filing of a workersd compensation <cl aim
acceptance of ghclaim.
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Compensation

An employee injured on the job will be paid the balance of their scheduled shift the day of
his/her injury.

During the first three days following the accident the employee will be allowed to substitute
accrued sick days there is a signed statement from the doctor indicating the employee is totally
restricted from working.

The employee should inform the doctor that @l
be evaluated with that in mind.

While receiving verkers compensation benefits, employees will be required to make
arrangements with the human resources department to continue their benefits by paying the
employee portion of the premium for the benefit in a timely manner. Coverage for benefits will
ccasd f t he employeebs premium is more than 30
notice at least 15 days in advance, advising that coverage will cease if payment is not received.

Vacation and sick balances will continue to accrue during thee abs e . Absence due

Compensation is considered medical leave.

Note: This policy is not to be considered aniadllusive procedure on workers' compensation.
Additional information can be obtained through the director of human resources.

Department Name:Human Resources Department Phone Number:920-832-6543
Department Location: Brokaw Hall Department Email: humanresources@lawrence.edu
Last Revised:April 7, 2017 Department Hours: 8:00-12:00 and 1:04:00

Pagel02of 181


mailto:humanresources@lawrence.edu

LAWRENCE UNIVERSITY

Travel Accident Insurance
HR Policy #418

Eligibility and Enrollment
This is a group policy coverage for all eligible employees who travel on behalf of the university.
There is no enroliment procedure and there isash to the employee.

Coverage
The policy provides for a schedule of coverage for both accidental death and dismemberment.

Benefits are paid to the insured if living. In the event of death, the benefits will be paid to the
beneficiary that is nandeand in effect for the group life policy at the time of death.

Changes In The Program

The coverage, level of employee contribution and benefits provided by the university, the
insurance plan, the insurance carriers, or providers of the coverageeaefits may be
changed or eliminated at any time without prior notice, except as may be required by law.

Note: This brief overview is intended as a summary to be used for informational purposes only.
Please request a summary plan description fraimmiin Resources for more information.
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LAWRENCE UNIVERSITY

Computing Device Loan Program
HR Policy #419

Policy Statement
The university is committed to enhancing the use of computing devices both on and off the job
and, as such, offers a Cpuating Device loan program.

Procedures

The university provides up to $3,000 in the form of amterest loan, payable over a maximum

of 36 months through payroll deduction, for computing device purchases for the employee's own
use. The employee muse la full or partime benefiteligible member of the faculty/staff of
Lawrence University. In order to be qualified for the loan, the employee must obtain a
supervisoro6s certification that they are purc
of professional activities at Lawrence. The Director of Financial Services will review all loan
applications for approval. Eligible computing devices include any combination of computers,
tablets, printers or software. In addition, in support of facaltgl staff who prefer to have the
option to stand while working, the university has approvedvimeDesk adjustable height desk

riser and any standing mat as an approved itegeuthis policy.

Note: These items may be purchased from any store or vendor of your choice (with the exception
of the VariDesk, which has been approved by the university as the sole brand of this type of
equipment since it has been deemed approglyistable and professional).

The employee must purchase the item and provide proof of payment (detailed paid receipt).
Approved loans are available up to $3,000 and may be repaid over 12, 24, or 36 months.
(Minimum payback is $10 per pay periodJhe employee is legally obligated to pay entire
amount of loan. If employee should terminate employment and not pay balance owed within 30
days of termination, the balance will be subject to a one percent per month (12% annual) late
payment penalty. In thevent of a default, the university may refer the account to a collection
agency and/or initiate legal action to recover any outstanding debt. The employee/former
employee is also responsible for the costs of collection including, without limitationgste
penalties, collection agency fees, court costs and attorney fees.

Loan application forms are available under the Forms section of the Human Resources webpage.
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LAWRENCE UNIVERSITY

Long Term Care Insurance
HR Policy #420

Long term are insurance provides protection against the financial hardship for care that is
needed for an extended period of time due to a chronic illness or disability that prevents one
from performing the basic activities of daily living.

Eligibility and Enrol Iment

All active, benefit eligible employees working 20 hours or more per week will be eligible to
enroll on a Guarantee Issue basis upon initial enrollment. All exempt arekeorpt employees

will be eligible on the first day of the month following thiee date.

Newly eligible employees will have 31 days from their start date to sign up for Guarantee Issue
coverage. All active employees who enroll after the Guarantee Issue enroliment period will be
subject to medical underwriting.

Eligible family members ages 18 to 80 may also apply but will be subject to medical
underwriting. These family members include spouses, qualifying domestic partners, adult
children, siblings, parents @daw) and grandparents ¢law).

The effective date for those gqearing medical underwriting will vary based on the date of
approval into the plan.

Insured individuals will be provided a summary plan description, defining benefits, outlining
claims procedures, etc., from the human resources office or the insuaamnee c

Benefit

Long term care insurance is an optional benefit which provides various levels of care for eligible
employees and their family members on a lergn basis. It is the type of care you would need

if you were unable to perform basic iaites of daily living. These daily activities include:
bathing, continence, dressing, eating, toileting and transferring.

Cost/Coverage
The monthly premiums are paid solely by the employee and are withheld oftax piesis. The
individual costbr i nsurance wi |l | be based on the enro

current rates, as well as an overview of benefits, contact the human resources office.
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Effect of Termination/Resignation

If your group coverage ends as a result of terronabr resignation, you may elect converted
coverage, which means that the same coverage under the group plan can continue on a direct
billing basis. Election for converted coverage must be made within 31 days of the date the group
coverage ends.

Changes In The Program

The coverage and benefits provided by the university, the insurance plan and the insurance
carriers may be changed or eliminated at any time without prior notice, except as may be
required by law.

NOTE: This brief overview is intdad as a summary to be used for informational purposes only. Please refer to
the insurance certificate which provides more extensive information. The actual plan document is controlling under
all circumstances.
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LAWRENCE UNIVERSITY

University Seavices
HR Policy #51

Policy Statements

1. Access To Buildings After Hours

After regular hours or on weekends and holidays when the campus buildings are closed, a staff

person may enter the building to which he or she has been assigned kays acoess. The

outer doors should remain locked and closed after entrance so that unauthorized persons do not
gain admittance. It is advisable to notify Security and keep at least one relative or acquaintance

advised of such an effour visit.

2. Telephone Usage

The Technology Services website contains instructions for the use of university telephones. The
phones may be used for campus, local, and-tbsignce calls. Members of the university
community are asked to exercise restraint in placaillg outside the university. Lorgjstance

calls on the universityoés phone system are |
3. Directory

A convenient online directory of student, faculty and staff members, including office location,
phone numbersresidence addresses is available at http://find.lawrence.edu. This online
directory should not be used for sales/advertising solicitations or partisan political purposes.

4, Events

A wide variety of events and performances occur on the camposwesek. Some events have
a modest admission charge, while many are free. Your participation is encouraged and
appreciated.

5. ID Cards

All faculty and staff employees who meet the criteria, along with their spouses and dependents
age 16 or olderwhh are <c¢cl aimed on the employeeds tax
University identification card. In addition to identifying your association with Lawrence, the
card is used to gain access to the facilities of the Buchidigavit Wellness Center ancbntains

a bar code label that is required to check out books at the Seeley G. Mudd library.
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Identification cards may be obtained at the Warch Campus Center.

6. Keys and ID Card Access

Keys and card access to offices and buildings are issuedeim@lnyee only when approved by

his or her supervisor. The access request will be reviewed by the Director of Security to ensure
the proper access levels have been granted. Employees requiring keys must sign for them
through the Cashier in Financial Sess. Employees are responsible for returning the keys
when no longer needed and must return keys as well as their ID card when employment is
terminated. All employees MUST immediately report lost or stolen keys and ID Cards to their
supervisor and to 8arity. It is critical to report missing keys/cards IMMEDIATELY to avoid
unauthorized access to University property.

7. Mail Service

Regularly scheduled mail service is provided to all offices on the campusa@ffus services
are available uporequest by contacting the Warch Campus Center Mailroom.

8. Notary Public Services
Services are available on campus. Please visit the Financial Services website for a list of notaries.

9. Office and Building Maintenance

The Facility Services Depianent is staffed to give prompt attention to minor maintenance needs
during regular business hours. When maintenance such as lighting, heatingpodaioning
problems are detected, they should be reported to Facility Services. Online work qudstsre
should be submitted for neemergency maintenance needs. Urgent maintenance requests during
the work day should be directed to the Facility Services office and to the Security Department
after hours and on weekends.

10. Buchanan Kiewit Wellnes Center

Free access is available to employees who meet the criteria for obtaining a Lawrence ID card,
along with their spouses and dependents age
return. (See section on ID cards).
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LAWRENCE UNIVE RSITY

Child Care Information
HR Policy 52.01

Policy Statement

There are a number of options for certified childcare centers in Appleton including but not
l i mited to: t he YMCA, Chil dr e n-Gase, add Rraggo v e r y
Bridges. Because Lawrence and Project Bridges collaborate educationally, Project Bridges has
agreed to provide twenty FTE priority slots, if available, to Lawrence employees. (For a

complete listing of centers and assistance in finding a facilitgspleontact Child Care Referral
and Resources, Inc. at 9284-0966.)
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LAWRENCE UNIVERSITY

Computer Use
HR Policy #52.02

Policy Statement

The purpose of this document is to set forth the university's administrative policy and provide
guidanceelating to responsible use of the university's electronic information systems.

Lawrence University strives to maintain access for its faculty, staff, and students (the "users") to
local, national and international sources of information and to proamdetmosphere that
encourages sharing of knowledge, the creative process and collaborative efforts within the
university's educational, research and public service missions. Access to electronic information
systems at Lawrence University is a privileget a right, and must be treated as such by all
users of these systems. All users must act honestly and responsibly. Every user is responsible for
the integrity of these information resources. All users must respect the rights of other computer
users, resmt the integrity of the physical facilities and controls, and respect all pertinent license
and contractual agreements related to University information systems. All users shall act in
accordance with these responsibilities, and the relevant local, stdtdederal laws and
regulations. Failure to so conduct oneself in compliance with this policy may result in denial of
access to University information systems and/or other disciplinary action.

Lawrence University is a provider of a means to access thast and growing amount of
information available through electronic information resources. Lawrence University is not

a regulator of the content of that information and takes no responsibility for the content of
information except for that information the university itself and those acting on its behalf
create. Any persons accessing information through Lawrence University information
systems must determine for themselves and their charges whether any source is
appropriate for viewing. Accepting any account ad/or using Lawrence University's
information systems shall constitute an agreement on behalf of the user or other individual
accessing such information systems to abide and be bound by the provisions of this policy.
The university may restrict or prohibit the use of its information systems in response to
complaints presenting evidence of violations of university policies or state or federal laws.
When it has been determined that there has been a violation, the university may restrict or
prohibit access byan offending party to its information systems through universityowned

or other computers, remove or limit access to material posted on universiywned
computers or networks, and, if warranted, institute other disciplinary action
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Procedures

Definitions

For purposes of this policy, the following definitions shall apply:

a) "Electronic communications” shall mean and include the use of information systems in
the communicating or posting of information or material by way of electronic mail,
bulletin board, World Wide Web (Internet), or other such electronic tools.

b) "Information systems" shall mean and include computers, networks, servers and other
similar devices that are administered by the university and for which the university is
responsible. "Netwds" shall mean and include video, voice and data networks, routers
and storage devices.

c) "Obscene" with respect to obscene material shall mean (1) that an average person
applying contemporary community standards would find the material taken as a whole
predominantly appeals to the prurient interest or a shameful or morbid interest in nudity,
sex, or excretion, (2) the material depicts or describes in a patently offensive way sexual
conduct specifically set out in Wisconsin Statute 944.21, and (3) theiahté&en as a
whole lacks serious literary, artistic, political, or scientific value.

Permitted Use

University Business Use and Limited Personal Useiversity information systems are to be
used predominately for universitglated business. Hower, personal use is permitted so long

as it conforms to this policy and does not interfere with university operations or an employee
user's performance of duties as a University employee. As with permitted personal use of
telephones for local calls, lineitl personal use of information systems does not ordinarily result
in additional costs to the university and may actually result in increased efficiencies. Personal use
of any university information system to access, download, print, store, forward, trasrsmi
distribute obscene material is prohibited. UNDER ALL CIRCUMSTANCES, PERSONAL USE
BY EMPLOYEES MUST COMPLY WITH SUBSECTION b. OF THIS SECTION AND
SHALL NOT CONFLICT WITH AN EMPLOYEE'S PERFORMANCE OF DUTIES AND
RESPONSIBILITIES FOR THE UNIVERSITY. Pemsal use may be denied when such use
requires an inordinate amount of information systems resources (e.g. storage capacity).

Prior Approval Required for Personal Use for Outside Consulting, Business or Employment.
Personal use of university informationsggms resources or equipment by any user for personal
financial gain in connection with outside (raniversity) consulting, business or employment is
prohibited, except as authorized and approved by the university administration.
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Access

Unauthorize access to information systems is prohibitéd.one should use the ID or password

of another; nor should anyone provide his or her ID or password to another, except in the cases
necessary to facilitate computer maintenance and repairs. When any useatésrrhis or her
relation with Lawrence University, his or her ID and password shall be denied further access to
university computing resources.

Misuse of Computers and Network Systems

Misuse of university information systems is prohibitddisuseincludes the following:

a) Attempting to modify or remove computer equipment, software, or peripherals without
proper authorization.

b) Accessing without proper authorization computers, software, information or networks to
which the university belongs, regéads of whether the resource accessed is owned by
the university or the abuse takes place from aurowersity site.

c) Taking actions which interfere with the access of others to information systems.
d) Circumventing logon or other security measures.
e) Using information systems for any illegal or unauthorized purpose.

f) Personal use of information systems or electronic communications fedmuoarsity
consulting, business or employment, except as expressly authorized.

g) Sending any fraudulent electronicnemunication.

h) Violating any software license or copyright, including copying or redistributing
copyrighted software, without the written authorization of the software owner.

i) Using electronic communications to violate the property rights of authorsomydight
owners. (Be especially aware of potential copyright infringement through the use of email.
See the pr ovMasiiloon sc ounntdaeirnefidE i n t hi s Policy.

]) Using electronic communications to harass or threaten users in such a way as to create an
atmosphere that unreasonably interferes with the education or the employment experience.
Similarly, electronic communications shall not be used to harass or threaten other
information recipients, in addition to University users.

k) Using electronic communidahs to disclose proprietary information without the explicit
permission of the owner.
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[) Reading other users' information or files without permission.
m) Academic dishonesty.

n) Forging, fraudulently altering or falsifying, or otherwise misusing university o
nonuniversity records (including computerized records, permits, identification cards, or
other documents or property).

0) Using electronic communications to hoard, damage, or otherwise interfere with academic
resources available electronically.

p) Using ekctronic communications to steal another individual's works, or otherwise
misrepresent one's own work.

g) Using electronic communications to fabricate research data.
r) Launching a computer worm, computer virus, or other rogue program.

s) Downloading or postig illegal, proprietary, or damaging material to a university
computer.

t) Transporting illegal, proprietary, or damaging material across a university network.

u) Personal use of any university information system to download, print, store, forward,
transmit,or distribute obscene material.

v) Violating any state or federal law or regulation in connection with use of any information
system.

Privacy

User Privacy Not Guaranteed/hen university information systems are functioning properly, a
user can expeche files and data he or she generates to be private information, unless the creator
of the file or data takes action to reveal it to others. Users should be aware, however, that no
information system is completely secure. Persons both within and outdlue university may

find ways to access files. ACCORDINGLY, THE UNIVERSITY CANNOT AND DOES NOT
GUARANTEE USER PRIVACY and users should be continuously aware of this fact.

Repair and Maintenance of Equipmedtsers should be aware that on occasion dulpaaized
university information systems technological personnel have authority to access individual user
files or data in the process of performing repair or maintenance of computing equipment the
university deems is reasonably necessary, including thi@gesf systems in order to ensure
adequate storage capacity and performance for university needs. Information systems technical
personnel performing repair or maintenance of computing equipment are prohibited by law from
exceeding their authority of acsefor repair and maintenance purposes or from making any use
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of individual user files or data for any purpose other than repair or maintenance services
performed by them.

Response to a Public Records Request, Administrative or Judicial Order or Request fo
Discovery in the Course of LitigatiotJsers should be aware that the Wisconsin public records
statutes are very broad in their application. Certain records, such as unpublished research in
progress, proprietary information, personal information in persband student records are
protected from disclosure. However, most other university records contained in electronic form
require disclosure if a public record request is made. Users should remember this when creating
any electronic information, espedjaé-mail. Also, users should be aware that the university will
comply with any lawful administrative or judicial order requiring the production of electronic
files or data stored in the university's information systems, and will provide information in
electronic files or data stored in the university's information systems in response to legitimate
requests for discovery of evidence in litigation in which the university is involved.

Response to Misuse of Computers and Network Systéthen for reasonableaase, as such

cause may be determined by the Office of the Vice President for Business Affairs and
Administration, it is believed that an act of misuse as defined in section 6 above has occurred,
then the appropriate computer services personnel may amegssccount, file, or other data
controlled by the alleged violator and share such account information, file, or other data with
those persons authorized to investigate and implement sanctions in association with the misuse of
the university's computer andnf or mati on syst ems. Shoul d any
services officers reasonably believe that a misuse is present or imminent such that the potential
for damage to the system or the information stored within it, is genuine and seriousclaryg,ha
spamming or theft), then the director of computer services may take such action as is necessary
to protect the information system and the information stored in it, including the denial of access
to any university or nomniversity user, without a termination from the Office of the Vice
President for Business Affairs and Administration regarding reasonable cause; provided however,
that the Director of Computer Services shall contact the Office of the Vice President for Business
Affairs and Administation as soon as possible to confirm that any protective actions taken were
appropriate and within the parameters of this executive memorandum.

Access to Information Concerning Business Operations

a) Although access to business information is typicaltgldshed based on the assessment
of the department charged with maintaining the specific information, all business
information is owned by the university, and hence no single department may make the
final determination if a dispute arises. The DirectoAdministrative Information
Management will facilitate the resolution of all information security controversies.
Computer Services is solely responsible for the implementation of the security of data,
networks, and information systems.

b) Employees reguléyr carry out the business functions of the university using the
university's information systems. Business records, inquiries and correspondence are
often stored such that individuals may control the access to particular information stored
within the Univesity's information system. Should any employee become unavailable,
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be incapacitated due to illness or other reasons, or refuse to provide the information
necessary to carry out the employee's job responsibilities in a reasonably timely manner,
then the ppropriate Computer Services staff member may access the employee's records
in order to carry out university business operations on behalf of the unavailable or
uncooperative employee.

E-Mail

Applicability. ALL POLICIES STATED HEREIN ARE APPLICABLE TOE-MAIL. E-mail
should reflect careful, professional, and courteous drafiarfcularly since it is easily
forwarded to others. Never assume that only the addressee will read-y@ir. 8e careful
about attachments and broad publication messages. Goplaws and license agreements also
apply to email.

E-mail RetentionE-mail messages should be deleted once the information contained in them is
no longer useful. Storedraail messages are saved in one or more backup files for the purposes
of "disaste recovery"”, i.e. inadvertent or mistaken deletions, or system failures. In order to
provide for the recovery of deleteeh&il while maintaining efficient use of storage capabilities,
e-mail messages on backup files shall be retained for one month.

Web Pages

The WorldWide Web Steering Committee establishes standards for those Web pages considered
to be "official" pages of the university, and guidelines for-nitial web pages. See the
appropriate policy for further details.

Originators of allWeb pages using information systems associated with the university shall
comply with university policies and are responsible for complying with all federal, state and
local laws and regulations, including copyright laws; obscenity laws; laws relatingetp |
slander, and defamation; and laws relating to piracy of software. They are also responsible for
the accuracy of the information contained in the Web page.

Notification

This policy shall be published in all student, staff, and faculty handboaksler fully to notify
users of its existence.

Application and Enforcement

This Policy applies to all administrative units of Lawrence University. It is expected that
enforcement will require cooperation between such departments as computer ,shoncas
resources, academic affairs, and student affairs. Prior to any denial of access or other disciplinary
action, a user shall be provided with such due process as may be recommended by the
university's administration.
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LAWRENCE UNIVERSITY

Computer Use
HR Policy #52.02

Policy Statement

The purpose of this document is to set forth the university's administrative policy and provide
guidance relating to responsible use of the university's electronic information systems.

Lawrence Universitystrives to maintain access for its faculty, staff, and students (the "users") to
local, national and international sources of information and to provide an atmosphere that
encourages sharing of knowledge, the creative process and collaborative effoirts thath
university's educational, research and public service missions. Access to electronic information
systems at Lawrence University is a privilege, not a right, and must be treated as such by all
users of these systems. All users must act honestlyeapdnsibly. Every user is responsible for

the integrity of these information resources. All users must respect the rights of other computer
users, respect the integrity of the physical facilities and controls, and respect all pertinent license
and contratal agreements related to University information systems. All users shall act in
accordance with these responsibilities, and the relevant local, state and federal laws and
regulations. Failure to so conduct oneself in compliance with this policy may iresignial of

access to University information systems and/or other disciplinary action.

Lawrence University is a provider of a means to access the vast and growing amount of
information available through electronic information resources. Lawrenceetditiv is not a
regulator of the content of that information and takes no responsibility for the content of
information except for that information the university itself and those acting on its behalf create.
Any persons accessing information through Lawee University information systems must
determine for themselves and their charges whether any source is appropriate for viewing.
Accepting any account and/or using Lawrence University's information systems shall constitute
an agreement on behalf of theeusr other individual accessing such information systems to
abide and be bound by the provisions of this policy. The university may restrict or prohibit the
use of its information systems in response to complaints presenting evidence of violations of
university policies or state or federal laws. When it has been determined that there has been a
violation, the university may restrict or prohibit access by an offending party to its information
systems through universitywned or other computers, remove ianit access to material posted

on universityowned computers or networks, and, if warranted, institute other disciplinary action

Procedures
Definitions
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For purposes of this policy, the following definitions shall apply:
a) "Electronic communicationsshall mean and include the use of information systems in
the communicating or posting of information or material by way of electronic mail,
bulletin boards, World Wide Web (Internet), or other such electronic tools.

b) "Information systems" shall mean anitlude computers, networks, servers and other
similar devices that are administered by the university and for which the university is
responsible. "Networks" shall mean and include video, voice and data networks, routers
and storage devices.

c) "Obscene"” wih respect to obscene material shall mean (1) that an average person
applying contemporary community standards would find the material taken as a whole
predominantly appeals to the prurient interest or a shameful or morbid interest in nudity,
sex, or excreon, (2) the material depicts or describes in a patently offensive way sexual
conduct specifically set out in Wisconsin Statute 944.21, and (3) the material taken as a
whole lacks serious literary, artistic, political, or scientific value.

Permitted Use

University Business Use and Limited Personal Udeiversity information systems are to be
used predominately for universitglated business. However, personal use is permitted so long
as it conforms to this policy and does not interfere with usitye operations or an employee
user's performance of duties as a University employee. As with permitted personal use of
telephones for local calls, limited personal use of information systems does not ordinarily result
in additional costs to the universiind may actually result in increased efficiencies. Personal use
of any university information system to access, download, print, store, forward, transmit or
distribute obscene material is prohibited. UNDER ALL CIRCUMSTANCES, PERSONAL USE
BY EMPLOYEES MUS COMPLY WITH SUBSECTION b. OF THIS SECTION AND
SHALL NOT CONFLICT WITH AN EMPLOYEE'S PERFORMANCE OF DUTIES AND
RESPONSIBILITIES FOR THE UNIVERSITY. Personal use may be denied when such use
requires an inordinate amount of information systems resourgest@age capacity).

Prior Approval Required for Personal Use for QOutside Consulting, Business or Employment.
Personal use of university information systems resources or equipment by any user for personal
financial gain in connection with outside (naniversity) consulting, business or employment is
prohibited, except as authorized and approved by the university administration.

Access

Unauthorized access to information systems is prohibltecone should use the ID or password
of another; nor stuld anyone provide his or her ID or password to another, except in the cases
necessary to facilitate computer maintenance and repairs. When any user terminates his or her
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relation with Lawrence University, his or her ID and password shall be deniedrfacitess to
university computing resources.

Misuse of Computers and Network Systems

Misuse of university information systems is prohibitddisuse includes the following:

a) Attempting to modify or remove computer equipment, software, or peripheithiguiy
proper authorization.

b) Accessing without proper authorization computers, software, information or networks to
which the university belongs, regardless of whether the resource accessed is owned by
the university or the abuse takes place from auroversity site.

c) Taking actions which interfere with the access of others to information systems.
d) Circumventing logon or other security measures.
e) Using information systems for any illegal or unauthorized purpose.

f) Personal use of information systems electronic communications for ndmiversity
consulting, business or employment, except as expressly authorized.

g) Sending any fraudulent electronic communication.

h) Violating any software license or copyright, including copying or redistributing
copyrighted software, without the written authorization of the software owner.

i) Using electronic communications to violate the property rights of authors and copyright
owners. (Be especially aware of potential copyright infringement through the use of email.
See the prov-Mai bascaoandernéé& in this Policy.

J) Using electronic communications to harass or threaten users in such a way as to create an
atmosphere that unreasonably interferes with the education or the employment experience.
Similarly, ele¢ronic communications shall not be used to harass or threaten other
information recipients, in addition to University users.

k) Using electronic communications to disclose proprietary information without the explicit
permission of the owner.

[) Reading otheusers' information or files without permission.

m) Academic dishonesty.
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n) Forging, fraudulently altering or falsifying, or otherwise misusing university or
nonuniversity records (including computerized records, permits, identification cards, or
other docurants or property).

0) Using electronic communications to hoard, damage, or otherwise interfere with academic
resources available electronically.

p) Using electronic communications to steal another individual's works, or otherwise
misrepresent one's own work.
g) Using electronic communications to fabricate research data.

r) Launching a computer worm, computer virus, or other rogue program.

s) Downloading or posting illegal, proprietary, or damaging material to a university
computer.

t) Transporting illegal, propetary, or damaging material across a university network.

u) Personal use of any university information system to download, print, store, forward,
transmit, or distribute obscene material.

V) Violating any state or federal law or regulation in connection us#h of any information
system.

Privacy

User Privacy Not Guaranteed/hen university information systems are functioning properly, a

user can expect the files and data he or she generates to be private information, unless the creator
of the file or d#a takes action to reveal it to others. Users should be aware, however, that no
information system is completely secure. Persons both within and outside of the university may
find ways to access files. ACCORDINGLY, THE UNIVERSITY CANNOT AND DOES NOT
GUARANTEE USER PRIVACY and users should be continuously aware of this fact.

Repair and Maintenance of Equipmedsers should be aware that on occasion duly authorized
university information systems technological personnel have authority to access indivatual us
files or data in the process of performing repair or maintenance of computing equipment the
university deems is reasonably necessary, including the testing of systems in order to ensure
adequate storage capacity and performance for university neealsndtibn systems technical
personnel performing repair or maintenance of computing equipment are prohibited by law from
exceeding their authority of access for repair and maintenance purposes or from making any use
of individual user files or data for angurpose other than repair or maintenance services
performed by them.
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Response to a Public Records Request, Administrative or Judicial Order or Request for
Discovery in the Course of LitigatiotJsers should be aware that the Wisconsin public records
statues are very broad in their application. Certain records, such as unpublished research in
progress, proprietary information, personal information in personnel and student records are
protected from disclosure. However, most other university records cedtairelectronic form
require disclosure if a public record request is made. Users should remember this when creating
any electronic information, especiallyngail. Also, users should be aware that the university will
comply with any lawful administrativer judicial order requiring the production of electronic

files or data stored in the university's information systems, and will provide information in
electronic files or data stored in the university's information systems in response to legitimate
requess for discovery of evidence in litigation in which the university is involved.

Response to Misuse of Computers and Network Systérhen for reasonable cause, as such
cause may be determined by the Office of the Vice President for Business Affairs and
Administration, it is believed that an act of misuse as defined in section 6 above has occurred,
then the appropriate computer services personnel may access any account, file, or other data
controlled by the alleged violator and share such account informdifenor other data with

those persons authorized to investigate and implement sanctions in association with the misuse of
the university's computer and information sSYys
services officers reasonably beliethat a misuse is present or imminent such that the potential

for damage to the system or the information stored within it, is genuine and serious (e.g. hacking,
spamming or theft), then the director of computer services may take such action as is necessary
to protect the information system and the information stored in it, including the denial of access
to any university or nomniversity user, without a determination from the Office of the Vice
President for Business Affairs and Administration regardiagaorable cause; provided however,

that the Director of Computer Services shall contact the Office of the Vice President for Business
Affairs and Administration as soon as possible to confirm that any protective actions taken were
appropriate and within thearameters of this executive memorandum.

Access to Information Concerning Business Operations
a) Although access to business information is typically established based on the assessment

of the department charged with maintaining the specific informaiain business
information is owned by the university, and hence no single department may make the
final determination if a dispute arises. The Director of Administrative Information
Management will facilitate the resolution of all information security t@wersies.
Computer Services is solely responsible for the implementation of the security of data,
networks, and information systems.

b) Employees regularly carry out the business functions of the university using the
university's information systems. Bosss records, inquiries and correspondence are
often stored such that individuals may control the access to particular information stored
within the University's information system. Should any employee become unavailable,
be incapacitated due to illness ather reasons, or refuse to provide the information
necessary to carry out the employee's job responsibilities in a reasonably timely manner,
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then the appropriate Computer Services staff member may access the employee's records
in order to carry out unarsity business operations on behalf of the unavailable or
uncooperativeemployee.

E-Malil

Applicability. ALL POLICIES STATED HEREIN ARE APPLICABLE TO BMAIL. E-mail

should reflect careful, professional, and courteous draftarficularly since it iseasily
forwarded to others. Never assume that only the addressee will read-y@ik 8e careful

about attachments and broad publication messages. Copyright laws and license agreements also
apply to email.

E-mail Retention E-mail messages should beleted once the information contained in them is

no longer useful. Storedmaail messages are saved in one or more backup files for the purposes
of "disaster recovery", i.e. inadvertent or mistaken deletions, or system failures. In order to
provide for therecovery of deleted-mail while maintaining efficient use of storage capabilities,
e-mail messages on backup files shall be retained for one month.

Web Pages
The WorldWide Web Steering Committee establishes standards for those Web pages considered

to be "official" pages of the university, and guidelines for sofficial web pages. See the
appropriate policy for further details.

Originators of all Web pages using information systems associated with the university shall
comply with university polie@s and are responsible for complying with all federal, state and
local laws and regulations, including copyright laws; obscenity laws; laws relating to libel,
slander, and defamation; and laws relating to piracy of software. They are also responsible for
the accuracy of the information contained in the Web page.

Notification
This policy shall be published in all student, staff, and faculty handbooks in order fully to notify
users of its existence.

Application and Enforcement

This Policy applies taall administrative units of Lawrence University. It is expected that
enforcement will require cooperation between such departments as computer services, human
resources, academic affairs, and student affairs. Prior to any denial of access or ottieadyscip
action, a user shall be provided with such due process as may be recommended by the
university's administration.
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LAWRENCE UNIVERSITY
Recycling
HR Policy #52.03

Policy Statement

In keeping with Wisconsin State Law Act 335 and enwvinental concerns, the university fully
supports the recycling of materials formerly sent to landfills and has developed a program
designed to provide for the orderly collection of such materials.

Procedures

Recyclable Materials

The paper recytig program includes the following grades of paper: computer paper, letterhead,
all copy-machine paper grades, lined paper, shredded paper, colored paper, color NCR forms,
window envelopes, po$t notes, cardboard (soda boxes), corrugated cartons, magazooks,

and newspaper. Thanly materials noturrently recyclable are tissue, paper towels, cellophane
paper food containers, and laboratory waste.

Aluminum cans, glass, and plastic grades #1 and #2 are also collected.

Collection Process
All office employees have been issued two wastebasketse for paper, and the other one for
trash. When the paper basket and trash basket are full, the custodial staff will empty them.

Aluminum cans, glass, and plastic can be deposited in corgaiegt to the paper receptacles
on each floor of every building.

The Campus Services staff and student workers will complete the collection process for the
paper, aluminum cans, glass, and plastic.

General Provisions
In its purchasingthe uniersity will carefully identify and select products that adapt them to the
recycling program.

The program will be expanded as future technologies allow.
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LAWRENCE UNIVERSITY

Travel Guidelines and Expense Accounts
HR Policy #52.04

Policy Statenent

It is the intent of the university to reimburse employees for all reasonable expenses incurred in
carrying out assigned duties of their respective positions. A convenient test of reasonableness is
whether or not the same cost would have been iedoi¥ personal funds were used. The
following outlines general guidelines to be used:

Procedures
Expense Account Forms

Expense account forms should be completed as soon as possible following the activity to
facilitate recordkeeping.

No itemsof a personal nature are to be included on expense accounts.

Receipts
Employees are requested to obtain receipts for lodging and for any other expenditure of $25 or
more.

Covered Modes of Travel

Reimbursable modes of travel include: rental eanployee's own vehicle; commercial carrier
airplane, train, bus. (When using rental cars, employees shmilghurchase additional
insurance. This expense will not be reimbursgdMileage reimbursement for personal vehicles
will be adjusted annuallyroJuly 1 to reflect IRS standard mileage rates. Employees should
check with the accounting department for current rate.

The university's auto insurance will provide primary coverage for those who use
universityowned autos/vans or who rent vehiclesufori ver si ty approved trav
personal auto liability insurance is the primary coverage in the event of a liability loss.
Lawrence Universityods business auto |iability
liability insurance For this reason, employees are encouraged to use unih@xsigd vehicles

when at all possible. (When obtaining a rental agreement, contract should be signed as
AJohn/ Jane Doe for Lawrence Universityo.)
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Airline arrangements should be made to tatteaatage of reasonable airfare alternatives. The
university uses Travel Design for booking travel arrangements. The number 839212 38.
Their email address is: tvldsn@execpc.com

Hotel Accommodations
Educational discounts may be available. Eypes should check directly with the hotel.

Credit Cards

To help facilitate the filing of expense reports, some employees are issued university credit cards.
Information can be obtained in the business office and requires the approval of thenelepart
head.

Employees who travel infrequently are encouraged to use their personal charge cards for any
expenses incurred, which will be promptly reimbursed.

Cash Advances
Cash advances for the approximate amount of the reimbursable costs nigibedofrom the
cashier prior to departure.

Operating Personal Vehicles for University Business
All drivers using their own vehicles for university business must carry insurance on the vehicle

being used. The empl oymedis theppeimasyaonntteeleverd aftao | i
i ability | oss. Lawrence Uni versityos busi
empl oyeebs personal auto |iability insurance.

For your protection and to limit university exposure, Lawrence Universityiresjuhat

authorized drivers carry $300,000 per occurrence of personal auto liability insurance. Lawrence
University is not responsible for the physic
employees should have collision and comprehensive coverage.

Anyone transporting students in personal vehicle for university business will be required to be an
authorized driver, including faculty, staff, students, and volunteers.
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LAWRENCE UNIVERSITY

Life -Threatening lliness
HR Policy #52.05

Policy Statement

The university recognizes that employees with contagious ethliéatening illness including,
but not limited to, cancer, heart disease, tuberculosis, hepatitis B, and AIDS, may wish to
continue to engage in as many of their normal ptgss their condition allows, including work.

As long as these employees are able to perform their essential job functions and medical
evidence indicates that their conditions are not a threat to themselves or others, the
administration will be sensitesto their conditions and ensure that they are treated consistently
with other employees. When necessary, reasonable accommodations will be made as long as the
employee is able to meet acceptable performance standards.

At the same time, the universityas an obligation to provide a safe work environment for all
employees and students. Every precaution will be taken to ensure that an employee's condition
does not present a health and/or safety threat to him/herself or others.

Procedures

Consistat with this concern for employees with liflereatening illnesses, the following range of
resources will be available through the director of human resources:

£ Referral to agencies and organizations which offer supportive services.

£ Benefit consultatin to assist employees in effectively managing health problems, leaves
of absence, and other benefits.
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LAWRENCE UNIVERSITY

Absences Due to Inclement Weather
HR Policy #52.06

Policy Statement

The university will make every effort to maimanormal work hours even during inclement
weather.

Procedures

On occasion, weather conditions may make travel inadvisable. When this occurs, individuals
will need to decide whether or not to come to work, unless the university is closed due to the
weaher. Employees should discuss the situation with their supervisor or, in cases of very severe
weather conditions, follow the advice of local authorities.

The following represent general compensation guidelines for absences due to weather conditions.

Guidelines
Employees who did not report for work may use vacation time, supkéne within the same
week, or take the time off without pay.

Employees who were on vacation will receive vacation pay. Employees who are sick will
receive sick leave pafyaccrued time is available.

Employees who reported for work but left early will receive pay for all time worked and will be
allowed to use vacation time or to make up the time for balance of the work day within the same
week.

Employees who repatl for work and were asked to stay and work overtime will be paid for
their normal eighthour day, plus straight time for all hours worked beyond the campus closing
time up to eight hours. Time worked beyond 40 hours in the-weekk will be paid in line

with the federal wage and hour laws.

Employees who have scheduled starting time after the official closing time will have the option
of using vacation time, or making up the time within the same pay period, or reporting to work
later than normally sclaeled if conditions allow.

Employees who were called by their supervisor and told not to report because their shift started
at or after noon will be paid for the number of hours they had been scheduled to work that day.
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LAWRENCE UNIVERSITY

Confidentiality of Records
HR Policy #52.07

Policy Statement

The files and records maintained by all offices of Lawrence University, whether on paper or
stored electronically, contain information that is the property of the university. Because this
mateaial is not only crucial to the effectiveness of the offices, but is often sensitive or
confidential as well, all those who work with it are expected to observe the highest standards of
discretion and confidentiality, protecting both the university's @stein its records and the
privacy of those to whom the information relates.

The following guidelines are intended to illustrate the level of care and confidentiality expected.
They should be interpreted not as a detailed code of conduct but as aumistatement of
expectations for dealing with these materials. Indeed, rules and regulations are no substitute for
attentiveness, high ethical standards, and common sense.

Employees should understand, therefore, that lack of discretion or breachfidewctality is
cause for dismissal. In addition, tampering with computerized information or misappropriation
of it may be a prosecutable offense under Wisconsin law.

Procedures

Each set of university files and records will be the responsibilitthefhead of the office
principally maintaining the records, hereafter referred to as record manager.

Access to the university's files and records for inspection or review is restricted to current
employees of the university who have a demonstrated "teddow" and who have the
permission of the record manager whose records are to be reviewed. (See Personnel Information
Policy)

Excerpted information from the university's records, other than that already authorized to appear
in the public domain, i2o be disclosed only to current employees of the university or to
volunteers, and only in cases where the individual's duties as an employee or volunteer require
disclosure of the information. In all cases, disclosure must be approved in advance by the
individual's supervisor and by the appropriate record manager.

No disclosure of security details related to the computer system including but not limited to
username/password combinations, application programs, and data file attributes is to be made to
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arnyone other than an employee of the university. Such knowledge is to be used by those
employees only for the performance of their duties as employees.

Alteration of existing computer records or creation of new ones is to be performed only after
verification of the accuracy and appropriateness of the changes. Information in records should
never knowingly be falsified.

Confidentiality of Employment Records

Job related and personal information about each employee will be retained in an official
persanel file in the Human Resources Office. The contents of each file will include basic
identifying information (e.g., name, social security number, date of birth); resume and/or
completed application form and other hirrejated documents; information oariefit coverage;
information on other employmentlated activities (e.g., promotions, training, disciplinary
actions), and other relevant and appropriate information. Records of current and former
employees will be retained indefinitely.

Current anddrmer employees have the right to review, inspect, and copy the information in their
permanent files for any reason, according to 8103.13(2), Wisconsin Statutes. The employee
should submit a written request to the director of human resources. A mutalgnient time

will be scheduled within 7 days of the request. (A-p&ge charge will be made for copying
materials.) Individuals will be given access to their files in the presence of the director of human
resources or designee at a mutually converiere and place. The university reserves the right

to withhold from inspection certain sensitive information including tpady references,
confidential documents or plans, and information on security or criminal investigations, except
where such resttions are prohibited by law.

Except as otherwise required by law, generally no personnel information will be disclosed
to any party outside the university unless the current or former employee provides a signed
consent to release the information, inading reference checks by potential employers. The
university reserves the right to verify basic information (e.g., employment status, job title,

etc.) without notifying the individual involved, and to cooperate with law enforcement,

public safety, or malical officials who demonstrate a legitimate need to know specific
information.

Employees who question the accuracy or completeness of information in their files should
discuss their concerns with the director of human resources who will discussahesms with

the employee's supervisor. Should the disputed information be retained in the file, the employee
may submit a brief written statement identifying the alleged errors and inaccuracies. The
statement will remain in the file as long as the disgunformation is retained.
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Confidentiality Of Student Records- Family Educational Rights And Privacy Act (FERPA)

It is the intention of Lawrence University to comply fully with the Family Educational Rights
and Privacy Act (FERPA), which affordsusients certain rights with respect to their education
records. They are:

The right to inspect and review the studentds
university receives a request for access.

A student should submit a written requietgintifying the record(s) to be inspected to the registrar,

dean, head of the academic department, or other appropriate official. The school official will
make arrangements for access and notify the student of the time and place where the records may
beinspected. If the records are not maintained by the school official to whom the request was
submitted, that official shall advise the student of the correct official to whom the request should

be addressed.

The right to request the amendment of thedte nt 6 s educati on records t
are inaccurate or misleading.

Students may ask Lawrence University to amend a record that they believe is inaccurate of
misleading. They should write the university official responsible for the recleat]y identify

the part of the record they want changed, and specify why it is inaccurate or misleading.

If Lawrence University decides not to amend the record as requested by the student, the
student will be notified of the decision and advised ohis or her right to a hearing
regarding the request for amendment. Additional information regarding the hearing
procedures will be provided to the student when notified of the right to a hearing.

The right to consent to disclosure of personally iddiable information contained in the
student s education records, except to the e
consent.

A student must give consent in writing before Lawrence University can release any personally
identifiable informationf r om t he studentds education record
allows disclosure without consent.

One exception which permits disclosure without consent is disclosure to school officials at
Lawrence University with a legitimate educational iastert i n a studentos edu
Lawrence University a Aschool of ficialo i1s a
to a Lawrence University administrative, supervisory, academic or research, support staff, or
volunteer position; agrson or company with whom Lawrence University has contracted (such

as an attorney, auditor, or collection agent); or a student serving on an official committee, such as

a disciplinary or grievance committee, or assisting another school official in parjoms or

her tasks.

A legitimate educational interest exists if the information requested is relevant and necessary for
a school official to perform appropriate tasks or to make a judgment within the scope of the
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of ficial bs assigmedt aekponsi lmidlgimeineg s .mu st a)
education, b) be related to the discipline of a student, c) provide a service or benefit relating to
the student, such as health care, counseling, financial aid, recommendations, or selection for
awards, prizes, or membership in honorary societies, or d) be required to conduct institutional
research to support the educational mission of the university. Disclosure to a school official
having a legitimate educational interest does not constitutéuinstial authorization to transmit,

share, or disclose any or all information received to another party.

Under FERPA information designated by Lawrence University as directory information
may be released without written consent, unless the student reggienon-disclosure.
Directory information may be released by the institution at its discretion for any purpose.
Lawrence University has declared the following items to be directory information:

Category Ii name, address, telephone number, dateseriddnce, class

Category Il 7 previous institutions attended, major field of study, awards, honors, degree(s)
conferred (including dates)
Category lll T past and present participation in officially recognized sports and activities,

physical factors (sucas height and weight of athletes), date and place of birth
Category Vi e-mail address
Category Vi photographs or other visual images

The Lawrence University Student Directory, which contains Category | information, is published

at least once a yea The directory is intended for the private use of Lawrence University
students, faculty members, and administrators. Its use for commercial, promotional, or partisan
political purposes is forbidden by the university. The university also maintaineenoeic
directory of names and addresses which is accessible only to those members of the campus
community who have a campus network account. The Lawrence website, however, contains an
e-mail address search utility which is accessible by the generiid.pub

Lawrence University visually records many campus events and daily activities, such as
convocations, concerts, classes, athletic events, and other public occasions. These images as

well as other information about students, faculty, and staff argoublished regularly as part

of the universityds coverage of campus | ife &
audiences. Publications include print media, such dsawrence Today and t he uni ve
website.

The regi str ar ¢ espandsfta phane reqoasts fromeptospective employers,
insurance companies, and other organizations seeking confirmation of a particular
student 6s degr ee, academic progr am, or atten
requires Lawrence to provide listsof currently enrolled students to military recruiters

upon request.
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Enrolled students may ask Lawrence to withhold disclosure of any of the above categories

of information by completinganondi scl osure form, available in
compl eted and signed form is not received in
change period (second week of classes) of the fall term, it will be assumed that directory
information may be disclosed for the remainder of the academic year. @tnuing students

must complete a new form each year. Nedisclosure instructions in effect at the time a

student takes a leave of absence, withdraws, or graduates from the university will remain

in effect until the student rescinds those instructions imwriting. Students who wish to be

excluded from the email directory on the Lawrence website without requesting full

nondi sclosure may do so by completing an excl
or from computer services.

Students consideing withholding disclosure of directory information should consult with
the registrar and evaluate carefully the consequences of such a decision. Lawrence
assumes no responsibility to contact a student for subsequent permission to release
directory inform ation, and assumes no liability for honoring instructions that such
information be withheld.

Lawrence University does not automatically send information about academic progress or

di sciplinary actions to par ensidlity m comguniaatedi an s .
such matters to family members, and others, as needed. Lawrence students may have their
grades sent directly to their parents by com
office. Parents who want access to the edocatcords of their children must present a written
authorization from the student, or a certified copy of their most recent federal tax return showing
the studentods dependent status, to the regist
needto report their academic progress of enrollment status to other parties, such as scholarship
foundations, graduate schools, or prospective employers, must submit a written request to the
Registrarodos Office before a releasethscri pt or oth

The right to file a complaint with the U.S. Department of Education concerning alleged
failures by Lawrence University to comply with the requirements of FERPA.

The name and address of that Office administers FERPA is:

Family PolicyCompliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202605

Questions about FERPA or the information provided in this notification should be directed to the
Registrar. A current policy on Student Recoadsl the Family Educational Rights and Privacy
kit is available oAine at:www.lawrence.edu/dept/registrar/FERPASTU.SHTML
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LAWRENCE UNIVERSITY

Confidentiality of Records
HR Policy #52.07

Policy Statement

The files and records maintained bl affices of Lawrence University, whether on paper or
stored electronically, contain information that is the property of the university. Because this
material is not only crucial to the effectiveness of the offices, but is often sensitive or
confidentialas well, all those who work with it are expected to observe the highest standards of
discretion and confidentiality, protecting both the university's interest in its records and the
privacy of those to whom the information relates.

The following guidehes are intended to illustrate the level of care and confidentiality expected.
They should be interpreted not as a detailed code of conduct but as a minimum statement of
expectations for dealing with these materials. Indeed, rules and regulationssatestitite for
attentiveness, high ethical standards, and common sense.

Employees should understand, therefore, that lack of discretion or breach of confidentiality is
cause for dismissal. In addition, tampering with computerized information or mogajapion
of it may be a prosecutable offense under Wisconsin law.

Procedures

Each set of university files and records will be the responsibility of the head of the office
principally maintaining the records, hereafter referred to as record manager.

Access to the university's files and records for inspection or review is restricted to current
employees of the university who have a demonstrated "need to know" and who have the
permission of the record manager whose records are to be reviewede(Seenel Information
Policy)

Excerpted information from the university's records, other than that already authorized to appear
in the public domain, is to be disclosed only to current employees of the university or to
volunteers, and only in cases wlehe individual's duties as an employee or volunteer require
disclosure of the information. In all cases, disclosure must be approved in advance by the
individual's supervisor and by the appropriate record manager.

No disclosure of security detailslated to the computer system including but not limited to
username/password combinations, application programs, and data file attributes is to be made to

Department Name:Human Resources Department Phone Number:920-832-6543
Department Location: Brokaw Hall Department Email: humanresources@lawrence.edu
Last Revised:April 7, 2017 Department Hours: 8:00-12:00 and 1:04:00

Pagel34of 181


mailto:humanresources@lawrence.edu

anyone other than an employee of the university. Such knowledge is to be used by those
employees onlyor the performance of their duties as employees.

Alteration of existing computer records or creation of new ones is to be performed only after
verification of the accuracy and appropriateness of the changes. Information in records should
never knowigly be falsified.

Confidentiality of Employment Records

Job related and personal information about each employee will be retained in an official
personnel file in the Human Resources Office. The contents of each file will include basic
identifying information (e.g., name, social security number, date of birth); resume and/or
completed application form and other hidrgated documents; information on benefit coverage;
information on other employmentlated activities (e.g., promotions, training, cijiinary
actions), and other relevant and appropriate information. Records of current and former
employees will be retained indefinitely.

Current and former employees have the right to review, inspect, and copy the information in their
permanent filedor any reason, according to 8103.13(2), Wisconsin Statutes. The employee
should submit a written request to the director of human resources. A mutually convenient time
will be scheduled within 7 days of the request. (A-p&ge charge will be made fobpying
materials.) Individuals will be given access to their files in the presence of the director of human
resources or designee at a mutually convenient time and place. The university reserves the right
to withhold from inspection certain sensitivafarmation including thireparty references,
confidential documents or plans, and information on security or criminal investigations, except
where such restrictions are prohibited by law.

Except as otherwise required by law, generally no personnefaftmn will be disclosed to any

party outside the university unless the current or former employee provides a signed consent to
release the information, including reference checks by potential employers. The university
reserves the right to verify basioformation (e.g., employment status, job title, etc.) without
notifying the individual involved, and to cooperate with law enforcement, public safety, or
medical officials who demonstrate a legitimate need to know specific information.

Employees who qustion the accuracy or completeness of information in their files should
discuss their concerns with the director of human resources who will discuss these concerns with
the employee's supervisor. Should the disputed information be retained in the fdefloyee

may submit a brief written statement identifying the alleged errors and inaccuracies. The
statement will remain in the file as long as the disputed information is retained.

Confidentiality Of Student Records- Family Educational Rights And Privacy Act (FERPA)
It is the intention of Lawrence University to comply fully with the Family Educational Rights
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and Privacy Act (FERPA), which affords students certain rights with respect to their education
records. They are:

The righttoinspectad review the studentds education re
university receives a request for access.

A student should submit a written request identifying the record(s) to be inspected to the registrar,
dean, head of the academic departmentpther appropriate official. The school official will

make arrangements for access and notify the student of the time and place where the records may
be inspected. If the records are not maintained by the school official to whom the request was
submited, that official shall advise the student of the correct official to whom the request should

be addressed.

The right to request the amendment of the stu
are inaccurate or misleading.

Students may askawrence University to amend a record that they believe is inaccurate of
misleading. They should write the university official responsible for the record, clearly identify

the part of the record they want changed, and specify why it is inaccurate eadimgl

If Lawrence University decides not to amend the record as requested by the student, the student
will be notified of the decision and advised of his or her right to a hearing regarding the request
for amendment. Additional information regarglithe hearing procedures will be provided to the
student when notified of the right to a hearing.

The right to consent to disclosure of personally identifiable information contained in the
student s education recor ds, horeesdiscdure without he e
consent.

A student must give consent in writing before Lawrence University can release any personally

i dentifiable information from the studentds e
allows disclosure without ceent.

One exception which permits disclosure without consent is disclosure to school officials at
Lawrence University with a |l egitimate educat.
Lawrence University a f ®rcdnpesdon emoployed io oradpanted s a
to a Lawrence University administrative, supervisory, academic or research, support staff, or
volunteer position; a person or company with whom Lawrence University has contracted (such

as an attorney, auditor, or aadtion agent); or a student serving on an official committee, such as

a disciplinary or grievance committee, or assisting another school official in performing his or

her tasks.

A legitimate educational interest exists if the information requestedeisarg and necessary for

a school official to perform appropriate tasks or to make a judgment within the scope of the

of ficial b6s assigned responsibilities. The t:
education, b) be related to the disciplofea student, c) provide a service or benefit relating to
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the student, such as health care, counseling, financial aid, recommendations, or selection for
awards, prizes, or membership in honorary societies, or d) be required to conduct institutional
reseach to support the educational mission of the university. Disclosure to a school official
having a legitimate educational interest does not constitute institutional authorization to transmit,
share, or disclose any or all information received to anothgr. pa

Under FERPA information designated by Lawrence University as directory information may be
released without written consent, unless the student requestlistbosure. Directory
information may be released by the institution at its discretion rigr purpose. Lawrence
University has declared the following items to be directory information:

Category Ii name, address, telephone number, dates of attendance, class

Category II'T previous institutions attended, major field of study, awards, hoxegree(s)
conferred (including dates)
Category lll T past and present participation in officially recognized sports and activities,

physical factors (such as height and weight of athletes), date and place of birth
Category Vi e-mail address
Category Vi photographs or other visual images

The Lawrence University Student Directory, which contains Category | information, is published

at least once a year. The directory is intended for the private use of Lawrence University
students, faculty membersycaadministrators. Its use for commercial, promotional, or partisan
political purposes is forbidden by the university. The university also maintains an electronic
directory of names and addresses which is accessible only to those members of the campus
community who have a campus network account. The Lawrence website, however, contains an
e-mail address search utility which is accessible by the general public.

Lawrence University visually records many campus events and daily activities, such as
convaations, concerts, classes, athletic events, and other public occasions. These images as
well as other information about students, faculty, and staff are published regularly as part of the
uni versityds coverage of Cc a typowasvariétyl of audiemaesd p o r t
Publications include print media, suchLasvrence Today and t he universityos

The registraraos of fice routinely responds t
insurance companies, and other organizaterse ki ng confirmation of a
degree, academic program, or attendance. The federal Solomon Amendment requires Lawrence

to provide lists of currently enrolled students to military recruiters upon request.

Enrolled students may ask Leamce to withhold disclosure of any of the above categories of
information by completing a nehi scl osur e f or m, available in
compl eted and signed form is not received in
change priod (second week of classes) of the fall term, it will be assumed that directory
information may be disclosed for the remainder of the academic year. Continuing students must
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complete a new form each year. Naisclosure instructions in effect at thmé a student takes

a leave of absence, withdraws, or graduates from the university will remain in effect until the
student rescinds those instructions in writing. Students who wish to be excluded fremdhe e
directory on the Lawrence website withotgquesting full nordisclosure may do so by
compl eting an exclusion form available in the

Students considering withholding disclosure of directory information should consult with the
registrar and evaluateaefully the consequences of such a decision. Lawrence assumes no
responsibility to contact a student for subsequent permission to release directory information, and
assumes no liability for honoring instructions that such information be withheld.

Lawrence University does not automatically send information about academic progress or

di sciplinary actions to parents or guardians.
such matters to family members, and others, as needed. Lawrence studemtavendheir
grades sent directly to their parents by com
office. Parents who want access to the education records of their children must present a written
authorization from the student, or a certifiepyg of their most recent federal tax return showing

the studentds dependent status, to the regist
need to report their academic progress of enrollment status to other parties, such as scholarship
foundatons, graduate schools, or prospective employers, must submit a written request to the
Registrardos Office before a transcript or oth

The right to file a complaint with the U.S. Department of Education concerning alleged
failures by Lawrence University to comply with the requirements of FERPA.

The name and address of that Office administers FERPA is:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 2022-4605

Questions about FERPA or the information provided in this notification should be directed to the
Registrar. A current policy on Student Records and the Family Educational Rights and Privacy
kit is available odine at:

www.lawrence.edu/dept/rgistrar/FERPASTU.SHTML
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LAWRENCE UNIVERSITY
Photocopying

HR Policy #52.08

Policy Statement

Personal photocopy services are available through Central Services or in the Library at a nominal
fee.
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LAWRENCE UNIVERSITY

Lost and Found
HR Policy #52.09

Policy Statement

The university lost and found service is maintained at the Information Desk in the Student Union.
All staff members are encouraged to bring in any misplaced personal items found on the campus,
and to contact #Information Desk when their own property is missing.
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LAWRENCE UNIVERSITY
Outside Employment

HR Policy #52.10

Policy

A staff or faculty member may hold outside employment, including \asdhn independent
contractor, as long dkey satisfactoly performtheirjob responsibilities with Lawrence
University and the activities do not adversely affectdhe i v e rinteriestsy 6 s

All employees are cautioned to consider carefully the demands that additional work activity will

create before seeking accepting outside employment, including work as an independent

contractorSt af f member s wi | | be subject to Lawrence
performance expectations, regardless of any existing outsideraguikements. Tenwine

faculty members are discouraged from holding other faculty positions outside of Lawrence

University. It is the responsibility of staff members to notify their supervisor and faculty

members to inform the Provost and Dean of Faculty of their outside employmeroprior

accepting the work.

Al | empl oyees are prohibited from engaging 1in
image. This prohibition includes the unauthorized use of any employer tools, equipment, or
resources. In addition, employees are not t@aohany outside business during paid working
time.
Procedure
If Lawrence University determines that an employee's outside work interferes with performance
or the ability to meet the requirements of Lawrence University as they are modified from time to
time, the employee may be asked to terminate the outside employnieyt wishto remain
with Lawrence University. Outside employment will present a conflict of interest if it has an
adverse impact on Lawrence University.

Questions concerning thmolicy should be addressed to the Human Resources Department.
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LAWRENCE UNIVERSITY
Internet Code of Conduct

HR Policy #52.11

Policy Statement

Access to the Internet has been provided to employees for the benefit of the organization. It
allows emplgees to connect to information resources. Every employee has a responsibility to
use the Internet in a productive manner. To assure that all employees are responsible and
productive Internet users, the following guidelines have been established fothasinternet.

Procedures

Acceptable Uses of the Internet

Employees accessing the Internet are representing the organization. Employees are responsible
for seeing that the Internet is used in an effective, ethical and lawful manner. InelayeCRat
channels may be used to conduct official organizational business or to gain technical or
analytical advice. Databases may be accessed for information as neendl. ntay be used

for business contacts.

Unacceptable Uses of the Internet

The Internet should not be used for personal gain or advancement of individual views.
Solicitations of nororganizational business or any use of the Internet for personal gain is
prohibited. Use of the Internet must not disrupt the operation of the sityvaetwork or the
networks of other users. It must not interfere with your productivity.

Communications

Each employee is responsible for the content of all text and/or images they place or send over the
Internet. Fraudulent, harassing, or obscemessages are prohibited. No abusive, profane, or
offensive language will be transmitted through the system.
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Software

To prevent computer misuses from being transmitted through the system, there will be no
authorized downloading of any software. | Abftware downloads will have to be performed
through the Computer Services Department.

Security

All messages created, sent or returned over the Internet are the property of the university and
should be considered public information. The univgnmgserves the right to access and monitor

all message and files on the computer system as deemed necessary and appropriate. All
communications including text and images can be disclosed to law enforcement or other third
parties without prior consent di¢ sender or receiver.

Harassment
Harassment of any kind is prohibited. No message with derogatory or inflammatory language
about an individual will be transmitted.

Violations

Violations of any guidelines listed above may result in discipfirstion up to and including
termination. If necessary, the university will advise appropriate legal officials of any illegal
violations.
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LAWRENCE UNIVERSITY

Electronic Communications
HR Policy #52.12

Policy Statement

tisthe Univerdi y 6s pol i cy t hmal) iseah @ficial meansiotconmanichtion( e
with students, faculty, and staff. The University expects that students, faculty and staff will
receive and read-mail promptly. Students, faculty and staff are expectechaintain their
accounts and check theirnaail regularly and frequently so that new mail will be properly
received and read.

Official e-mail communications initiated by members of the Lawrence University faculty or staff
and directed to Lawrence student f acul t vy, or staff, wi || be
Lawrenceissued email address.

Failure to receive and read University communications delivered to an offigiall@ddress in
a timely manner does not absolve the intended recipient fromikgamnd complying with the
content of such communications.
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LAWRENCE UNIVERSITY

Moving Expense Reimbursement
HR Policy #52.13

Procedures

When Lawrence provides relocation assistance to employees (this information will be
included in youremployment letter), the following expenses will be considered as
eligible for reimbursement and hereby applied to the moving allowance given:

- The cost of packing, transporting, storage (30 day max) and moving of standard
furniture and personal effectfo t he empl oyee and member s
immediate family. The cost of moving more than one vehicle andtaoaard
items such as boats, trailers, etc. will not be covered.

- Travel costs for the employee and members of his/her household from the
current location to the new location.

The relocation expenses must be entered onto the Moving Expense Reimbursement Form,
which can be found on the Lawrence website under the Human Resources office, located
under Payroll forms. The link for this is:

http://www.lawrence.edu/dept/hr/forms/payroll forms/MOV EXP FORM.DOC

Your name, Lawrence ID#, campus address, date and the moving allowance amount must

be completedt the top of the form. Then enter your expenses in the applicable box

sections (1, 2, 3,). If your moving cost is being directly billed to Lawrence, please
indicate this on the form somewhere in the
then paythe moving vendor directly.

IRS Publication 521 Moving Expenses explains the deductibility of certain expenses of
moving to a new home. The link for this igtittp://www.irs.gov/pub/irgodf/p521.pdf

All expenses must have receipts attached to the form to be reimbursed. The completed

form with receipts attached must have the en
before any reimbursement can be made. This form can then be subnitgsadlb to be

processed for payment.

Any questions can be directed to the Payroll office at (920)6532.
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Lawrence University 15 Conservatory West offices 30 Downer Commons 43 Whiting Field
1 Main Hall 16 Music-Drama Center 31 Raymond House 44 Baseball and softball
2 Ormsby Hall 17 Mursell House 32 Seeley G. Mudd fields
3 Thomas Steitz Science Hall 18 President 6s h o midbrary 45 Alexander Gymnasium
4 Youngchild Hall of Science 19 Hulbert House 33 Wriston Art Center 46 Soccer field
5 Sampson House 20 Campus Guest House 34 Memorial Hall 47 Hurvis Crossing
6 Buchanan Kiewit Center 21 Visiting faculty 35 Draheim House 48 Sustainable LU
7 Lucia R. Briggs Hall accommodations 36 Sabin House Garden
8 Hiett Hall 22 Shattuck Hall of Music 37 Diversity Center (SLUG)
9 Tennis courts 23 Memorial Chapel 38 Warch Campus 49 Lawrence
10 Facility Services 24 Student residences Center Academy of Music
11 Colman Hall 25 Waterman House 39 sage Hall 50 Riverwalk
12 Landis Health and Counseling 26 Plantz Hall 40 International
Center 27 Wilson House House
13 Landis-Peabody building 28 Scarff House 41 Trever Hall
14 Brokaw Hall 29 Kohler Hall 42 Banta Bowl
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LAWRENCE UNIVERSITY

SmokeFree Policy
HR Policy #52.14

Policy Statement

The University cares about the health and safety of everyone on campus.
Providing a smokdree environment allows us to maintain a claan
workplacefor the comfort of all persons. The smoking policy is a follows:

A

A

All University owned, leased or operated buildings are designated
smokefree.

All University owned, leased or rented vehicles are designated
smokefree.

The campus and outdoor attideareas are designated smdkee

with the exception of two smoking shelters located by Ormsby Hall
and by the walkway between the Warch Campus Center and Trever
Hall.

Smokingis permitted on public sidewalks but mot permitted on
Lawrence sidewdk or in Lawrence parking lots.

Smoking is permitted on the patio behind the Viking Room during
operating hours only.

At the beginning of each academic year, residents in each residence
hall or small house will vote to determine if there shall benake

free zone of 25 feet in all directions around the perimeter of the
residence. A majority of the voting residents must desire a smoke
free zone for a zone to be implemented. Requests feva@ieenay

be brought to the governing body of a residenmtenmore than once

per term. Ormsby and Kohler halls shall have permanent simede
zones.

Please obey all signage on campus and use appropriate ash trays located in the
designated smoking areas. It is important that we all make a commitment to
respecthe no smoking policy.



LAWRENCE UNIVERSITY
Mobile Device Policy

HR Policy #52.15

Purpose

This policy was created to establish consistent guidelines for employees throughout the
institution; ensure compliance with IRS regulation and manageding within available
budgets.

This policy includes provisions that apply to all mobile devices used by employees that
connect to the Universitybés data systems regar

Policy

Lawrence University provides several opsdor those employees whose job duties
include the frequent need for a mobile device for the primary benefit of the University.

1. Determination of Eligibility

Many employees on campus may require mobile devices to perform effectively
the duties of theiposition. The following list outlines positions where a
Lawrence provided cellular phone, other mobile device, or a cellular phone
service allowance may be appropriate.

a. Executive positions:Emp|l oyees who are required at
| evel 0 lable 24k7dor gemesal and emergency purposes.
A President
A Provost, Vice Presidents and Deans
b. Travelers and high volume afterhour callers: Employees who are
required to travel as part of their position or who make a high volume of
University calls whié away from campus. The following employee
categories will be eligible for the cell phone or other maobile device
option:
A Admissions directors and counselors
A Athletic coaches involved in student recruitment as determined
by Athletic Director
A Athletic trainer as determined by Athletic Director
A Alumni Development officers as determined by Vice President
of Development
A Department directors as determined by appropriate vice president
c. Critical staff and on-call personnel:Employeeswith low volume calls
but who need to be available 24x7 or are out of the office, on campus, for
much of the work day.
A Technology Services staff as determined by Director of
Technology Services



A Facilities staff as determined by Facilities Services Director
A Campus Events Coadrthtor/Warch Campus Center Director
Others as determined by appropriate dean/vice president

2. Lawrence Cellular Service Options

There are two broad categories of cell phone services supported by Lawrence
University. These categories are Lawrence Owned and Employee Owned.
1. Lawrence Ownd Cellular Devices
a. Business use only:The University will continue to provide cell
phones to certain employee groups where the sole purpose of the cell
phone is for work related ugeND the cell phone remains on campus
at all times. There should be NOrpenal usage of these phones.
Phones in this category will continue to be provided by the
University and no allowances will be provided. The following
employee categories will be eligible for this cell phone option:

A Security officer phone

A Custodial stdf

A RAs and Residence Life staff

b. Lawrence owned phoneA Lawrence owned phone may be
provided for employees who require a cellular device and do not
wish to obtain their own cell phone. The following conditions and
limitations must be followed for Lawnee owned phorse

A Some personal use of the device is acceptable. The
Lawrence owned phone MAY NOT be used as the home
phone for the employee and personal use should not exceed
the business use of phone. Care should be taken to avoid
roaming charges wheraveling with the Lawrence phone.

A Employee does not require additional services not included
in the Lawrence provided cell plan (for example no outbound
text messaging services are provided on Lawrence owned
phones)

A Very limited choice of cell phone agpment

A No choice in cell phone number selection

c. Mobile Device Data plans:Cellular data plans for mobile devices
for individual users may be appropriate in some situations. In most
cases Lawrence University wilbt provideboth a cellular phone
data pan or allowance and a mobile device data plan/allowance.

2. Employee Owned Cellular Devices
Two options are available for employee owned cellular devices.

Option #1: Employees may opt to use their own cellular device and service
instead of using thiémited service provided by Lawrence. An employee

may request a cellular device allowance if their position requires a cellular
device AND their department has appropriate funds available to support the



expense. Division vice president/dean and Finhisaavices approval is
required for each individual seeking a cellular allowance.

Lawrence University will not provide an allowance for more than one type of
service per employee.

Option #2: An employee may choose to seek reimbursement for the actual
use of their own personal cell phone. This option requires the employee to
obtain from their cell phone provider a detailed cell phone statement. Each
month the employee must submit this statement, with each Lawrence call
indicated, to Financial Servicesing the existing business expense
reimbursement process.

Note: Options #1 and #2 above cannot be combined in anyway.

The employee will be responsible for selecting and paying for the cellular
service. The

University will NOT make payments directly the cell phone provider and
Lawrence issued credit cards should not be used for payment of cellular
services. The cellular device and service contract must be in the name of the
employee responsible for all payments to the service provider. Initial
equipment purchase and charges for lost, stolen or broken equipment is the
responsibility of the employee. If an individual chooses to purchase
insurance, it is at their own expense.

3. Determination of Dollar Amount of Allowance
a. Employee Owned Cellular Deices

The amount of the allowance should be determined by the volume of institutional

calls and usage required for each employee. Data service should be limited to
frequent travelers or employees with a critical business requirement for data

service. heiCel | ul ar Devi c &orndhnd heviaclidedtabRe qu e st
must be used to select the appropriate allowance amount. Only one data plan
allowance per employee is permitted.

All cell phone allowances will be paid from the individual department budgets.
Each department must verify their budget has the funds required to cover the
allowance expense.

4. Requesting Allowance

All employees meeting the eligibility requirements faredular telephone
allowance must complete tfieCe | | ul ar Devi ce Al | oTwhainsce Reque
form must be approved by the employeebds depa
appropriate Dean/ViePresident. Once completed, the original, signed form should

be sent to Financial Services with a copy kept by the department. A current copy of

your current cell phone service invoice should be submitted with the completed


http://computing.vassar.edu/telecommunications/employees/MonthlyAllowanceRequestForm.pdf
http://computing.vassar.edu/telecommunications/employees/MonthlyAllowanceRequestForm.pdf
http://computing.vassar.edu/telecommunications/employees/MonthlyAllowanceRequestForm.pdf

form. Once received and approved by Financial Services, a tax exempt allowance
wilbeadked t o the employeebs paycheck each pay

Only one cellular device allowance will be provided per employee. Lawrence will
pay only the cellular allowance even if monthly costs exceed the allowance.
Changes to the allowance may be made by submiétinew approval/change form.
University issued credit cards should NOT be used for payment of any cellular
services, devices or accessories.

Employees will not be required to itemize their professional versus personal calls or
turn in monthly documentain. Employees should retain proof of purchase and
detailed monthly service plan records to document their eligibility for participation

in the program.

Supervisors/managers are responsible for an annual review of employee business
related cellphone usgto determine if existing cellular device allowances should
continue or require modification. Please contact Financial Services if there are any
changes to the allowance. A cell phone allowance may not transfer to a new
position and must be evaluatedthg new supervisor and budget manager.

Financial Services may also initiate a review on a periodic basis to ensure that
allowances are still relevant and at appropriate levels.

5. Technical Support and University Data Security

Empl oyees chd@phiome oa offsma her mobil e device s
Technology Services department for recommended equipment that will be

compatible with our current email and calendar system. Technology Services cannot

support every type of mobile device and cannotautae any particular device will

work with our data systems. Limited support will be available for personal devices.

For the highest level of support, be sure to select a device recommended by

Technology Services.

Employees accessing sensitive univergitiata via email, the Internet and/or

documents MUST consult with Technology Services to implement an

appropriate method of securing university data on the mobile device. The

university email system will REQUIRE, upon activation, that the mobile device

meet certain security requirements including
This system will also allow the employee, or Technology Services, to remotely

delete the contents of the device in the event it is lost or stoleBmployees who

access University da with a mobile device that does not support the required

security settings will need to provide documentation to Technology Services that the

device can be locked or reset remotely in the event of a lost or stolen device.

As mobile device technology elwves additional security requirements may be
required in the future.

In the case of termination of employment the employee is required to have the phone
reset to remove university email account and data that may be stored on the phone.
The removal of th university email account will remove the security requirement for

a pin and the ability of Technology Services to remotely delete phone data.



6. Use of Mobile Device

6.1.While at work employees are expected to exercise the same discretion in using
personal chular phones as is expected for the use of university phones.
Excessive personal calls during the work day, regardless of the phone used, can
interfere with employee productivity and be distracting to others. Employees are
encouraged to make any other qmral calls on nework time where possible
and to ensure that friends and family members are aware of university policy.

6.2.Employees in possession of university owned equipment such as cellular phones
or other mobile devices are expected to protect thgeeent from loss, damage
or theft. Upon resignation or termination of employment, or at any time upon
request, the employee may be asked to produce the device for return or inspection.

6.3.Employees whose job responsibilities include regular or occasionaigdand
who use a cellular phone or other mobile device for business use are expected to
refrain from using the device while drivinig use of a mobile device while
driving is not required by the university. Safety must come before all other
concerns. Reagrdless of the circumstances, including slow or stopped traffic,
employees are required to pull off to the side of the road and safely stop the
vehicle before placing or accepting a call or using any other mobile device.

6.4.Employees who are charged withffi@violations resulting from the use of their
mobile device while driving will be solely responsible for all liabilities that result
from such actions.

6.5.The use of camera features or other audio or video recording capable devices
within the universitymap  consti tute not only an invasion
privacy, but may breach confidentiality of university protected information.
Therefore, the use of camera or other videocapable recording devices within
Lawrence are prohibited without the expresgomprpermission of senior
management and of the person(s) present at the time. This prohibition is
specifically applicable to restrooms and locker rooms. Appropriate use in the
course of performing required job duties, which does not involve images of any
person, is allowed.

Violations of this policy will be subject to disciplinary action up to and including
termination of employment.



LAWRENCE UNIVERSITY

Credit Card Processing & Data Security Procedures
HR Policy #52.16

Policy Statement

Therequirements for PEDSS compliance are quite numerous and at times extremely
complicated due to their interdependent nature and scope. It is necessary for those areas
currently taking credit cards or debit cards to immediately become familiar witloand t
immediately implement acceptable practices that are compliant witbBSIregulations.

The following document was devised to present the simplest and clearest picture of what
is and is not acceptable regarding card handling procedures and data.security

Procedures

Terminology

Cardholder Data: Cardholder data is any personally identifiable data associated with

the cardholder.

This could be an account number, expiration date, name, address, social security

number, etcCredit Card Number: (a.ka. account number, card number or pan) Any

part or all of the unigqgue number identifying t
financial transactionredit Card Processing: The act of storing, processing or

transmitting cardholder datBCI-DSS: Payment Card Industry Data Security

Standard defines fia set of comprehensive requi
data securityé developed by the founding payme
Standards Council é& t o helcgnsisteat datalsecirigt e t he br oa

measures on a global basis. The PCI DSS is a multifaceted security standard that

includes requirements for security management, policies, procedures, network

architectur e, software design and ot her critic
Security Code: (a.k.a. CVV2, CVC2, card verification value or card verification code)

A threedigit or fourdigit number imprinted on the card that is not part of the credit card

number. American Express has a fdigit number printed on the front jusbove the

card number usually on the right side of the card. Visa, MasterCard and Discover have a

threedigit code printed on the back of the card.

1. GENERAL PROCESSING: APPLIES TO ALL CARD SITUATIONS

a. Only Lawrence University employees trained in B@inpliance issues
may process credit cards.

b. Process all credit cards immediately at paifisale.

Swipe the card whenever possible.

d. Process all credit cards only using an approved card swipe terminal,
virtual terminal or PCI compliant software.

e. Provide a receipt for every sale. The customer receipt should do the
following at a minimum:

1. Identify the place of business.

o



2. Identify the sale with a unique number.

3. ldentify the date of the purchase.

4. ldentify the total value of the purchase.

5. ldentify the ype of payment made.
All receipts should only contain truncated credit card data. Whenever
possible. Reports or other documentation should only contain truncated
credit card data.
All terminals or merchant accounts must be settled (i.e. closed out or
bached out) on a daily basis.
Report any suspected theft or security breach immediately to Financial
Services or Technology Services. Report any handling issues, no matter
how small, to your supervisor.
Once per year, all policies and procedures are teebiewed with all
individuals who handle cardholder data in any way. All individuals who
handle cardholder data must sign a document that states they have read
and understand the policies they are to follow.
Once per year, all procedures and proceaseto be reviewed for
vulnerabilities and improvements are to be implemented to cardholder
data handling procedures.
Neveruse a credit card process that has not been approved by Technology
Services.
Neverwrite down or store the security code.
Neverleave cardholder data in an unsecured location (on a desk, campus
mail, desk drawer)
The customer receipt shoulever contain:

1. The full credit card number.

2. The expiration date of the card
Neveraccept credit cards via email, instant message or clnegseT
methods are not secure forms of communication.
Cardholder data mayOT be moved from the department area or moved
off campus without prior authorization from Financial Services. Credit
cards must be physically processed in the area they are received

2. IN PERSON: APPLIES TO ALL CREDIT CARDS ACCEPTED IN
PERSON

a. Process all credit cards immediately at the pofrgale while the

b.

customer is physically present.
Swipe the card. If the magnetic strip is unreadable, you must manually
enter credit cat data into an approved terminal, virtual terminal or PCI
compliant software.
Merchant Receipt: A signed copy must be maintained for accurate
accounting records.

1. Check the back of the card for the signature.

i. After the customer signs the merchantipt; compare
the signatures. If they do not match, call your
supervisor.

ii. Verify the last four digits on the receipt match the last
four digits of the credit card. If they do not match, call
your supervisor.



d.
e.

21 f signature sayslftiie@montiegéard check f or
does not match the ID or the photo on the ID does not match the person,
call your supervisor.
Provide the customer with a copy of the receipt.
Never process a credit card where the name on the card does not match
the individualpresenting it.

3. OVER THE PHONE: APPLIES TO ALL CREDIT CARD

TRANSACTIONS
PERFORMED OVER THE PHONE

a.

b.

d.

Process all credit cards immediately at the pofrgale while the
customer is on the phone.
You must manually enter the credit card data into gmeyed terminal,
virtual terminal or PCI compliant software.
To ensure the highest level of security, the following additional items
must be manually entered and submitted for approval:

1. The billing address.

2. The zip code.

3. The security codé see desription above under

ATerminol ogyo for assistance in | oc

Mer chant Receipt: Write APhone Order o ¢

the customer on the signature line.

e.

Customer Receipt: Email or mail the receipt, or place the receipt in with

the items purchased by the customer.

f.

Never process a credit card where the name on the card does not match

the individual presenting it.

4. BY MAIL : APPLIES TO CREDIT CARD TRANSACTIONS INITIATED
THROUGH
THE MAIL

a.

b.

Identify who opens the mail reguly and have them trained in PCI
compliance issues.
Keep all forms received in the mail together and process within 3
business days. On the form indicate when and who processed the credit
card. Keep any unopened mail that may contain credit candriafmn
and any correspondence containing credit card information in a locked
safe until processed and destroyed.
You must manually enter credit card data into an approved terminal,
virtual terminal or PCI compliant software.
To ensure the highest levafl security, the following additional items
must be manually entered and submitted for approval

1. The billing address.

2. The zip code.
Mer chant Receipt: Write AMail Order o ar
the customer on the signature line.
Customer ReceiptEmail or mail the receipt, or place the receipt in with
the items purchased by the customer.



g. Destroy all maiin forms that contain complete credit card data
immediately after the transaction is approved. If a copy must be
maintained, truncate or elimate completely the card data by cutting it
off of the document Do not attempt to black out or cross out the credit
card data.. All destruction of documents must be done via acnbss
micro shredder.

h. Mail-in forms created for the purpose of coliegtcredit card
information shouldlNEVER ask for the security code. The form should
only require a signature.

5. BY WEB:

a. If you desire to collect and process credit cards via a website, you must be
approved by Technology Services to do so. Yowstmork with
Technology Services to build a PCI compliant web process. Any online,
third party services, that accept, process or collect credit card data must
be approved by Technology Services before use.

6. UNAPPROVED METHODS OF CARD PROCESSING

A FAX1f you receive a fax unexpectedly,
for PCI compliance. Also, please inform the customer that you will accept the
payment this one time and
that all future payments will not be accepted by fax. Advise the custontlee on
preferred method your area uses to receive credit card payments.

A Email, Instant Message or Chatf you receive an email unexpectedly, use the
iBy Mail 6 handling procedures for PCI
Services so the email is irrevdita deleted from the email server. Please inform
the customer that you will accept the payment this one time and that all future
payments will not be accepted by email. Advise the customer on the preferred
method your area uses to receive credit cardneays. Lastly, advise the
customer for their own benefit to never share sensitive information via email. If
you receive an instant message or, while online chatting a customer gives you a
credit card number refuse the number. Advise on the approprdted) and
advise the customer for their own benefit to never share sensitive information via
IM or chat.

Employees are required to report any violations of the policy or any unusual activity or
suspected fraud to their supervisor immediately.

Violations of the policy may result in termination and/or prosecution under Federal and
State Laws.

use t

compl



LAWRENCE UNIVERSITY

Vehicle Use Policy
HR Policy 52.17

Scope
This policy applies to all persons (faculty, staff, students, and volunteers) whd_dvivence
owned, leased, or rented vehicles, or their personal vehicles for the benefit of Lawrence
University (whether or not reimbursement for mileage is sought). Therefore, any person driving
on university related travel must be an authorized driver.

Becoming an Authorized Driver
The application form to become an authorized driver can be obtained from the Vehicles section
of the Facility Services webpage. Authorized driver applicants may not drive a university
vehicle or personal vehicle for uniggy related travel until approved as an authorized driver.
Once approved, the individual will remain an authorized driver unless otherwise prohibited.
Driver qualifications include the following:

A Must be at least 21 years old; persons ag@ll8nay becom #l oc al Driver
ADriveadlese &§8ction)
A Possess a valid United States Driverods Lic
A Minimum of 2 years driving experience
A Must successfully complete the Authorized Driver Application proegdsast 1 week
prior to scheduled departure wherst applying to become an authorized driver
A Meet Clear, Acceptable or Borderline driving status in accordance with the Driver

Acceptability Matrix

Drivers Ages 1821
Lawrence University allows persons ages 18 to 21 with at least 2 years of dKperieace to
drive passenger vehicles on roads with posted speed limits of 45 mph or less. Drivers under age
21 are ONLY allowed to drive
Lawrence owned vehicles. To drive a rental vehicle the driver must be at least 21 years old. No
one under age 2Mhall drive the Campus Center Shuttle.

Motor Vehicle Records
Lawrence University checks motor vehicle reco

MVR6s for active faculty, staff, students and
for Borderline acceptable driving records. Driving privileges may be suspended or terminated if
t he applicantds record indicates an unaccept a

situations where driving is considered an essential function of the johra@employee meets
prohibited driving status, the individual may be subject to administrative leave, application for a
transfer to an open, naidriving position, reassignment of job responsibilities or termination of
employment. Applicants for employmenust meet Clear, Acceptable or Borderline driving
status in order to be considered for employment in which driving is an essential function of the
job. Driving records are evaluated using the following Drive Acceptability Matrix:



Number of Moving Number of 6 point
Violations Within Past 3 tickets within past
Years Number of Accidents Within Past 3 Years 3 Years*
0 1 2 3 1 or more
0 Clear Acceptable| Borderline | Prohibited Prohibited
1 Acceptable| Acceptable| Borderline | Prohibited Prohibited
2 Acceptable| Borderline | Prohibited | Prohibited Prohibited
3 Borderline | Prohibited | Prohibited | Prohibited Prohibited
4 or more Prohibited | Prohibited | Prohibited | Prohibited Prohibited
Borderline Driver's MVR will be checked every 3 months.
Prohibited Driver is prohibi'ted from o_Iriving university owned, rented or leased veh
or personal vehicle on university sponsored travel.

* Using the Wisconsin Division of Motor Vehicles point system

Employees andtudents with borderline acceptable driving records may take a defensive driving
class in accordance with the State of Wisconsin on their own time and at their own expense to
void a 3 point MVR violation or nemjury accident. Contact the Safety Director details.

Operating a Personal Vehicle for University Business
Lawrence University owned, leased or rented vehicles should be used for any university related
travel. In the event this is not feasible, authorized drivers may operate their peesucia for
university business. When using your personal vehicle for university travel the primary liability
coverage shifts from Lawrence University to your personal auto insurance. Your personal auto
insurance is the primary payer in the eventbfas s . Lawrence University
l nsurance is in excess of the employeebs pers

All drivers are required to carry auto insurance on any vehicle that is used for university business
and sponsored travel. The Waisity recommends all drivers using their personal vehicles for
university business carry personal auto liability insurance with limits of at least $300,000 per
occurrence and requires at least $100,000 per occurrence.

Lawrence University is not resgnsi bl e f or the physical damag ¢
Therefore, employees should also have their own collision and comprehensive insurance
coverage.

Mileage reimbursement may be sought by faculty and staff when using a personal vehicle used
for university business and sponsored travel. Visit the Lawrence University Financial Services
website for mileage reimbursement procedures.

Reserving a Lawrence Owned, Leased or Rented Vehicle
Vehicle rental requests that originate in Appleton shbeldrranged through Facility Services.
A vehicle reservation form, available on the Facility Services website, needs to be completed and
submitted to the office of Facility Services during normal business hours 7:00 a.m. to 5:00 p.m.



Monday- Friday. Vehide use is subject to availability. All vehicle reservation forms must be
submitted by a faculty or staff sponsor. The sponsor must support the programmatic goals of the
trip.

No more than 3 vehicles may be used for a single destination trip. Groufes ¢naea 21 are
required to use buses with paid CDL drivers.

Only authorized drivers are allowed to operate a university owned, leased, or rented vehicle. All
authorized drivers must be identified no later than when the vehicle is picked up. Allzedhori
drivers must sign the reservation form at the time the vehicle is picked up.

Rental Vehicle Insurance
If there is a breaklown or accident and a vehicle needs to be rented, or if renting a vehicle for
university business, the auto insurance cowefagthe rental should be declined when renting in
the United States or Canada. Lawrence Univers
and Canada. Auto insurance coverage is required in all other countries. The departmental or
organizationahccount may be liable for the amount of the insurance deductible in the event of
physical damage to a vehicle.

For the universityds insurance to cover renta
of Lawrence Uni ver snamg. @niyduthonzedtdrivers accrallowed p e e 0
drive rental vehicles covered by the universi

Campus Center Shuttle
Warch Campus Center Shuttle drivers must meet the following qualifications:
Must be at least 21 years old
Possessmal id U.S. drivero6s | icense
Minimum of 5 years of driving experience
No speeding violations over 11mph

To o I I>

This vehicle is not allowed on the highway and is intended for local trips only with a maximum
speed of 45mph. This authorization is for the Waram@us Center Shuttle for local trips only
and cannot be used to operate other 12 to 15 passenger vehicles.

Trailers/Box Trucks
Additional requirements exist when using trailers and box trucks. Contact Facility Services for
more details.

Driver Responsibilities
A The driver must operate the vehicle in a safe manner, observing all ordinances and laws
pertaining to the operation of motor vehicles. The driver must also follevwehicle
Use Policy and assure adherence to its expectations.
A The driver vill announce at the beginning of each ride that passengers must use their seat
belts. Seat belts must be worn by all occupants at all times.



The driver must not use a phone, ¥Pplayers, computers, tablets, or other mobile
devices while the vehicle isowing. If there is a passenger/navigator, that person should
make the adjustments to vehicle controls such as the radio, climate control, and GPS.
Fines resulting from traffic or parking violations will be the obligation of the driver.
Traffic violationsmust be reported to Facility Services after returning from trip.

The driver and passengers are prohibited from using any tobacco products, alcohol, or
illegal drugs. Also, the driver and navigator are prohibited from using any substance that
may reduceattentiveness or cause drowsiness. The driver must not operate the vehicle
for a minimum of 12 hours after his or her last ingestion of any Rprescription
controlled substance.

Vehicle load capacities must not be exceeded, including number of passeraygo
weight, or any combination thereof. Capacity information is located on the inside jamb
of the drivero6s door.

No roof storage is allowed on any Lawrence vehicle.

On long trips, the driver must check and maintain fluid levels, tire pressureparation

of lights. This should be done every 250 miles or before a new driver begins to operate
the vehicle.

The driver must ensure that all interior and exterior lights are turned off and all doors and
windows are locked when the vehicle is parked.

The driver must record the beginning and ending odometer readings on the vehicle
reservation form, as well as complete th
The driver is responsible for depositing a complete and accurate passenger list of all
occupants in the drop box immediately before departure when traveling with students
more than 30 miles one way. The drop box is located by the Art Center/Library turn
around off of Lawe Street.

Trips Over 200 Miles One Way Involving Studers

When traveling more than 200 miles one way or 4+ hours in one day, either multiple authorized
drivers are required or the driver must take at least a 2 hour break after the first 4 hours of
driving before proceeding.No single driver can drive morethan 4 consecutive hours or 8

hours in a 24hour period.

e

A navigator must be assigned to assist each driver. The navigator must stay awake while on duty.
The entire driver/navigator team should be replaced every few hours, or at least every 4 hours.

A driverds | og must be maintained for any t
keep track of the number of hours he or she is operating the vehicle. Each driver is required to

fi

I out the driver 6s hathgordheisdrieng.c h day (24

A travel packet will be provided at the office of Facility Services. This packet will include gas
card, driverodés | og, i nsurance i nformati on,

ri

h o
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A faculty or staff sporm must be identified on the vehicle reservation form. The sponsor either
goes along on the trip, or provides written acknowledgement of responsibility to serve as
emergency contact on campus. The sponsor must support the programmatic goals of the trip.

The Vehicle Use Travel Sheet must be submitted to the sponsor for review. The sponsor and the
contact person for the organization should have a discussion about the trip. This discussion
should include the route, distance, time frame, progranc goals, and safety/security issues.

The sponsor or the Facility Services office may deny use of a vehicle if the trip does not meet the
insurance policy requirements of the university.

Liability Waivers
Liability Waivers must be completed, signeshd returned to Facility Services when a trip
exceeds 200 miles one way, a trip involves any overnight travel and/or the nature of the activity
or setting requires activity or presents inherent risks beyond normal daily routines. Waivers
must be compled when required by both student and-sturdent participants in the trip or
activity.

Accidents and Incident Reporting
Accidents must be promptly reported to law enforcement authorities (911) and Lawrence
Security (920) 8326999. An accident reporthet can be found in the glove box of all Lawrence
owned vehicles and Facility Services Travel packet or can be obtained from the Vehicles section
of the Facility Services webpage.

Incidents such as flat tires and mechanical issues shall also be dtedimanthe Accident
Report Form with as much detail as possible.

Inclement Weather

When Storm Advisories, Storm Warnings, and/or reports of adverse driving conditions include
the planned driving route for a Lawrerggonsored trip (including businesawel), the trip
sponsor overseeing that trip and Facility Services office will consult to determine whether to
continue the trip as planned, delay the trip, or cancel the trip. In order to have an informed
conversation, the trip sponsor should conswbuveces such as the following in order to ascertain
the current and future weather and road conditions:

A www.weather.com

A http://www.511wi.gov/Web/ or call 1.866.511.9472
A county sheriff and municipal police departments

Based on the available information on weather and road conditions, the trip sponsor and the
Facility Serviceffice will weigh the risks associated with running the trip, as well as any
options for altering the trip route or itinerary. The Facility Services office will then make the
final decision on the disposition of the trip.


http://www.weather.com/
http://www.weather.com/
http://www.511wi.gov/Web/
http://www.511wi.gov/Web/

Vehicle Maintenance

All v ehicle maintenance is the responsibility of Facility Services office. Exceptions include long

trips when it is the responsibility of the driver to check and maintain fluids and tire pressure as
recommended by the manufacturer.

If the vehicle is damagedr needs repairs, the driver should follow the information sheet
provided with each clipboard/travel packet.

Users of university and rental vehicles are asked to return them with a minimum of % tank of
gasoline.

University and rental vehicles are egfed to be returned clean and free of trash.



LAWRENCE UNIVERSITY
Weapons Policy

HR Policy #52.18

Subject to state and federal law, Lawrence University prohibits all employees,
guests, and visitors from possessing weapons, concealed or othemarse,

campus building. No employee, guest or visitor may enter or remain in any
campus building while carrying or possessing a weapon. This includes all campus
buildings on both the Appleton Campus and the Northern Campus at Bjorklunden.

The Universityprohibits all students from possessing concealed weapons in any
campus building. The University also prohibits students from possessing or
carrying norconcealed weapons in any campus building; provided, however, that
a student residing in a campus builgliand wishing to use a firearm for -off

campus recreational activities (such as hunting) is permitted to immediately
submit the firearm to University security where it will be properly and safely

stored. Under certain circumstances and with the advansermoof the dean of
students, students residing in campus buildings may be permitted to possess non
concealed weapons other than firearms. See the Student Handbook Firearms and
Weapons Policy for further details.

The University also prohibits the pession of weapons, concealed or otherwise,

at all University sponsored or affiliated special events, whether or not on campus

property, subject to state and federal law. No person (including, without

limitation, employees, students, guests and visitoes) emter or remain at any

University sponsored or affiliated special event while carrying or possessing a

weapon. The term Aspeci al event sd0 means an
a duration of not more than 3 weeks, and either has designatedoestto and

from the event that are locked when the event is closed, or requires admission.

The term Aweapono includes without | imitat
club, Taser or stun gun, explosive, or any other device or instrument whibh, in t
manner it is used or intended to be used, could cause death or great bodily harm.

A license to carry a concealed weapon under state or federdbksvnosupersede this
policy.

Signs have been posted at all entrances to University buildings intorpeavide notice
of the Universityés prohibition of weapons

The University expects all members, users, and visitors of the University campus
to help maintain safety and security at the University and at University sponsored
or affiliated special even{including off campus). Any student or employee who
has knowledge of weapons in University buildings in violation of this policy or at
University sponsored or affiliated special events has an obligation to report that



knowledge promptly to the Securitffice. There will be no retaliation against
any employee or student who in good faith makes a report of a violation of this
policy or who assists in an investigation of such report.

Violation of this policy by employees constitutes misconduct and magcuhe
individual to discipline up to and including discharge from employment. Violation
of this policy by students may result in disciplinary action.

Violation of this policy by individuals visiting or conducting business on

university property wilkesult in the individual being required to leave the
university property or event as the case may be and may also result in the
individual receiving a written directive to remain off university property.



LAWRENCE UNIVERSTIY

Conflict of Interest
HR Policy #5-2.19

Policy
A conflict of interest exists when an empl oye
indirect interest in a transaction or situation involving the University. Although it is impractical
to list all potential conflicts, fotlwing are situations that may present a conflict between the
interest of the employee and the University:

1. Decisions to purchase goods or hire a vendor;

2. Unauthorized use of ngoublici nf or mati on acquired through
Lawrence;

3. Unauthorizedise of University facilities, supplies or equipment for outside business,
philanthropic, community, political or other interests or activities;

4. Acceptance of loans or gifts (excluding honoraria) from a person or organization seeking
to do business with thgniversity;

5. Competition with the University;

6. Unauthorized outside employment ($¢f8 Policy #52.10).

In the event an employee may have a financial, person or professional interest that could create a
conflict of interest (or the perception of one), theplyee must a) refrain from participation in

the activity or the Universityods consideratio
situation clearly in writing to the Director of Human Resources or the VPFA, who will provide

further guidance.

Questions concerning thoolicy should be addressed to the Human Resources Department.



LAWRENCE UNIVERSITY

Dress and Appearance
HR Policy #61

Policy Statement

When you are at work, you are a representative of the university andpaictezk

to present a positive and professional image. Your dress and appearance should
not be a distraction to those with whom you work. Your dress and appearance

should be within acceptable standards of health, safety and public contact set by
your SUpevisor.

Some departments or areas have dress and appearance standards consistent with
their function. Your supervisor will inform you about the specific requirement, if
any, for your department standard of dress.



LAWRENCE UNIVERSITY

Employee Standrd of Conduct and Disciplinary Policy
HR Policy #62

Policy Statement

The university has a right to expect a certain standard of behavior from its employees. Safety,
productivity, and human relations are at stake. The university work forcevelesan
impartial, fair, and firm method of handling disciplinary action for the protection of each
person's own rights and safety, as well as that of fellow employees.

This policy lists the university guidelines for handling disciplinary problems atsdfeh

rules of conduct and action to be taken when violation of these rules occurs. Since all
employees are employeaswill, and therefore can be terminated at any time, with or
without cause, and for any reason, the following policies representligess only. The
university may, in any given case, choose not to apply these guidelines at its sole discretion.
None of these guidelines change the status of employees as emyaleydes

Standard of Conduct and Discipline

Lawrence Universityx@ects each employee to act in a mature and responsible manner at all
times. A norexhaustive list of examples of inappropriate conduct, which may lead to discipline,
up to and including termination of employment, is set forth below. The fact thaiculaart

behavior is not included on the following list does not mean that it is acceptable or appropriate in
the workplace, or that it will not result in disciplinary action,