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Welcome to Adelphi University!

We are pleased to provide you with this Employee Handbook as a guide to the
human resources policies and practices for employees of Adelphi University.
Please feel free to contact the Office of Human Resources with any questions
or comments you have regarding the Handbook.

Whether you have just joined Adelphi, or have been here for many years, I
hope you find your employment rewarding and that you feel a vital part of the
Adelphi Community.  You are!

Thank you.

Sincerely,

Robert A. Scott
President
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NOTICE: PLEASE READ CAREFULLY

IMPORTANT INFORMATION ABOUT THIS HANDBOOK

This Handbook is intended to serve as a practical guide to the personnel policies and
practices for employees of Adelphi University.

However, since it is only a summary compiled for the convenience of our employees
and supervisors, it is not intended to cover all topics or circumstances which will
guide employees in the performance of their duties.  We reserve the right (on an
individual basis or generally) to make any revisions, modifications, interpretations, or
deletions to the policies stated herein or to any other Adelphi policies, procedures,
benefits, or other programs, at any time with or without notice at Adelphi’s sole
discretion.   From time to time, employees may receive updated information and it
will be your responsibility to update your individual copy of this Handbook.

Where there are differences between the provisions of this Handbook and more
specific statements contained in benefit plan documents, the benefit plan documents
shall control.

Nothing in this Handbook is intended to create an express or implied contract of
employment.  While it is our hope at Adelphi that you will have a long, fulfilling and
successful career with us, all employment is at-will, which means that either the
employee or Adelphi has the right to terminate the employment relationship at any
time, for any reason, with or without cause or notice.

No oral or written representation made by any employee, supervisor or manager of
Adelphi can modify the employment at-will relationship unless it is reduced to
written agreement and signed by the employee and Senior Management or the Office
of Human Resources of Adelphi University.

This Handbook replaces and supersedes any and all previous Human Resources
manuals, guidelines, handbooks or memos and all oral and written descriptions and
explanations of Adelphi’s policies.

This Handbook applies to all employees regardless of date of hire.

For union employees: If the applicable Collective Bargaining Agreement for your
union covers specific topics also included in this Handbook, your CBA
supersedes this Handbook on those topics only.  Otherwise this Handbook is the
primary policy source.
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ADELPHI OVERVIEW
Founded on June 24, 1896, Adelphi University was the first institution of
higher education on Long Island, and its charter was one of the earliest
granted by the New York State Board of Regents to a coeducational
college. The University is in its second century of practical preparation for
undergraduates, graduate students, and returning adult students in the arts,
sciences, humanities, business, education, nursing and health maintenance,
social welfare, and clinical psychology. Adelphi has a mission of service
to Long Island, the New York metropolitan region, and the nation.

Adelphi University grew out of Adelphi Academy in Brooklyn and, for a
time, Charles Levermore served as both head of the Academy and
president of Adelphi College. The University’s original enrollment was 57
students, taught by 16 faculty members. In 1929, Adelphi moved to its
present location, on 75 beautifully landscaped acres in Garden City, N.Y.
Today, a full and part-time faculty of over 575 serves a student body of
more than 7,700 undergraduate and graduate degree candidates on the
main Garden City campus and at centers and sites in New York City,
Hudson Valley, and Hauppauge, Long Island. The Garden City campus
has the best of both worlds. It is only 45 minutes from New York City,
one of the great centers of international culture and commerce.  It is also
in a secluded and quiet area: the perfect setting for a university and
intellectual center.

For more information about Adelphi University visit www.adelphi.edu .

ACCESS TO PERSONNEL FILES
Employees who wish access to their own personnel files must contact the
Office of Human Resources at least 24 hours in advance requesting to
review their files.

Employees are not permitted to remove the files from the office in which
they are stored or to make photocopies of the contents. Exempt from
employee access are reference letters and reports, and records relating to
investigation of a possible criminal offense.

AFFIRMATIVE ACTION/EQUAL EMPLOYMENT OPPORTUNITY STATEMENT
Adelphi University is committed to a policy of equal opportunity and non-
discrimination regarding all educational, student programs and
employment actions and further commits not to discriminate against any
individual on the basis of an individual’s race, creed, color, national
origin, ethnicity, sex, sexual orientation, disability, genetic predisposition
or carrier status1, age, religion, marital status, veteran status, or any other
basis protected by applicable local, state or federal laws.

                                                       
1 genetic predisposition or carrier status – Genetic predisposition means a genotype that increases the risk of
disease but does not make it certain. Carrier status means individuals who have inherited a disease-causing
allele (gene).
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Adelphi University shall take affirmative steps and apply every good faith
effort toward achieving non-discrimination and equality of opportunity in
educational, student programs, and employment actions.

This policy has been designed to insure that employment practices
(including compensation, benefits, terminations, recruitment, promotions,
and all other terms and conditions of employment) as well as programs
involving students both in academic and non-academic programs are
administered without regard to individual’s race, creed, color, national
origin, ethnicity, sex, sexual orientation, disability, genetic predisposition
or carrier status1, age, religion, marital status, veteran status, or any other
basis protected by applicable local, state, or federal laws.

The University undertakes to comply fully with all applicable federal,
state and local laws relating to equal employment opportunity, affirmative
action, and non-discrimination in public services.

It is Adelphi University’s policy to maintain a program of Affirmative
Action to which efforts will be directed to review and update existing
practices both for conformity with government regulations and for
consistency with the standards of conduct that are endemic to a
University.

The adoption and implementation of this Affirmative Action/Equal
Opportunity Policy (AA/EEO) acknowledges Adelphi University's
responsibility to provide an equal opportunity workplace.

Reports of concerns about this policy should be made to the Office of
Human Resources.

AMERICANS WITH DISABILITIES ACT (ADA) ADMINISTRATION
The ADA and applicable state and local law prohibit employment
discrimination against “qualified individuals with disabilities.” Under the
ADA, a qualified individual with a disability is an individual with a
disability who is qualified for (meets the skill, experience, education, and
other job-related requirements) a position held or desired, and who, with
or without reasonable accommodation, can perform the essential functions
of a job.

Adelphi University supports the advancement of qualified employees with
disabilities at all levels within the University. The University recognizes
that traditional methods, programs, and services may not accommodate
the needs of some persons with disabilities.  Upon request, each qualified
person with a disability shall receive reasonable accommodations
necessary to ensure equal access to employment, educational
opportunities, programs, services, and activities, when such
accommodation is not an undue hardship on the University .

                                                       
1 genetic predisposition or carrier status – Genetic predisposition means a genotype that increases the risk of
disease but does not make it certain. Carrier status means individuals who have inherited a disease-causing
allele (gene).
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Employees who require a reasonable accommodation to apply for
transfers or promotions or to perform the essential functions of their jobs
should notify their supervisors and provide written certification from a
physician or individual certified to make such determination, stating the
reason for the accommodations and the specifics (including equipment, if
any) required to meet the accommodation.

ANTI-HARASSMENT POLICY AND PROCEDURE
STATEMENT FROM THE PRESIDENT
Harassment of any type will not be tolerated at Adelphi University. If you
have any questions or concerns about harassment, or if you need help in
resolving a problem, I urge you to contact a member of the Anti-
Harassment Panel. Anti-Harassment Panel members have been trained in
applicable law, university policy and procedures, and crisis intervention.
The Dean of Student Affairs (for students) or the Assistant Vice President
for Human Resources and Labor Relations (for employees) are the links in
the event that more formal actions are necessary to resolve a complaint.

Thank you.

Robert A. Scott
President
Adelphi University

ANTI-HARASSMENT POLICY
Adelphi University is proud of its work and academic environment, and
will take all necessary steps to ensure that it remains pleasant and collegial
for employees, faculty members, and students, all of whom are required to
treat each other with courtesy, consideration, and professionalism. The
University will not tolerate harassment of any employee, faculty member,
or student by any other member of the University community based on an
individual’s race, creed, color, national origin, ethnicity, sex, sexual
orientation, disability, genetic predisposition or carrier status1, age,
religion, marital status, veteran status, or any other basis protected by
applicable local, state, or federal laws. With this policy, the University
prohibits not only unlawful harassment, but also other unprofessional and
discourteous actions. Accordingly, derogatory or inappropriate remarks,
slurs, or jokes related to any unlawful factor will not be tolerated. The
University shall make this anti-harassment policy available in various and
appropriate places on campus.

Harassment in any context, in addition to being unlawful, is reprehensible
and is a matter of particular concern to an academic community in which
students, faculty, and staff are related by strong bonds of intellectual
dependence, collegiality, and trust.

                                                       

1 genetic predisposition or carrier status – Genetic predisposition means a genotype that increases the risk of
disease but does not make it certain. Carrier status means individuals who have inherited a disease-causing
allele (gene).
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To demonstrate its commitment to maintaining an environment free of
harassment, Adelphi University created an Anti-Harassment Committee to
draft this policy and address issues of harassment.

SCOPE
This policy applies to: students involved in academic, educational,
recreational, and living programs; applicants in the admissions process;
and recipients of Adelphi’s programs or services, including participants in
Adelphi-based research projects and activities, student teaching,
internships, and field placement regardless of locations; and all employees
and applicants for employment in all positions. The policy also
encompasses University-sponsored events which occur off-campus and all
campuses and/or satellite sites are covered by this policy.

HARASSMENT
Conduct prohibited by this policy includes but is not limited to:
unwelcome sexual advances, requests for sexual favors, or any other
visual, verbal, or physical conduct of a sexual nature; or any derogatory
visual, verbal, or physical conduct that reflects bias based on race, creed,
color, national origin, ethnicity, sex, sexual orientation, disability, genetic
predisposition or carrier status, age, religion, marital status, veteran status,
or any other basis protected by applicable local, state or federal laws,
when:

1. submission to the conduct is made either explicitly or implicitly a
condition of the individual’s academic or employment
advancement;

2. submission to or rejection of the conduct is used as the basis for
academic or employment decisions affecting the individual;

3. the harassment has the purpose or effect of unreasonably
interfering with the individual’s academic or work performance;
or creating an environment which is intimidating, hostile, or
offensive to the individual.

4. The harassment is not directed at a specific individual but
nevertheless has the effect of unreasonably interfering with work
or academic performance or creating an environment which is
intimidating, hostile, or offensive to others.

The University regards such behavior as a violation of the appropriate
standard of conduct required of all employees and faculty, students, and
others associated with the University.

Harassment, including sexual harassment, can occur between individuals
of the same or different status, and both men and women can be the
subject of harassment by members of either gender. Harassment, including
sexual harassment, can involve individuals or groups; can occur during
one incident; or over a series of incidents including single incidents,
which, in isolation, would not necessarily constitute discrimination or
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harassment; can be direct or systemic; and can occur between members of
the University community, on campus or off.

Each member of the University community must exercise his or her own
good judgement to avoid engaging in conduct that may be perceived by
others as harassment. Forms of harassment include, but are not limited to:

• Verbal – repeated sexual innuendoes, racial or sexual epithets,
derogatory slurs, off-color jokes, propositions, threats, or suggestive
or insulting sounds;

• Physical – unwanted physical contact including touching, interference
with an individual’s normal movement, or assault;

• Visual/Non-verbal – derogatory posters, cartoons or drawings;
suggestive objects or pictures; graphic commentaries; leering; or
obscene gestures;

• Other – making or threatening reprisals as a result of a negative
response to harassment.

The University regards such behavior as a violation of University policy
and of the appropriate standard of conduct required of all persons
associated with the University. The University is committed to preventing
such conduct, investigating complaints of inappropriate conduct, and
remedying violations of this policy. Any employee, faculty member, or
student who believes that he/she is or may be subjected to objectionable
conduct are strongly encouraged to report it immediately to an Anti-
Harassment Panel member.

ANTI-HARASSMENT PANEL MEMBERS
The following are the names of the individuals to whom complaints may
be directed:  Lisa Araujo, Ellen Bogolub, Jane Fisher, Jeffrey Kessler,
James McGowan,  Ruth McShane, Virginia Moylan, Angela Price, Sally
Ridgeway, Kelley Watts, Hugh Wilson.

No member of the University community should allow an inappropriate
situation to continue by not reporting it, regardless of who is creating that
situation.  Furthermore, no supervisor or manager is exempt from
reporting misconduct in violation of this policy. Those inflicting such
behavior on others are subject to the full range of institutional disciplinary
action, up to and including separation from the University, and/or referral
to authorities for criminal prosecution, as appropriate.

Because the relationship between teacher and student is central to the
academic mission of the University, it is essential to establish that the
standard of expected conduct in that relationship goes beyond the
proscription against sexual harassment as defined in the University's
policy.  No nonacademic or personal ties should be allowed to interfere
with the academic integrity of the teacher-student relationship.  With
respect to sexual relations in particular, what might appear to be
consensual, even to the parties involved, may in fact not be so.
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On this basis, any sexual relations between any teacher and any student or
other person in a supervisory role and any student are inappropriate.  This
category includes relations between a graduate student and an
undergraduate when the graduate student has some supervisory and/or
academic responsibility for the undergraduate.  In addition, it includes
relations between an administrator, coach, advisor, program director,
counselor, or residential staff member who has supervisory responsibility
for a student.  The University deems such relations to be unethical. The
Anti-Harassment Panel Members will respond to reports brought to them
of inappropriate and unethical sexual behavior and will act to help ensure
the protection of its students and that the integrity of the University is
maintained.

In order to discourage such sexual relations, in acting on complaints that
come to the University’s attention, any complaint of sexual harassment by
a student against an individual will be presumed to be a violation of this
policy if sexual relations have occurred between them while the individual
was teaching or otherwise had, or is likely to have, supervisory
responsibility or academic or professional influence over the student.

OTHER ELEMENTS
Failure to recognize that one’s behavior is sexually harassing to an
individual or group of individuals is not a suitable response to an
allegation of harassment.  Differences in perception on the part of
individuals who have complained of harassment have led to court rulings
based on the “reasonable person” standard in evaluating offensive
behavior.  Accordingly, all members of the University community should
consider how others may view their behavior, and not just how they view
it themselves.

Gender-based harassment or behavior that ridicules, denigrates, and/or
harasses a person because of his/her gender may not be sexual in nature,
but may constitute a hostile work or learning environment resulting in
harassment and will not be tolerated.

Harassment that is not directed toward a specific individual may still
create a hostile or offensive work or learning environment for individuals,
and is also prohibited by this policy. (e.g., pornographic materials on an
office desk).  In addition, conduct that is directed to another individual
may create a hostile or offensive work or learning environment to a third
party who observes or overhears the offensive physical or verbal conduct
(e.g., two individuals engaged in a consensual relationship openly discuss
their sex lives and this offends another individual).

Persons involved in consensual relationships outside of the
teacher/student, supervisor/subordinate, or professional/student roles, must
exercise caution to prevent the development of harassing behavior or use
of authority inappropriately. If consensual relationships change and are no
longer mutual, conduct, once welcome by both individuals, may become
unwelcome to one.  The fact that there is initial consent forming a
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romantic relationship does not preclude a charge of harassment in the
future.

CONFIDENTIALITY
The University will investigate every complaint promptly and thoroughly.
The existence and nature of a complaint will be disclosed to the extent
necessary to make a prompt and thorough investigation and/or as may be
necessary to take appropriate corrective measures.  Those individuals
responding to requests for information regarding any complaint are
required to maintain confidentiality. The University will comply with all
federal, state, and local mandates regarding the reporting of crimes to
appropriate authorities.

RETALIATION
Under no circumstances will Adelphi University tolerate any retaliation
against an individual for making a complaint of harassment or
discrimination in good faith under this policy or for participating in an
investigation. The University considers such retaliation or the threat of
retaliation at any stage to be a serious offense because it is unlawful and
may prevent potential complainants, witnesses, or others from reporting
harassment. Any individual who is retaliated against or threatened in any
way should report any such retaliatory act to any of those to whom a
report of harassment might be made under this policy. Any complaint of
retaliation will be investigated and appropriate action will be taken
consistent with this policy.

COOPERATION / OBSTRUCTING THE PROCESS
All members of the University community, including employees, students,
faculty, and administrators are asked to assist and cooperate in the
application of this policy, in particular by cooperating in any investigation
under this policy. Any person whose willful action or inaction obstructs
the application of these procedures or who breaks an agreement shall be
subject to disciplinary action.

Additionally, those with supervisory responsibility, such as senior
administrators, deans, managers, or supervisors should be aware that they
might be held responsible/liable for actions or inaction, which obstructs
the application of this policy and, in addition, are required to report any
incidences of harassment to the proper contact person.

SUPPORT AND ASSISTANCE
Members of unions and employee associations have all rights to
representation that their Collective Bargaining Agreements confer.

Students may avail themselves of the support and assistance as outlined in
the Student Judicial Act,  which is available in the Guide to Student Life
at the Office of the Dean of Student Affairs.

IMPLEMENTATION
The Office of the Assistant Vice President for Human Resources and
Labor Relations, in conjunction with the Chairperson of the Anti-
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Harassment Panel, will be responsible for the implementation and
dissemination of this policy.

WHAT TO DO IF YOU ARE BEING HARASSED
If you think you are being harassed, DO NOT:
• Ignore the incident – it probably will not go away on its own;
• Resign a position, transfer departments, drop a class, or change a

class to avoid the problem;
• Automatically believe that you caused the incident or provoked the

harassment;
• Believe that the complaint will be taken lightly, ignored, or

trivialized.

If you think you are being harassed, you may want to (but are not required
to), consider telling the harasser to stop.  The harassed person may not
have directly told the harasser to stop. The harassed person should
consider approaching the harasser and saying “I want (whatever the
harassing behavior is) to stop immediately” in a firm and assertive
manner. This approach gives the complainant an active role in the
resolution process and, hopefully, a sense of “empowerment.”  Telling the
harasser to stop will often deter the harasser from subsequent and more
progressive acts of harassment.

If the complainant does not want to confront the harasser on his/her own,
or wishes to take other actions in conjunction with a personal
confrontation, the complainant should proceed according to the following
process described below.

THE ANTI-HARASSMENT PANEL
The Anti-Harassment Panel is a group of individuals composed of Adelphi
employees who have been selected based upon their interest in the topic,
skill in resolving these issues, knowledge of this topic, training, and
willingness to dedicate the time and resources necessary for completion of
their responsibilities as assigned.

Anti-Harassment Panel members shall be instructed how to respond to
allegations of harassment and are kept up-to-date on Adelphi’s current
Anti-Harassment Policy and campus and national harassment cases and
they stand prepared to provide information on the avenues of recourse
available to resolve the alleged complaint.

The members of the Anti-Harassment Panel may change at any time but
every effort will be made to ensure that the Panel contains at least one
female and one male member and for the composition of the panel to be
diverse. A list of current members will be made available at the following
locations: Adelphi’s Web site, the Swirbul library, the Office of Human
Resources, the Office of the Dean of Student Affairs, the Student
Counseling Center and Health Services.

Each individual on the Panel will assume the following roles:
• meet with individuals who allege that they have been the victim of

harassment;
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• clarify the definitions of harassment and discuss how these definitions
may or may not pertain in the circumstances described by the
complainant;

• discuss with the complainant whether counseling should be
considered based upon the circumstances;

• where appropriate, assist the complainant in filing a formal, written
complaint regarding the harassment;

• facilitate the filing of the complaint with the appropriate individual;
• participate in on-going education for the campus community

regarding matters of harassment to include the creation and
dissemination of appropriate educational materials about harassment,
and to conduct or host seminars or training sessions for all members
of the campus community.

For a list of the members of the Anti-Harassment Panel for each
academic year (including names, titles, office location, office hours,
telephone number, email address) please see the locations listed
above. Every attempt will be made to ensure that the panel is
composed of members that represent the various employee groups on
campus.

A Chairperson will be selected by the Panel within the first two
meetings of an academic year. The term of a Chairperson will be one
academic year. The Chair may be reelected for up to two consecutive
terms.

The Chairperson will ensure that all complaints are investigated
within a reasonable period, keep other Panel members informed of
recent legal decisions and other related issues; certify that each
member has been appropriately trained before assuming active
membership on the panel; update and disseminate the Anti-
Harassment Policy and keep minutes for each Panel meeting.

THE REPORTING PROCESSES
Any member of the University community who believes that he or she has
been the object of harassment in violation of this policy or believes that
he or she has been treated in an unlawful, discriminatory manner, is
encouraged to report the complaint immediately to a Panel member.

The complainant has the option of initiating the complaint in person by
meeting with a member of the Anti-Harassment Panel or through Adelphi
University’s on-line complaint form at Adelphi’s Web site:
http://administration.adelphi.edu/hr/harassmentreport.shtml.

FORMAL ACTION
A complaint could be filed with any Panel Member, who will assist the
complainant in filing a detailed written description of the actions, dates,
incident(s), persons involved, witnesses, and other pertinent information.
After meeting with the complainant, the Panel member would ask the
Assistant Vice President for Human Resources and Labor Relations (for
employees and non-students) and/or Dean of Student Affairs (for
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students), or their designees, to consult and assist in the investigative
process applicable as detailed below:

• COMPLAINTS AGAINST FACULTY MEMBERS
The Chief Academic Officer, or his/her designated representative,
will take action for investigation into charges of violations of this
Anti-Harassment Policy by faculty members. Faculty members shall
be subject to the provisions of the Collective Bargaining Agreement
between the University and the Adelphi University Chapter of the
American Association of University Professors. Any faculty member
who, after appropriate investigation, has been found to have harassed
another member of the University community, will be subject to
disciplinary action, which may include reprimand, suspension from
service for a stated period, with or without pay, termination of
employment, or such other lesser penalties deemed appropriate for the
violation. Individuals who appeal any formal disciplinary action taken
against any faculty member covered by the Collective Bargaining
Agreement shall have access to the specified contractual appeal
procedure.

• COMPLAINTS AGAINST NON-FACULTY EMPLOYEES
The Assistant Vice President for Human Resources and Labor
Relations will take action for investigation into charges of violations
of this Anti-Harassment Policy by non-faculty employees. Any
individual who, after appropriate investigation, has been found to
have harassed another member of the University community, will be
subject to disciplinary action, which may include reprimand,
suspension from service for a stated period, with or without pay,
termination of employment, or such other lesser penalties deemed
appropriate for the violation. Individuals who appeal any formal
disciplinary action taken against any non-faculty member covered by
a Collective Bargaining Agreement shall have access to any
applicable contractual appeal procedure, and any non-union employee
shall have right of appeal to the Vice President for Administration and
Student Services, or his/her designee.

• COMPLAINTS AGAINST STUDENTS
The Student Judicial Act, under the jurisdiction of the Dean of
Student Affairs, will govern actions for student violations of the Anti-
Harassment Policy.

The Panel member initially contacted by the complainant will act as an
advisor, contact person, and resource to the complainant throughout the
process. A complaint can result in disciplinary action, up to and including
suspension from Adelphi and/or termination of employment and possible
criminal prosecution, as may be appropriate.

INFORMAL RESOLUTION
Alternatively, there may be situations where a more informal resolution to
a complaint of harassment may be appropriate.  At his or her option, the
complainant may request that the complaint be handled on an informal
basis (that is, if the complainant does not seek formal disciplinary action
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on his/her behalf and cessation of the alleged conduct in question is the
only desired goal).  However, certain allegations of harassment are not
appropriately handled through informal mechanisms and the University at
all times retains the right to investigate any complaint in a formal manner
or take whatever other action it deems appropriate, with or without the
complainant’s consent.

If informal action is deemed appropriate by the Panel member (after
consultation with the Chairperson of the Panel), a written complaint would
not be required and the Panel typically would not meet regarding
sanctions or disciplinary action.  Panel members are authorized to take and
retain written notes in connection with the complaint, even if an attempt is
made to resolve the matter informally.  If the complainant voluntarily
elects to deal with the problem personally, the Panel member can offer
advice on different ways to handle the situation.  The Panel member also
may explore other possible informal resolutions to the complaint, such as
a letter to a respondent, clarification of University policy or an
informational meeting between the Assistant Vice President for Human
Resources and Labor Relations (for employees and non-students) or Dean
of Student Affairs (for students) or their designee(s), the respondent, and
the complainant, if appropriate and desired by the complainant.

In addition, at any time during or following the conclusion of the informal
resolution process, the complainant has the right to discontinue or bypass
informal resolution and initiate a formal complaint. Similarly, at any time
during or following the conclusion of the informal resolution process, the
University has the right to investigate and handle the complaint in a
formal manner, with or without the complainant’s consent.

FALSE COMPLAINTS
A complainant who makes allegations against another member of the
University community in bad faith or for vexatious purpose (instituted
without real grounds and meant to harm) will be subject to disciplinary
action.

An inquiry into a vexatious complaint would be considered to be a
separate case and would constitute a separate investigation by the Anti-
Harassment Panel.

POLICY REVIEW
This policy will be reviewed for possible revision on an annual basis, or as
otherwise necessary, by the members of the Anti-Harassment Panel.

ANTI-HARASSMENT AND INDIVIDUAL SPEECH GUIDELINES
It is the policy of Adelphi University that all employees and students be
able to work and pursue their goals in an educational environment absent
discriminatory harassment.   Adelphi recognizes a moral, legal, and
contractual obligation to maintain reasonable educational, residential and
working environments. Consistent with these obligations, Adelphi is
committed to prohibiting harassment and achieving diversity within the
University community.
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The role of universities in the community is to encourage the free flow of
thoughts and ideas essential to higher  education.  Therefore, while
Adelphi University does not encourage offensive or insensitive speech,
principles of academic freedom may limit the University’s ability to
restrict speech as a means to oppose harassment and discrimination.

Notwithstanding the University’s promotion of free speech, the University
may impose reasonable regulations on its time, place, and manner.  For
example, the University could compel students to move or postpone an
unscheduled rally if the space previously had been properly reserved by
another group.  In addition, speech deemed by the University to be
threatening, intimidating, or harassing may be subject to further regulation
in accordance with this policy.

ANTI-VIOLENCE POLICY
The faculty, staff, and students of Adelphi University make up a
community whose common commitment is to learning. This commitment
requires that the highest value be placed on the use of reason and
collegiality and that violence within the University community be
renounced as contrary to its goals. Violence, whether actual or threatened,
destroys the mutual trust which must bind the members of the community
if they are to be successful in the pursuit of learning.  The University
wishes to make it clear that it considers acts and threats of violence to
constitute serious violations of University policy and that violators of this
policy will face disciplinary action, up to and including termination of
employment or expulsion from the University.   Any University member
who witnesses actual or threatened violence, suspicious activity, or
situations or incidents that appear problematic are required to immediately
inform The Office of Public Safety at 877-3500.

APPEARANCE
Employees are expected to dress and maintain personal grooming
appropriate for their positions. The exercise of good judgement in attire
and presentation of self is required to meet the needs of the business and
academic environment of the University. Supervisors may express
particular requirements in their areas, and employees must cooperate in
meeting the standards of the department.  (See “Casual Fridays.”)

APPOINTMENT LETTER
All full-time and part-time non-union employees will be issued an
Appointment Letter which will state that employment is at-will
employment, denote the employee’s job title, salary, supervisor, job
classification, review process, and identify the process necessary for the
employee to be added to the payroll.

ATM
For your convenience, a Nassau Educator’s Federal Credit Union
Automatic Teller Machine (ATM) is located in the lobby of the Ruth S.
Harley University Center.
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ATTENDANCE AND PUNCTUALITY
The University expects regular and timely attendance from all employees.
Such attendance, in addition to being essential to the efficient operation of
the department, is also used as a measure of an employee's overall job
performance. Regular attendance is essential if the University is to provide
quality service while causing minimum stress and fatigue for all
employees.

At least one-half hour notice must be given to the Department if any
employee is unable to report for work or delayed. This may vary for union
represented employees based on their collective bargaining agreements.

The Department Head’s, or his/her designated representative,
authorization must be obtained in order for any non-exempt employee to
be permitted to leave work before his/her scheduled quitting time.

Employees who are frequently late reporting for work, are excessively
absent from work, and/or excessively absent on days before or after
scheduled days off are subject to disciplinary action up to and including
discharge.

AT-WILL EMPLOYMENT
All non-union employees are deemed to be employees at-will. All
non-union employees are informed in their Appointment Letter that
employment at Adelphi is deemed to be employment at will and is for no
definite time period. An employee’s appointment can be terminated either
by the employee or by the University at any time, for any reason, and
without regard to cause.

The status of union employees is determined in accordance with the
applicable collective bargaining agreement.

BEREAVEMENT (FUNERAL) LEAVE
Adelphi University will grant up to a maximum of five (5) working days
off with pay in the case of a death of a member of the immediate family.
In the case of a death of relatives other than members of the immediate
family, one (1) day’s absence with pay will be granted.

For purpose of this policy, immediate family members are considered to
be spouse, same-sex domestic partner, parents, siblings, children,
grandparents, mother-in-law, father-in-law, brother-in-law, sister-in-law,
and relatives living in the same household as the employee.

All non-union full-time employees are covered. Bereavement leave for
union employees is covered in the applicable collective bargaining
agreements.

BOOKSTORE
A Barnes & Noble bookstore is located in the basement of the Ruth S.
Harley University Center and carries books, magazines, greeting cards,
University clothing, and novelties. All employees are entitled to a 10%
discount with an identification card.
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CASUAL FRIDAYS
All employees are expected to adhere to professional attire and grooming
standards.  On Fridays, employees are permitted to dress in “business
casual” attire, which excludes clothing such as, but not limited to, jeans,
shorts, sneakers, etc. Based on the circumstances, appropriate business
attire may be required on Fridays.

CENTER FOR PSYCHOLOGICAL SERVICES
The Center for Psychological Services provides brief and long-term
psychotherapy, plus learning disabilities and psychological testing to
University students and staff, and to members of the surrounding
communities. While addressing immediate personal problems, the Center
strives also to help individuals enhance their inherent capacities for
growth and development. Therapists are in residence at the Derner
Institute’s doctoral program in clinical psychology. Special services
include psychotherapy for children, eating disorders, codependency,
relationship impasses, anxiety disorders, and depression.

The Center maintains clinics on both the Garden City and Manhattan
campuses. Call 516-877-4820 (on the GC campus, extension 4820) for
information and appointments.

CHILD ACTIVITY CENTER
Employees with children ages three years through the kindergarten year
can apply to enroll their child(ren) in the University Child Activity Center.
Employees receive discounted tuition for their children in the center.
Please call extension 3907 for further information.

CLASSIFICATION OF NON-UNION EMPLOYEES
It is the policy of Adelphi University to classify non-union employees on
the payroll of Adelphi University as full-time, part-time, hourly,
temporary, or student employees.

Definitions
Full-time Employees -- This category includes individuals who work a 35
to 40 hour week 9, 10 or 12 months a year. Full-time employees are
eligible for benefits provided by the University, however, the date of
eligibility may vary depending upon the benefit. All full-time employees
are paid an annual salary on a bi-weekly basis, except where otherwise
designated. Exempt full-time employees are paid a fixed annual salary
regardless of the number of hours worked. Exempt employees are
generally defined as executive, administrative, managerial and
professional personnel.  Non-exempt employees are paid a salary and are
eligible for overtime according to the University overtime policy.

Part-time Employees --This category includes individuals working at least
25 hours per week but less than 35 hours per week; 12 months a year or
the equivalent thereof. Part-time employees are eligible for some benefits
if they are scheduled to and work 25 hours or more per week on a regular
basis in a calendar year. These benefits are vacation, personal, sick days,
holidays, and tuition remission. Part-time employees may be eligible to



Adelphi University Employee Handbook____________________________

September   2003 - 19 -

contribute to the 403(b) plan and may be eligible for a university match
subject to the terms and conditions of the Plan. Part-time employees are
paid bi-weekly based upon an hourly rate and a fixed schedule of hours
per week.

Temporary Employees -- This category includes employees hired with a
planned limit to his/her employment period, regardless of the number of
hours scheduled to work. Employees in this category are not eligible for
benefits. Temporary employees are paid bi-weekly at an hourly rate of
pay.

Hourly Employees -- This category includes individuals who are paid on
an hourly basis whose average weekly hours are less than twenty hours
per week. Hourly employees are not eligible for benefits. Hourly
employees are paid bi-weekly at an hourly rate of pay.

Student Employees -- A student employee is an Adelphi University
Student who is paid on an hourly basis whose average weekly hours
(worked in all departments combined) are less than twenty hours per
week. Student employees are not eligible for benefits and are paid bi-
weekly at an hourly rate of pay.

COMPENSATORY (COMP TIME)
There is no compensatory (comp) time for non-union employees.

COMPUTER SERVICES, ESTABLISHMENT OF
All employees who apply for access to the computer system must sign
Adelphi University’s Computing Center Computer Services Request Form
confirming knowledge of the policies and procedures regarding this usage
and the consequences of violation(s) of these policies.

New employees needing computer access will be provided with the
appropriate form at the orientation conducted by the Office of Human
Resources.  Current employees who want computer access must have their
department head or dean make a request in writing to network accounts.

CONFIDENTIALITY
Many employees at Adelphi work with sensitive, privileged information
involving student’s academic, psychological, personal, or disciplinary
records and/or salaries or records regarding the University’s finances or
business planning.  Upholding the confidentiality of this information is
tantamount to retaining the trust of students and co-workers and the
success of the University, and represents the respect Adelphi has for the
students it services.

Employees must maintain the confidentiality of information they come in
contact with. Violation of this policy will lead to disciplinary action being
taken, up to, and including, termination.

CONFLICT OF INTEREST POLICY
All employees have an obligation to avoid situations which might make it
difficult for them to act in the best interests of the University.  All
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employees must avoid placing themselves in any positions or situations in
which there may be a conflict or the appearance thereof between his/her
personal interests and his/her duty to Adelphi.  Areas of potential conflict
include, but are not limited to, use of confidential information, college
purchases not subject to competitive bids, the acceptance of gifts, etc.  All
non-union employees will sign a “Conflict of Interest Affirmation” form
acknowledging receipt of this policy yearly.

While it is impractical to define every instance that might give rise to a
conflict of interest, in general, each employee must avoid participating
directly or indirectly in any transaction involving Adelphi that could result
in a personal benefit to the employees, their family or friends at the
expense of the interests of Adelphi.  Conflicts of interest exist whenever
an employee or a member of the employee’s immediate family has an
interest, direct or indirect, in any dealing with the University, and the
interest is of such a nature that his/her decisions might be affected by it.

All situations involving potential conflicts of interest should be disclosed
in advance to the appropriate supervisor who is then responsible for
appraising the Office of Human Resources.

Examples of Conflicts:

While it is not possible to enumerate all situations that might give rise to a
violation of this policy, the examples given below indicate some conduct
which should be avoided:

1) For an employee or any relative to have an interest in or be employed
by any organization which has business dealings with the University
where there is an opportunity for preferential treatment to be given or
received.

2) For an employee to authorize for University use any product or
service furnished by an organization or corporation through which the
employee or family member(s) will receive a financial gain by such use.

3) For an employee, without proper authority, to give or release any data
or information of a confidential nature to outsiders or to otherwise use
information for personal advantage.

4) For an employee or relative to accept gifts in cash or kind (including
materials or services or extravagant entertainment) at no cost or
unreasonably low prices from companies doing business with Adelphi,
particularly in situations in which it might be inferred that the intention
was to influence the decisions of the employee and actions of the
University.

It should be understood that while achieving results is essential, it is
equally essential that we do so with integrity.  Open disclosure and
discussion of any questionable situation is at the heart of this policy.
Employees are encouraged to bring to management’s attention any
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situation which raises a potential conflict of interest or the appearance
thereof.

DANGEROUS ARTICLES, POSSESSION OF
It is understood that certain University staff members are authorized to use
dangerous articles or substances that are required by their jobs and are
monitored by their departments. However, no other person on campus,
whether working or not, may possess or use dangerous articles or
substances such as air rifles, pistols, firearms, weapons, ammunition,
gunpowder, fireworks, explosives, gasoline, chemicals, knives, and other
dangerous articles or substances.

Violation of this policy by other than authorized staff members will
subject an employee to disciplinary action by the University as well as
possible civil or criminal charges.

DEPENDENT CARE SPENDING ACCOUNT
The Dependent Care Spending Account allows you to pay for eligible
dependent care expenses with pre-tax dollars.  Dependent Care Spending
Account contributions are taken directly from your pay before federal,
most state and city income and social security taxes are deducted.

All full-time non-union employees currently may elect to contribute up to
$5,000 of pay to a Dependent Care Spending Account to reimburse
themselves for expenses that are incurred to care for eligible dependents,
while at work.  Full-time union represented employees are covered to the
extent indicated in their collective bargaining agreements.  Eligible
dependents are those whom you are entitled to claim as dependents on
your federal tax return.  If you are married, your spouse must also work,
be a full-time student, or be disabled.

New employees can elect to join on the first of the month following or
concurrent with his/her date of hire.  Employees can elect to participate in
the Dependent Care Spending during the annual enrollment period in
November.

To enroll in the Dependent Care Spending Account, simply fill out an
enrollment form indicating how much of your salary you’d like to
contribute to the Dependent Care Spending Account for the plan year,
January 1st through December 31st and return it to the Office of Human
Resources.

DINING FACILITIES
The Ruth S. Harley University Center and Post Hall each have a dining
room which offers a variety of hot and cold meals and snacks.

Hours during the fall and spring semesters are:
University Center Dining Hall
(located on the main level of  the University Center)

Monday - Friday:  7:30 a.m. - 7:30 p.m.
Saturday:  8:30 a.m. - 8:00 p.m.
Sunday:  8:30 a.m. - 7:00 p.m.
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Post Hall - Sbarros
Monday - Thursday:  11:00 a.m. - 7:30 p.m.
Friday: 11:00 a.m. - 2:00 p.m.
Saturday - Sunday:  CLOSED

Post Hall - Convenience Store
Monday - Thursday:  9:00 a.m. - 9:00 p.m.
Friday:  9:00 a.m. - 2:00 p.m.
Saturday - Sunday: 6:00 p.m. - 9:00 p.m.

DOMESTIC PARTNER (SAME-SEX)  BENEFITS
It is the policy of Adelphi University to provide same-sex domestic
partner benefits for full-time non-union employees.  Full-time and part-
time union represented employees are covered to the extent indicated in
their collective bargaining agreements.  University benefits that are
available to same-sex domestic partners subject to the requirements of the
insurance carriers and applicable Collective Bargaining Agreements
(CBA) are:

• Medical Insurance
• Tuition remission
• Bereavement leave
• Other leaves of absence, including family medical leave

Adelphi University extends recognition of same-sex domestic partnerships
to its employees who are in a committed relationship with a person of the
same sex and who are not permitted by law to marry.

Adelphi University defines domestic partner as the partner of an Adelphi
University employee who is of the same sex and who shares a committed
relationship with the following characteristics:

Living together for at least 12 months and intending to live together
indefinitely, having a mutual and exclusive commitment to each other’s
well-being, being financially interdependent by sharing common assets
and common debts, neither party being married to anyone nor having
another same-sex domestic partner, not being legally allowed to marry
under the current laws of the state in which he/she resides, not being
related by blood closer than would bar marriage in the state of residence,
and both parties being of age for legal marriage.

Since the IRS does not recognize the same-sex domestic partner
dependent definition, some benefits will be taxable to the employee and
the taxes will be withheld from each paycheck and/or reported on the
employee’s W-2 form, depending upon the requirements of the federal
and state taxing agencies.

Please contact the Office of Human Resources for an application for
same-sex domestic partnership benefits.
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DRUG AND ALCOHOL POLICY
Adelphi University, in compliance with Title V of the Drug-Free
Workplace Act (1988) and the Drug-Free Schools and Community Act
(1989), is committed to maintaining a campus committed to quality
education for people to prepare them for a productive and civilized life.

The manufacture, possession, distribution, sale, or use of illegal drugs,
and/or the consumption of alcohol, is not consistent with a safe and
efficient work environment. Therefore, no employee shall use, possess,
sell, distribute, or be under the influence of alcohol or illegal drugs on or
near the University premises whether working or not or at any time while
working on behalf of or for Adelphi University. The only exception is the
use of prescribed drugs under a physician's care by the employee to whom
the prescription was issued.

Further, since working while intoxicated is inconsistent with Adelphi
University standards of behavior and the performance of work in a safe
and efficient manner, all employees are prohibited from working while
under the influence of alcohol. All employees must report any criminal
drug statute conviction occurring in the workplace no later than five days
after such conviction.

Violation of this policy regarding illegal drugs will result in immediate
dismissal and in the case of alcohol disciplinary action up to and including
dismissal.

Employees who find that they or any other Adelphi University employee
have drug or alcohol abuse problems are encouraged to contact the Office
of Human Resources in confidence to obtain information regarding
treatment sources.

EMAIL ACCOUNTS
In order to move toward a paperless work environment and to allow for
timely communications, many departments within Adelphi University
have been and will be sending important information regarding personal
safety, policies, benefits (including open enrollment), University events
and other critical information via Adelphi University’s GroupWise email
accounts only.

If you do not currently have an Adelphi University GroupWise email
account, please contact your department head or dean to put in a written
request to network accounts.  If you choose not to obtain an Adelphi email
account, you may miss vital information for which the University will not
take responsibility.

Those who do have an Adelphi GroupWise email account should access it
on a regular basis to remain up-to-date.

The email system and the information transmitted by, received from and
stored in that system is University property, which is subject to monitoring
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by authorized University representatives from time to time.  All emails are
subject to the Acceptable Use Policy.  (See Office of Information
Technology and Resources Acceptable Use Policy or visit the Web site at
http://infotech.adelphi.edu)

EMAIL MASS DISTRIBUTION
Appropriate usage: This sets forth the use of the University official lists.
The official distribution lists are:

• Entire campus
• All faculty
• All full-time faculty
• All part-time faculty (not all adjuncts have accounts)
• All students
• All faculty, all administrators, and staff

The mass email distribution may only be used to communicate University
sponsored activities, policy changes, security or facility alerts, or
information that benefits Adelphi University’s mission and operations.
Distribution lists should not be used for personal messages, items for sale,
jokes, chain letters, Pyramid schemes, virus warnings (unless issued by
the Office of Information Technology and Resources), unsolicited
commercial emails, or information of interest to only a small segment of
the campus audience. Derogatory, obscene, defamatory, and/or harassing,
and/or offensive communications (whether individual, group, or mass
distribution) are prohibited and will lead to disciplinary action up to and
including termination.

Procedures: All requests for the University-wide distribution must be
forwarded to and approved by a University Vice President or a Dean.
Once the message is approved, the authorized designee in the Vice
President or Dean’s office will then distribute the message to the
GroupWise email systems on behalf of the requester. When the email is
sent, a standard message at the bottom will identify the requesting
department, and the approving Vice President or Dean. (Exceptions to this
procedure may be made by the Vice Presidents for departments required
to communicate to the University.) The following information must be
included in the email requesting a mass email distribution:

• Audience to receive email message (see official distribution lists)
• University department sponsoring the message
• Email address from which the message is to be sent
• Subject line for email
• Email message

Alternatives to Mass Email: In addition to mass email distribution, the
Office of Information Technology and Resources (OITR)  offers two other
means for the community to deliver electronic messages. One method is to
use the Web-based bulletin board function that is currently available to the
Adelphi community at http://forums.adelphi.edu.  To facilitate this
service, many non-academic categories such as Charity, Volunteering,
Items for Sale, Lost and Found, Animal Adoption, etc, are pre-defined in
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the system and a help menu is available once you link to the Web site.
Another method that can be used is Listserv email mailing lists. A Listserv
list will allow an organization or group to collect the addresses of people
who might be interested in their offerings, and then send messages to only
those who are on the list at the time for distribution. To learn how to
create a Listserv list, you may contact Customer Services at 877-3340 or
by email at customerservices@adelphi.edu .

EMERGENCIES
The Office of Public Safety is available 24-hours a day, 7 days a week.
The Office can be reached by dialing extension 3500 or in the event of
emergency, dial the digit 5.

EMERGENCY CLOSING
In the event of inclement weather, please use the following telephone
number to learn the status of the University and any changes in staffing
requirements:

Garden City Campus (516)  877- 6870
Hauppauge Center (516)  877- 6871
Hudson Valley Site (516)  877- 6875
Manhattan Center (516)  877- 6872

In accordance with the current attendance policy, if an employee had
scheduled a vacation, sick, Presidents’ Day, or personal day on a day
which was subsequently designated by the University as an emergency
closing, the employee must be charged for the day as originally approved
and the employee’s timesheet must reflect the original approval for the
day (personal, sick, vacation).

EMPLOYEE RECOGNITION
Adelphi holds an annual Employee Recognition Dinner to honor
employees who have 20 or more years of service with the University.

The President also recognizes outstanding employee service in yearly
awards to employees who have been nominated by co-workers or
supervisors and selected by the President’s Award for Excellence
Committee with an award of $2,500.

EMPLOYMENT VERIFICATION
All employment verification, reference, and other third party  requests for
information about current or former employees must be forwarded to the
Office of Human Resources.

EVENTS
Adelphi University regularly hosts athletic events in various sports,
speakers, lectures, movie screenings, and dance and theater productions on
campus throughout the year. Employees are welcome to attend these
events either free of charge or for a nominal fee.
• Calendars for cultural events can be found at:
http://events.adelphi.edu/culturalevents/index.shtml
• Sporting events:



Adelphi University Employee Handbook____________________________

September   2003 - 26 -

http://aupanthers.ocsn.com/
• Theater and Dance Performances:
http://academics.adelphi.edu/artsci/pfa/juliusceasar.shtml

EXIT INTERVIEW
An Exit Interview will be conducted by the Office of Human Resources
with every full-time and part-time employee who leaves the University,
unless circumstances make it impossible to do so.

The Exit Interview has a dual purpose: For the University, by determining
the reason for separation, it is a source of information that could result in
improved operations or better relations with the staff, and a method to
ensure all legal requirements are met. To the employees, it is the means of
receiving information on matters of vital interest concerning final pay,
benefits conversion, etc.

FAMILY AND MEDICAL LEAVE*

Adelphi University (hereinafter referred to as Adelphi) will provide family
and medical leave to eligible employees.

A.  Eligible Employees -- An eligible employee is an employee who has
been employed for at least 12 months and who has worked 1,250 hours
during the 12-month period prior to the start of a leave period.

B.  Types of Family and Medical Leaves -- Eligible employees will be
allowed to take 12 weeks of leave during any 12-month period for one
or more of the following:

1. Birth or Placement of Child -- Because of the birth of a son or
daughter of the eligible employee and in order to care for such child
and because of the placement of a son or daughter with the eligible
employee for adoption or foster care and in order to care for such
child.

2. Care for Sick Family Member -- In order to care for the spouse,
son, daughter, or parent of the eligible employee if such spouse,
son, daughter, or parent has a “serious health condition.”

3. Eligible Employee's Own Illness -- Because of a "serious health
condition" that makes the eligible employee unable to perform the
functions of his or her job.

The 12-week leave entitlement period will be measured forward from
the date of the eligible employee's first day of leave under this policy.

C. Serious Health Condition -- A serious health condition is an illness,
injury, impairment, or physical or mental condition that involves:

                                                       
*
Includes same-sex domestic partner coverage.
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1. Any period of incapacity or treatment in connection with an
overnight stay in a hospital or other similar health care facility; or

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

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

D.   Procedure for Taking Family and Medical Leave
An eligible employee must request family or medical leave at least 30
days in advance of the first day of leave.  Where the need for such
leave is not foreseeable, a request for leave must be made as soon as
practicable.  Failure to make a timely request may result in a denial or
delay of a leave request.  If a request for leave is to care for a sick
family member or for an employee’s own illness, a satisfactory
statement from a physician that verifies the existence of the serious
health condition must be provided to Adelphi’s Office of Human
Resources.  Requests for leave and any changes in related information
must be forwarded to Adelphi's Office of Human Resources.

During a leave period for the care for a sick family member or for an
eligible employee’s own illness, Adelphi may require a continuing
verification of the applicable serious health condition.  Failure to
provide medical certification may result in the termination of a leave.
Adelphi also retains the right to request a second medical opinion by
a physician selected by Adelphi to verify a serious health condition.
Also, Adelphi may ask employees from time to time during their
leave, to state their intention to return to work at the end of their
family or medical leave.

Eligible employees may take leave on an intermittent or reduced-
hours basis to care for a family member with a serious health
condition or to attend to their own serious health condition.  However,
intermittent or reduced-hours leave may not be taken for leaves
granted for the birth or placement of a child.  Intermittent or reduced-
hours leave will be granted only under the following circumstances.

1. The leave must relate to a serious health condition of the eligible
employee or his/her family member;

2. There must be a medical need that can best be accommodated by
intermittent or reduced-schedule leave;

3. The serious health condition must be certified under the above
procedures;
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4. The eligible employee must make all reasonable efforts to schedule
the intermittent or reduced-hours leave so as not to disrupt Adelphi's
operations; and

5. The eligible employee’s leave entitlement will be reduced by the
actual hours of the leave taken.

During a period of intermittent or reduced-hours leave, Adelphi may also
request certification or re-certification of the serious health condition
under the above procedures.

Adelphi may temporarily transfer an eligible employee who is granted
intermittent or reduced-hours leave to an alternate job that better
accommodates that employee's recurring periods of leave.

Adelphi reserves the right to require eligible employees returning from
leave due to their own illness to provide a physician’s verification of their
fitness to return to regular work without restrictions.  Eligible employees
will be returned to their former position or to an equivalent position for
which they are qualified, unless the former position or equivalent position
was eliminated and the eligible employee would have been affected by the
elimination.

Employees on family or medical leave must contact their supervisor at
least once every two weeks regarding the status of the leave.

Employees are required to notify Adelphi that they will return from a
leave as soon as they know the date of their return, if less than the time
originally requested by the employee.

Failure of the eligible employee to report to work the first work day
following the expiration of the approved leave, will be treated as a
resignation.  Further, if an employee is unable to return to work at the end
of the leave period and is not disabled, the employee will be considered to
have resigned his or her employment.

E. Eligible Employee Benefits -- Adelphi will continue to provide
insurance benefits for eligible employees for the full term of their
family or medical leave, so long as they continue to make the required
contributions on a timely basis.  Accordingly, the eligible employee
will remain responsible for the payment of any required premiums for
all coverage maintained during the leave period.  If he or she fails to
return from a family or medical leave, he or she will be required to
reimburse the university for the full cost of benefits provided during
leave, including the portion of cost paid for by Adelphi.

F.  Return and Reinstatement at End of Family or Medical Leave -- If an
eligible employee returns to work at or before the expiration of the 12-
week family and medical leave period, he or she will be returned to the
same position the eligible employee held when the leave period began,
or to an equivalent position with equivalent benefits, pay, and other
terms and conditions of employment.  An eligible employee’s right to
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job restoration is subject to being treated as if he or she had been
continuously employed during the leave period.

G. Pay During Family or Medical Leave

For Own Illness: Eligible employees must supplement disability pay
(1/2 pay) with all sick, personal, and accrued vacation days.  No time
(i.e. sick, personal and or vacation time) will accrue during any leave
including a disability leave.

For Family Member’s Illness: Eligible employees must use all personal
and accrued vacation days for any part of the 12-week period before
going on unpaid leave.  No time (i.e. sick, personal and or vacation
time) will accrue during any leave including a disability leave.

H.  Key Employees:  Certain key employees may not be eligible for job
restoration after a leave taken under this policy.  A key employee is an
employee who is among the highest paid 10 percent of the employees
employed within 75 miles of his or her work site.  You will be notified
if this condition applies to you when you apply for leave under this
policy.

GARNISHMENTS, WAGE ASSIGNMENTS, AND TAX LEVIES
Garnishments, wage assignments, and tax levies (income executions) are
legal liens against an employee’s salary, issued to satisfy unpaid debts or
judgments. The University will comply with all federal and state laws
regarding garnishments and wage assignments. A garnishment, wage
assignment, or tax levy requires that the University deduct a percentage of
an employee’s salary and forward this amount to the creditor toward the
satisfaction of the employee's unpaid bill. The law requires that these
deductions continue until the debt has been completely repaid or until the
employee has separated from employment.

The Office of Human Resources will notify the employee and the Payroll
Department of a wage assignment, garnishment, or tax levy.

GENERAL RULES OF CONDUCT
The University has the right to immediately discharge, suspend, or
otherwise discipline any employee for any reason, including violations of
rules of conduct that include but are not limited to the grounds listed
below. Additionally, there may be circumstances or situations where it
may be necessary to immediately sever an employment relationship with
or without cause, at any time.  Union represented employees are also
covered by the applicable provisions of their collective bargaining
agreements.

Employees may be discharged, suspended, or otherwise disciplined with
the approval of the Office of Human Resources for violations of the
following:

1. Poor job performance;
2. Failure to render service to any student, if such service is within

the normal scope of the employee's duties;
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3. Abusive or inconsiderate treatment of students, visitors,
or other employees;

4. Falsification of employment or other University records;
5. Unauthorized absence from post or duty while on work time;
6. Refusal to accept a job assignment; insubordination;
7. We do serve alcohol at some University functions. However, use

of, or unauthorized possession of intoxicating beverages at the
workplace or reporting to work under the influence of
intoxicants;

8. Illegal use of drugs (see Drug and Alcohol policy);
9. Excessive lateness and absenteeism;
10. Possession of a weapon or firearm on the premises;
11. Fighting, horseplay, annoying or threatening another  employee,

or other disorderly conduct on the premises;
12. Gambling, conducting games of chance or possession of

gambling devices on the premises;
13. Stealing, misappropriation, or unauthorized possession  or use of

property belonging to the University, its residents, visitors or
other employees;

14. Negligence or deliberate destruction or misuse of property
belonging to the University, its students, visitors, or other
employees;

15. Creating unsafe or unsanitary conditions by acts of commission
or omission;

16. Disregard of safety rules;
17. Disregard of one’s appearance, uniforms, dress, or personal

hygiene;
18. Failure to sign in for work; signing in for another employee;
19. Solicitation, accepting gratuities, or peddling on University

premises (See conflict of interest policy);
20. Breach of confidentiality;
21. Any unlawful conduct;
22. Violation of the University’s Anti-Harassment Policy;
23. Any other willful act or conduct detrimental to the University.

If an employee’s performance, work habits, overall attitude, conduct, or
demeanor become unsatisfactory in the judgment of the University based
on violations either of the above or any other University policies, rules, or
regulations, the employee will be subject to disciplinary action, up to and
including discharge.

GROUP HEALTH INSURANCE BENEFITS FOR RETIREES
Non-union employees age fifty-five (55) or older with ten (10) years or
more of continuous full-time service with Adelphi University immediately
prior to their retirement from the University, may elect to continue their
health insurance coverage in effect at the time of retirement, on a fully
contributory basis provided that they are not eligible for coverage or
covered as an employee or dependent under another group insurance
policy. Union represented employees are also covered by the applicable
provisions of their collective bargaining agreements.
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Eligible employees interested in retiring and continuing their group health
insurance benefits must notify the Office of Human Resources not less
than one month prior to their intended date of retirement.

HEALTH AND SAFETY
Adelphi University is committed to maintaining, to the greatest extent
possible, an environment for faculty, staff, students, and visitors that does
not adversely affect their health and safety. This is evidenced by Adelphi’s
Environmental Health and Safety Office as well as by Adelphi’s Safety
Committee.  Faculty, staff, and students have an obligation to take all
reasonable precautions to prevent foreseeable injury to themselves and
other employees and students in the facilities of this institution, and to
make the safety of colleagues a workplace priority. It is incumbent upon
the University community to avoid unsafe acts while on the University
campus or at other affiliated sites, and to avoid conditions resulting in the
creation of environmental hazards.  Please visit the intranet Web site at
http://administration.adelphi.edu/facilities for important policy
information.

HEALTH CARE SPENDING ACCOUNT
Adelphi University employees may pay for certain unreimbursed medical
expenses through salary reduction by electing to participate in the Health
Care Spending Account (HCSA). Reductions occur before Federal and
State income tax and FICA are computed.

All full-time employees are eligible to participate in the HCSA; new
employees can elect to join on the first of the month following or
concurrent with his/her date of hire. Annually employees can elect to
participate in the HCSA during the annual enrollment period.

To open a HCSA, employees make an annual election to participate and
identify the amount of the contribution, currently up to $5,000, by
completing the enrollment form and returning it to the Office of Human
Resources.

HEALTH*, LIFE, AND LONG-TERM DISABILITY INSURANCE BENEFITS
Adelphi University provides a health benefits package for its eligible
employees, covering hospitalization; physician office visits; surgical,
medical, and mental health services. The University will also provide
group term life (contributory and non-contributory), contributory
dependent group life insurance, accidental death and dismemberment, and
long-term disability insurance (contributory and non-contributory).
Employees who choose to participate in the University health and
contributory life insurance plans are required to pay a portion or all of the
premium  costs as applicable. The full terms and conditions of all group
health insurance plans for University employees are contained in the plan

                                                       

*
Includes same-sex domestic partner coverage. Since the IRS does not recognize the same-sex domestic partner dependent

definition, some benefits will be taxable to the employee and the taxes will be withheld from each paycheck and/or
reported on the employee’s W-2 form, depending upon the requirements of the federal and state taxing agencies.
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documents retained in the Office of Human Resources and shall be
referred to for the final resolution of any issue that may arise regarding the
plans.

All full-time non-union employees are covered. Full-time and part-time
union represented employees are covered to the extent indicated in their
collective bargaining agreements.

Eligible employees who choose to accept coverage in the health and/or
contributory life insurance plans will be covered on the first of the month
if their first day of work is the first of the month; otherwise on the first of
the month following their hire date.

Health Insurance
Employee contributions toward health insurance are generally a
percentage of the premium the University is charged by the insurance
carrier. The amount required for union represented employees is included
in the provisions of the collective bargaining agreement.

Employees presently have a choice of health benefit plans to choose from.
Information about the plans and enrollment periods are available in the
Office of Human Resources. The University reserves the right to change
carriers and modify the health insurance plans in the interests of quality
and in terms of cost.

Life Insurance
All eligible employees currently receive five thousand dollars ($5,000) in
non-contributory life insurance, with the premiums paid by the University.
Employees also have the option of purchasing contributory life insurance
in the amount of three times their annual salary at group rates to a
maximum coverage of three hundred thousand dollars ($300,000).

Employee contributions are based upon the age of the employee and the
amount of coverage.

Dependent group life insurance may be purchased by employees who elect
contributory life insurance. The insurance coverage is five thousand
dollars ($5,000) for the eligible spouse and the employee contributions are
based on the age of the spouse and one thousand dollars ($1,000) for each
eligible child. The employee contribution is a flat dollar amount
(regardless of the number of children).

Accidental Death and Dismemberment insurance may be purchased by
employees who elect contributory life insurance. The amount of coverage
is the same as the amount of coverage for contributory life insurance.
Various lesser amounts are paid for loss of limb(s) or sight.

Long-Term Disability Insurance
Long-term disability insurance is provided to all eligible employees
(except APPWLU and Local 1102 employees) on a contributory or
non-contributory basis. After one-hundred-eighty days of continued
disability, employees under age sixty are eligible to receive sixty percent
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of his/her base monthly salary to a maximum benefit currently of four
thousand dollars ($4,000) per month if the university is paying (or $6,000
per month if the employee is paying and is eligible) until age sixty five.
Employees age sixty-five and over are eligible for this benefit through age
seventy on a prorated basis. Offsets such as social security disability
and/or worker compensation are factored into the monthly calculation. If
the University pays the premium, any benefit is taxable to the employee. If
the employee is paying, the benefit is non-taxable (subject to a 36-month
phase-in).

When you become eligible for Long-Term Disability and you were
previously receiving the University contribution to the 403(b) plan, you
become eligible for the monthly Annuity Premium Benefit.  This benefit
equals 12% of your monthly wage base to be credited to TIAA and CREF
annuities.

If covered for health insurance under the University’s group policy, after
six months of continuous disability the University will no longer pay any
portion of the medical premium.  The employee will be responsible for
paying 100% of the medical premium by personal check.

HEALTH SERVICES
The University Health Services Office is located in Waldo Hall.
Registered nurses are on duty during office hours, and employees may
avail themselves of these services if an emergency arises.

HOLIDAYS
Adelphi University may designate certain days of the year as paid
holidays during which time the University will generally be closed. At the
end of each academic year or shortly after the beginning of the new
academic year, the Office of Human Resources will issue a schedule of
paid holidays which will be observed in the next academic year. Union
represented employees are also covered by the applicable provisions of
their collective bargaining agreements.

All full-time employees and part-time employees working 25 hours or
more per week on a regular basis shall be entitled to holiday pay.

In order to be paid for the holiday, a part-time employee’s regular work
schedule must include the holiday as a work day and such pay will be
based upon the number of hours they would have worked on the scheduled
holiday. Pay for holidays for full-time and part-time employees will be
based upon the number of hours they work in a work week.

Employees must request Presidents’ Day* in advance and receive prior
approval from their supervisors.

Holidays must be used within a fiscal year and may not be carried over.

                                                       
* Since classes are scheduled on Presidents’ Day, all University offices must be staffed.  Any employee who is
scheduled to work on that day is entitled to take off an alternate day.



Adelphi University Employee Handbook____________________________

September   2003 - 34 -

If an employee is required to work on a University observed holiday, an
additional holiday will be granted which must be taken during the same
fiscal year and may not be carried over to the next fiscal year.

At no time will any holiday be considered payable at the termination of
employment.

Employees may not receive pay in lieu of taking a holiday.

HOURS OF WORK
The University maintains a twenty-four-hour-a-day, seven-day-a-week
operation. Therefore, when individuals accept employment at the
University, they do so with the understanding that there may be occasions
where they will be expected to work shifts and schedules during all hours
of operation. Employees may be required to work an additional shift to
provide adequate staffing coverage in emergency situations.

The regular work week for all full-time employees shall be 35, 37-1/2, or
40 hours per week depending on the job classification and/or department.
Union represented employees are covered by the applicable provisions of
their collective bargaining agreement.

The work week for full and part-time employees is from Saturday through
Friday. The work week for hourly employees is from Friday through
Thursday. The work week for student employees and buildings and
grounds employees is from Monday through Sunday.

Union represented and confidential (non-exempt) employees shall be paid
for all hours worked.  Managerial and administrative staff (exempt) shall
be paid for time worked in no less than daily increments.

IDENTIFICATION CARDS
All full-time and part-time employees must acquire an Adelphi University
picture identification card from the Office of Public Safety within one
week of their date of hire.

The Adelphi University identification card is used as identification for
security and safety matters, cashing personal checks at the Bookstore, for
admission to various University facilities and events, for receiving a
discount on purchases in the bookstore, and for library services.

A new employee must go to the Office of Public Safety and apply for an
identification card after filling out the appropriate paperwork in the Office
of Human Resources.

INFORMATION CHANGES, EMPLOYEE
In order to maintain accurate and thorough employee records, the Office
of Human Resources must be notified when any of the following changes
in employee information occurs: name, address, marital status, dependents
for withholding, attainment of additional degree (furnish transcript), home
telephone, spouse’s name, campus address.
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Whenever a change occurs that requires a change in an employee’s record,
the employee must complete the appropriate forms and submit them to the
Office of Human Resources in a timely manner.

INTERFAITH CENTER
The Interfaith Center offers students, faculty, administrators, and staff
members the opportunity to worship, enjoy fellowship, discuss spiritual
values, and seek spiritual guidance from our chaplains. There are many
events such as prayer meetings, Sunday Mass on campus, discussion
groups, and lectures that all are invited to attend.  The Center is located in
Room 302 of the University Center.  The Chaplains are not only available
to foster an ecumenical and interfaith presence on campus but they also
introduce interested members of the University Community to houses of
worship in the local area. Currently the Interfaith center houses an
interfaith library, and the Offices of the Catholic, Jewish, Muslim, and
Protestant Chaplains. We encourage you to visit the center located in
Room 302 of the University Center.

JURY DUTY
Jury Duty is a civic duty. The University will comply with all federal,
state, and local laws with respect to Jury Duty. Time off for Jury Duty will
be considered an excused absence and Adelphi will continue to pay the
non-exempt employee’s full salary for a period of ten (10) days in a two
(2) year period. Exempt employees will be paid for any week during
which they perform any services for the University.

The University reserves the right to ask the Court for a postponement from
Jury Duty if in the opinion of the University, the employee’s services are
essential during the time of Jury Duty.

All full-time and part-time non-union employees, as well as hourly
employees, are covered. Jury Duty for union represented employees is
covered in the applicable collective bargaining agreements.

When an employee is notified to report for Jury Duty, the employee must
present a copy of the notice to his/her immediate supervisor who will
forward it to the Office of Human Resources.

Employees are required to report to work on any day they are excused
from Jury Duty or are excused from Jury Duty before 1:00 P.M.

KEYS
Office and building keys are issued to authorized users only. Authorized
users are responsible for the security of the keys and are not allowed to
duplicate them or lend them to unauthorized persons. As a security
precaution, keys should not be labeled as to the locks they open. When
keys are no longer in use, they must be returned to the Office of Public
Safety. In the event of lost keys, the Office of Public Safety Lock Shop
must be notified immediately at extension 3512.
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Contact the Office of Public Safety for a Key Request form, denote which
rooms and building for which access is needed and have the Department
Head/Dean sign the form and return it to the Office of Public Safety.

LEAVES OF ABSENCE (PERSONAL) OTHER THAN FAMILY MEDICAL LEAVE
The University will consider personal Leaves of Absence without pay in
certain exceptional cases, at its sole discretion.  Approved personal leaves
of absence are without pay and for a maximum duration of thirty (30)
days. Personal leaves may only be granted by the Office of Human
Resources.

All full-time non-union employees are covered. Leaves of Absence for
union employees are covered in the applicable collective bargaining
agreements.

When an employee wishes to apply for a personal leave of absence, he/she
must submit a Leave of Absence Request Form. This request must be
approved by the employee’s immediate Supervisor, Dean, or Department
Manager, and the Office of Human Resources. Leaves of Absence are not
approved until written approval from the Office of Human Resources is
received.

Employees covered under the University’s group medical policy must pay
100% of the medical premium by personal check while out on a personal
leave of absence.  Employees covered for any contributory life insurance
and/or contributory Long-Term Disability insurance must pay the
premiums by personal check while out on a personal leave of absence.

LIBRARY
All employees are welcome to use the Adelphi University Libraries,
which have a large collection of books and periodicals in hard-copy and
through electronic media. A University identification card, available
through the Office of Public Safety, is required in order to utilize library
services.

MILITARY LEAVE
The law determines University policy with regard to military service and
mobilization. The University will grant time necessary, without pay unless
the individual elects to take vacation time, to meet the obligations of
Reservists and members of the National Guard for routine summer
encampments and other training. Vacation time is in addition to the time
required for military obligations, however, vacation time may be used to
coincide with military leave time.

All benefits will continue during military leave of 30 days or less at no
cost to the employee except for his/her share of premiums. For military
leave beyond 30 days the applicable law will be the controlling factor with
respect to benefit continuation and reinstatement rights.

The Office of Human Resources and the employee’s supervisor must be
notified promptly of leave dates.
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MINIMUM WAGE
All Adelphi University employees (including students, hourly and
temporary employees) will be paid no less than the Federally mandated
minimum wage as prescribed by the Fair Labor Standards Act, or the State
required minimum wage, whichever is greater.

OFFICE OF INFORMATION TECHNOLOGY AND RESOURCES ACCEPTABLE USE POLICY

The information systems (including computers, computer accounts,
microcomputers, printers, networks, software, electronic mail, video,
telephones, and telephone long distance and voice mail accounts) and all
communications and information transmitted by, received from, or stored
in these systems are property of the University and are provided for the
use of Adelphi students, faculty, and staff, as approved, in support of the
programs of the University. All students, faculty, and staff are responsible
for seeing that these information systems are used in an effective,
efficient, ethical, and lawful manner. The use of information systems is a
privilege, not a right, which may be revoked at any time for misuse,
including, but not limited to, violation(s) of this policy. Adelphi
University will routinely exercise its right to examine the contents of its
information systems and/or monitor its usage from time to time. Their
contents may be accessed only by authorized university personnel. The
following policies relate to their use and the University reserves the right
to modify this policy at any time.

1. The information systems are owned by the University and are to be
used for University related activities only. All access to central
information systems, including the issuing of accounts, must be
approved through the Office of Information Technology and
Resources (OITR). All access to school, institute, college, or
departmental information systems must be approved by authorized
personnel.

2. Information systems are to be used in accordance with all federal,
state, and local laws, only for the purpose for which they are assigned
and are not to be used for commercial purposes or non-university,
personal, solicitous or union related activities.

3. Computer programs, electronic mail, voice mail, and electronic files
are presumed to be private and confidential unless there is suspected
misuse or they have explicitly been made available to other
authorized individuals. Authorized OITR personnel may access
others’ files when necessary for the maintenance and security of
information systems. When performing maintenance, every effort will
be made to insure the privacy of a user’s files. However, if violations
of policies are discovered, they will be reported to the appropriate
Vice President and either the Assistant Vice President for Human
Resources and Labor Relations for employee accounts or the Dean of
Student Affairs for student accounts.

4. Fraudulent, harassing, illegal, or obscene messages and/or materials
are not to be sent, printed, requested, or stored. Chain letters and other
forms of Internet mass mailings are also not allowed.
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5. A computer account, electronic mail account, or voice mail account
assigned to an individual must not be used by others without explicit
permission from the instructor or administrator requesting the
account. The individual is responsible for the proper use of the
account, including proper password protection.

6. Information system accounts which expire, along with the files in the
expired accounts, will be deleted. Accounts expire in accordance with
the terms of the account. Email and voice mail messages that are
older than the limit set by the system administrator will be deleted.
For active employees, and others who have an ongoing relationship
with the University, such as emeritus professors, the account will not
be closed and files will not be deleted without every effort being
made to contact the account holder. The Office of Information
Technology and Resources will assist in its best ability and practices
to help account holders archive their files.

7. Software systems that allow access through the network to the
contents of computer files will not be installed on a computer without
the approval of the faculty or staff member to whom the computer is
assigned, and if installed, will not allow access to the contents of files
except under the direct control of that faculty or staff member.
Special support software may be installed on University computing
systems in order to support resource usage accounting, security,
network management, hardware and software inventory, and updating
functions, and to provide better support to personnel.

8. No one should deliberately attempt to degrade the performance of an
information system and computer network or to deprive authorized
personnel of resources or access to any University information
system.

9. Loopholes in information systems security systems or knowledge of a
special password should be reported to the Office of Information
Technology and Resources as soon as possible and are not to be used
to damage information systems, obtain extra resources, take resources
from another user, gain access to systems, or use systems for which
proper authorization has not been given.

10. Some computer software is licensed to Adelphi from outside
companies. Adelphi does not own this software or related
documentation; and it is usually protected by copyright. Copyrighted
software is not to be copied from or into campus information systems,
except as permitted by law and by the contract or license agreement
with the owner of the copyright. Campus information systems are not
to be used to replicate copyrighted software. The use of software on a
local area network or on multiple computers must be in accordance
with the license agreement.

11. Current account holders will be sent an email of the acceptable use
policy and new account holders will be sent a copy of this policy
upon creation of the new account. The current acceptable use policy
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will also be available on Adelphi’s Office of Human Resources and
Information Technology and Resources Web sites.

The Office of Information Technology and Resources staff is responsible
for dealing with minor violations of this policy. Repeated or serious
violations will be referred to the Dean of Student Affairs or Assistant Vice
President for Human Resources and Labor Relations.

ORIENTATION (NEW EMPLOYEE)
The Office of Human Resources will schedule all new full-time
employees and part-time, non-faculty employees for an orientation
covering general University policies, history, rules, and a job-specific
orientation covering matters such as employee status, pay, and benefits.

OUTSIDE EMPLOYMENT
Outside employment is defined as employment outside of Adelphi
University held by a full-time employee. Outside employment is permitted
unless it impairs in any way with the ability of an employee to perform all
of the expected duties and responsibilities of his/her position, or if it
directly or indirectly creates a conflict of interest.

Employees should discuss the acceptability of any current or anticipated
secondary employment with their supervisors.

OVERTIME PAY
There are times that staffing needs require that supervisors assign their
employees to work in excess of their regularly scheduled hours and/or
shifts. Federal and state law require that certain employees be
compensated at time and one half of their base rate of pay for hours
worked in excess of forty hours in any work week.  Employees should not
work before, or beyond, their hours of work without supervisory approval.

Non-union, non-exempt employees shall be eligible for overtime pay at
the rate of one and one half times their regular base hourly rate for all
hours worked in excess of forty in a work week, and at their regular base
rate of pay for all hours worked between their regularly scheduled hours
(35 or 37.5) and forty hours in a work week.

Union represented employees are entitled to overtime based on the
applicable provisions of their collective bargaining agreement. Exempt
employees are not eligible for overtime pay. Exempt employees are
generally defined as executive, administrative, managerial, and
professional personnel.

PARKING
On-campus parking is available on a first-come, first-served basis to
employees. All vehicles must be registered by completing the necessary
documentation in the Office of Public Safety. Parking stickers must be
displayed on your automobile. Parking regulations will be strictly
enforced.
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PAY PERIODS/CHECKS
Adelphi University has established regular pay periods for all employees.

There are two pay periods: monthly and biweekly.

Monthly Pay Period -- Faculty receive their paycheck on the last working
day of the month or the last working day of the semester provided that
grades are turned in to the Registrar. Part-time faculty receive payment on
the last working day of October and the last working day of December for
the fall semester, the last working day of March, and the last working day
of the spring semester (in May) provided grades are turned in to the
Registrar.

Bi-Weekly Pay Period -- Non-faculty employees are paid every other
Friday over 26 pay periods in a year.

All payroll deductions are indicated on the stub attached to each paycheck.

PERSONAL DAYS
Adelphi University recognizes that personal reasons may necessitate an
employee’s absence from work. The University provides personal days
with pay to employees for religious, business, or other personal reasons.

All full-time and part time non-union employees (working twenty-five
hours or more per week on a regularly scheduled basis) are covered.
Personal days for union represented employees are covered in the
applicable collective bargaining agreements.

Full-time non-union employees receive four (4) personal days per
academic year. Personal days are prorated for new hires and for
employees working less than a 12 month basis. Unused personal days may
not be carried over to the next fiscal year.  Upon termination of
employment employees are not paid for personal days not taken.

Part-time non-union employees receive four (4) personal days per
academic year. Personal days are prorated for new hires. Personal days are
prorated for new hires and for employees working less than a 12 month
basis.  Unused personal days may not be carried over to the next fiscal
year. Upon termination of employment employees are not paid for
personal days not taken.

PERSONNEL RECORDS
The University will maintain personnel files that contain employees’ work
histories to be used for payroll and benefits purposes.

Personnel records are University property and are afforded confidential
treatment at all times. Employees may review their personnel records
(with 24 hours advance notice) by contacting the Office of Human
Resources.
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POSTING OF POSITIONS
Whenever possible, the University attempts to fill job vacancies from
within although it has the discretion to seek and hire outside candidates.

Job postings generally will be sent via electronic mail for positions below
grade 10 throughout the University and interested and qualified candidates
are to contact the Office of Human Resources.

RECREATION FACILITIES
During open recreation hours, the facilities are open to all students,
faculty, staff, administration, and members of the Alumni Leisure Passport
Club and Community Recreation Membership program. Your valid
(current) ID or membership card must be shown to the recreation staff
anytime you use the following facilities:

• Gymnasium
• Indoor Track
• Swimming Pool
• Fitness Center
• Squash Court
• Tennis Courts
• Outdoor Track
• Locker Rooms

RE-EMPLOYMENT OF FORMER EMPLOYEES
Employees who separated from the University and who are subsequently
rehired under the terms of the Employment policies of the University and
within certain time limits may be given credit for previous service for
vacation entitlement and the 403(b) Retirement Plan.

All employees of the University other than those subject to recall under
the terms of a collective bargaining agreement are covered.

RELATIVES, EMPLOYMENT OF
The employment of relatives within the University shall be monitored and
controlled so as to minimize potential conflicts of interest. The hiring of
relatives must be approved in advance by the Office of Human Resources.

For the purpose of this policy, only, a relative shall be defined as mother,
father, sister, brother, husband, wife, child, aunt, uncle, niece, nephew,
cousin, in-law, and any other type of relationship where working in the
same department, service line, location, etc. could potentially cause a
conflict of interest.

Relatives shall not report directly to relatives and may not be hired
without the prior approval of the Office of Human Resources.

RESIGNATION FROM EMPLOYMENT
An employee who separates from active employment shall provide a
signed and dated resignation letter which states the last work day for the
employee. Employees must return all University owned equipment and/or
property charged to him/her before he/she will be issued a final paycheck.
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As an incentive for employees to give advance notice of resignation,
accrued, unused vacation will be paid only if adequate notice of separation
is provided;  Department Heads must give the University at least four
weeks notice of separation and all other employees must give two weeks
notice.  If sufficient notice of resignation is not given, there will be no
payment for accrued and unused vacation.

RETIREMENT PLAN
Adelphi University provides employees with the opportunity to participate
in a defined contribution retirement plan established under section 403(b)
of the IRS Code. Employees never covered by a 403(b) plan will be
eligible to receive a University contribution on the first day of the month
following two years of employment, subject to the terms and conditions of
the plan.

Employees who are directly hired from an “employer eligible to sponsor a
plan under Section 403(b) of the Internal Revenue Code or State
Retirement Plan” may be eligible for past service credit for participation
in that institution's plan.

The full terms and conditions of the 403(b) retirement plan are contained
in the plan document retained in the Office of Human Resources.

All full-time employees are eligible to participate in the University 403(b)
retirement plan. Full-time employees are eligible for the University
matching contribution presuming employees make a minimum
contribution. Regular part-time employees who contribute to the plan may
be eligible to receive the University contribution subject to the terms and
conditions of the plan.

Participation may commence on the first day of the month following the
initial date of employment.

The University contribution is based upon the number of years of
participation in the retirement plan after a two year waiting period.  At
each level a minimum contribution must be made by the employee in
order to receive the University contribution. The contribution schedule is
as follows:

  Employee   University
Years In Plan Contribution Contribution

Up to two years                       4.5%             7.5%
Two but less than six  3.5%               8.5%
Six but less than twenty 2.5% 9.5%
Twenty years or more    3.5%      11.5%

SALARY ADMINISTRATION PROGRAM
Adelphi University shall maintain a Salary Administration Program for
full-time and part-time, non-union employees of the University.
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The Salary Administration Program is designed to: employ the most
qualified candidates available who meet established standards and retain
such employees, endeavor to provide an effective and systematic method
for rewarding employees for high level on-the-job performance and upon
promotion to higher levels of responsibility, provide an effective means of
controlling salary expenditures at levels that are competitively in line with
other comparable universities and other employers and, ensure internal
fairness among positions.

SALARIES FOR FACULTY RETURNING FROM
ADMINISTRATIVE POSITIONS TO FACULTY

Salaries for University faculty working in administrative positions who
return to their faculty positions will be set at the same salary the
administrative employee would have been earning as a faculty member
during the time they were serving in an administrative position, including
any faculty salary increases for which they would have been eligible,
during that period of time.

SECURITY
Adelphi has an open campus and welcomes many visitors to the campus
daily. However, to ensure that Adelphi remains one of the safest campuses
in the country,  employees are asked to lock their desks when not in use,
to safeguard their keys and valuables, report lost keys to the Office of
Public Safety, lock offices at the end of the work day, and report any
suspicious persons to the Office of Public Safety, Levermore Hall (lower
level), 877-3500.

Annual Security Report
Adelphi University’s annual Public Safety report includes statistics for the
previous three years concerning reported crimes that occurred on campus;
in certain off-campus buildings, or property owned or controlled by
Adelphi University; and on public property within, or immediately
adjacent to and accessible from, the campus.  The report also includes
institutional policies concerning campus security, such as policies
concerning alcohol and drug use, crime prevention, the reporting of
crimes, sexual assault, and other matters.  This report can be viewed by
visiting the Public Safety Web site at www.Adelphi.edu/publicsafety or
obtained in the Office of Public Safety and transportation upon request.

SHORT-TERM DISABILITY
In recognition of the fact that employees may incur illness or injury that
would require extended absence and to comply with New York State law,
the University provides paid short-term disability leave to employees
(except faculty) in cases of non-occupational illness or injury which
extend beyond a fixed number of consecutive working days.

All non-union employees are eligible for this plan after four (4)
consecutive weeks of employment or twenty days of employment, and for
four consecutive weeks after termination of employment. Union
employees are covered under the applicable collective bargaining
agreements.
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A short-term disability exists when an employee is absent from work due
to illness/injury and is under the care of a physician for a period of five (5)
consecutive working days or more. The Office of Human Resources must
be notified of all absences of five or more working days.

Employees shall be entitled to receive one-half salary for a period of up to
twenty-six (26) weeks with proper medical evidence for such illness or
injury.

Employees returning to work from a short-term disability absence must
provide a written release from the attending physician in order to be able
to return to work including any restrictions the employee may have to
request in order to return to work.

The University’s group insurance coverage for an employee on short-term
disability shall be continued for the employee and the employee’s eligible
dependents for the duration of the short-term disability as if the employee
were active at work.

SICK LEAVE
Adelphi University recognizes that an illness or injury may necessitate a
non-union employee’s temporary absence from work. The University
provides sick leave with pay to employees in cases of non-occupational
illness or injury. The University may require written documentation from
a physician verifying the absence as being medically necessary.

All full-time employees and part-time employees (working twenty-five
hours or more per week on a regularly scheduled basis) are covered. Sick
leave entitlement for union represented employees are covered in the
applicable collective bargaining agreement.

FULL-TIME NON-UNION EMPLOYEES
Full-time employees receive up to ten (10) sick days per academic year,
accumulated per month at .83 days per month. These days are paid at full
salary. Sick days are granted for a one (1) year period commencing
September 1st of each year. Up to four (4) unused sick days may be
carried over into the following academic year but, in no event, shall the
total sick days exceed fourteen (14) days during any one academic year
including those carried over from the previous years. New employees are
covered for a prorated portion of sick days.

PART-TIME NON-UNION EMPLOYEES
Part-time employees who are scheduled to work 25 hours or more per
week on a regular basis receive up to five (5) sick days per year. These
days are paid at full salary. Sick days are granted for a one (1) year period
commencing September 1st of each year. Up to two (2) unused sick days
may be carried over into the following academic year but, in no event
shall the total sick days exceed seven (7) days during any one academic
year. New employees and employees who work less than a 12 month basis
are covered for a prorated portion of sick days.
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Employees who abuse the sick leave policy, for example frequently taking
Friday and/or Monday absences, shall be subject to discipline up to and
including discharge.

Sick days are provided for the illness/injury of the employee only and may
not be used to attend to family members or relatives except as is provided
for in the University Family Medical Leave Act Policy (FMLA).

Unused sick days are not payable upon termination of employment.

SMOKING POLICY
It is the policy to comply with all applicable public health laws that
regulate smoking in all publicly used facilities, including a private
institution such as Adelphi University.

Smoking is prohibited in ALL buildings.  This includes classrooms and
laboratories, lobbies and other common areas, restrooms, hallways,
stairwells, elevators, and photocopy rooms.

Individuals who are in violation of this policy will be informed that
smoking is not permitted and that such action is punishable by a fine of up
to $500 and/or 15 days in jail or otherwise provided by applicable law and
will be directed outside or to a “Smoking Permitted” area. Upon the
second offense, individuals will be reprimanded in writing, a copy of
which will remain on file. Upon the third offense, the disciplinary action
may be more stringent up to and including discharge, as decided by the
appropriate University procedure.

Any complaints concerning non-observance of this policy should be
directed to the Office of Human Resources.

SOCIAL SECURITY NUMBER
All newly hired employees are asked to provide the Office of Human
Resources with their Social Security number in order to be authorized to
work. Furthermore, the name and Social Security number an employee
provides and uses while employed at Adelphi University must completely
match the name and number on file with the government at the Office of
Social Security. If an employee’s name and/or social security number
changes while employed, the employee must contact the Office of Human
Resources to update the employee information kept in their personnel file.

SOLICITATION AND DISTRIBUTION OF LITERATURE
Except as otherwise required by applicable law, employees may not
distribute literature or printed materials of any kind, solicit financial
contributions, or solicit for any other cause during working time, in the
interests of maintaining a proper environment and preventing interference
with work and inconvenience to others.  Employees who are not on
working time may not solicit employees who are on working time for any
cause or distribute literature of any kind to them.  This policy also
prohibits solicitations via the University’s email and other telephonic
communication systems.
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Employees may not distribute literature or printed materials of any kind in
working areas at any time.

The sale of merchandise including, but not limited to, food, books,
publications, or services of any kind on Adelphi property is prohibited,
except as approved in writing by the Office of Business Affairs. AU
Auxiliary Service operations (e.g. the University Bookstore, the Child
Activity Center, student organizations and AU food services) are not
restricted by this policy.

• NOTE: Permission to solicit or to sell on the campus(es) does not imply
University endorsement of the products or services offered.

TEACHING BY ADMINISTRATORS
Teaching by administrators is only allowed when prior approval is
received by the Provost Office.

Administrators who teach courses will receive the adjunct rate for classes
taught provided that the administrator receives an adjunct contract for the
semester in which he/she is teaching. Administrators shall not be eligible
to receive payment for independent study.

Administrators who teach during their regular work hours shall not be
eligible to receive additional compensation above their regular base pay;
unless the teaching hours are made up and documented.

Deans and Vice Presidents shall not be eligible to receive additional
compensation for teaching at any time.

TELEPHONE USAGE
Telephones should be used mainly for business purposes and in the most
cost effective manner. While the University recognizes that brief personal
telephone calls are sometimes necessary, excessive use of the telephone
will not be tolerated. Employees who abuse this right may lose the
opportunity to use University phones for personal needs and may be
subject to disciplinary action, up to and including discharge.

Personal long distance calls made at the office are to be paid for by the
employees to the University. Calls made outside of the office, may not be
charged to any Adelphi University office number. Long distance business
calls from outside of the office may be charged to the employee’s home
number or to a telephone credit card issued on the home number. Where
such calls are reimbursable business expenses, they may be submitted on a
Business Expense Report.

Collect calls are not to be made to any office or location by employees nor
are employees in the offices permitted to accept incoming collect calls.

Each month each employee is to review the telephone bill for his/her
extension and advise the department head of those personal calls made by
identifying them on the bill and returning the bill to the department head
along with payment when appropriate.
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TIME SHEETS
All non-faculty employees on the University Payroll are required to
submit an attendance record or hourly/student payroll sheet showing
actual hours worked. All administrative (exempt) employees shall submit
reports of vacation, sick time, etc. taken on a monthly reporting sheet.
Falsification of attendance sheets or hourly payroll sheets constitutes
grounds for immediate discharge.

It is the non-exempt employee’s responsibility to record on a daily basis
the time they began work, lunch hours, and the time they stopped
working. Non-administrative employees’ record of time taken for
vacation, personal, sick, jury duty, funeral leave, etc. is recorded on the
bi-weekly attendance sheet, which is signed by the Department Head,
input by an employee designated by the Dean/Department Head, and
submitted to the Office of Human Resources.  On the last working day of
the covered period, the employee must submit to their manager or
designated supervisor a signed biweekly attendance sheet or hourly
payroll sheet.

Administrative employees’ record of time taken for vacation, personal,
sick, jury duty, funeral leave, etc. is recorded on the Monthly
Administrators Attendance Report which is signed by the Department
Head, input by an employee designated by the Dean/Department Head,
and submitted to the Office of Human Resources.

Student and hourly employees are paid on an hourly basis and must
submit their hours worked on Hourly or Student Time Sheets signed by
their Department Head and forwarded to the Office of Human Resources
by the due date.

Pay schedules with the listed due dates are available in the Office of
Human Resources.

TRANSPORTATION REIMBURSEMENT INCENTIVE PROGRAM (TRIP)
The Transportation Reimbursement Incentive Program (TRIP) is an easy
to use employee benefit program that helps to reduce the burden of
qualified transportation and parking expenses.  Employees can realize
substantial tax savings by paying less in income taxes.  This tax-
advantaged program allows you to save money on the cost of qualified
transportation expenses to and from work.

There are two categories of eligible transportation expenses:

1. Transit (bus, ferry, train, metro) passes or
vanpooling expenses

2. Parking expenses

You can participate in either or both of these accounts.  The program
provides reimbursements for transit passes (metro and railroad passes),
vanpooling and parking expenses incurred for commuting between work
and an employee’s residence.
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The maximum contribution per month is $100 for public transit or
vanpooling expenses and $190 per month for parking expenses. The
maximum contribution per year is $1,200 for public transit or vanpooling
expenses and $2,280 for parking expenses.

Only expenses for services that you incur during a calendar month while
you are an active participant are eligible for reimbursement from your
TRIP Account(s).  This means that for each month you participate in a
TRIP account, you can use the TRIP to pay for services incurred only
during that month provided you were enrolled in the plan at the time the
expense was incurred.

Year-end unused contributions will NOT roll over to the new plan year.

TRAVEL / ACCIDENT INSURANCE
All employees of the University currently are covered for one hundred
fifty thousand dollars ($150,000) accidental death and dismemberment
insurance (including adjunct faculty employees) when traveling on
University business. The University pays the premium for this insurance.

TUITION EXCHANGE
Tuition Exchange is a consortium of approximately 500 colleges and
universities in the United States which allow dependent children of
full-time employees with at least five years of full-time service to apply to
earn their first Bachelor’s degree at institutions other than Adelphi
University.

Applications for Tuition Exchange are available at the Office of Human
Resources along with the minimum requirements to apply.  Selection is
made annually and is highly competitive.

TUITION REMISSION*

It is University policy to provide educational opportunities for our
employees. Tuition remission at Adelphi University is available beginning
the first complete semester after an employee begins work for him/herself
and for an employee’s spouse. Tuition remission is available for an
employee’s dependent children for the semester after one year of
employment. Full-time employees are eligible for tuition remission for
two undergraduate or two graduate courses each semester. Spouses of
employees are entitled to two undergraduate or three graduate courses per
semester. Dependent children of full-time employees are eligible for full
undergraduate tuition remission for the completion of their first
baccalaureate degree; (whether previously conferred from Adelphi or
another institution).  Part-time employees are eligible for tuition remission
for two courses per family per semester: one for the employee; one for the

                                                       

*
Includes same-sex domestic partner coverage. Since the IRS does not recognize the same-sex domestic partner dependent

definition, some benefits will be taxable to the employee and the taxes will be withheld from each paycheck and/or
reported on the employee’s W-2 form, depending upon the requirements of the federal and state taxing agencies.
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spouse, or up to two courses for dependent children if the employee and/or
spouse are not enrolled in any course for that semester.

Full-time and part-time non-union employees are covered. Union
represented employees are eligible to the extent indicated in the
appropriate provisions of their collective bargaining agreements.

To apply for tuition remission, employees must obtain a tuition remission
application form from the Office of Human Resources.

Taxability of Tuition Remission for Graduate Coursework

Employees
Tuition remission for graduate coursework that exceeds $5,250 per
calendar year will be subject to taxation unless the employee is taking
courses and/or a degree which is work-related and the employee receives
an approved exemption in writing, from the Controller’s Office.  All
requests must be submitted prior to the first day of classes.

Spouses
Employees whose spouses receive tuition remission for graduate level
courses will be taxed for the full value of the remission received and the
full amount of the remission will be included on the employee’s W-2.

Note:  Employees, their spouses, and dependents are not, at this time,
subject to federal or state income tax for the amount of undergraduate
tuition remission received.

UNEMPLOYMENT INSURANCE
Employees are covered by Unemployment Insurance which is entirely
paid by the University and is available to be applied for through the
Department of Labor of the State of New York. The Department of Labor
of the State of New York determines eligibility for benefits and the
amount and number of payments received. The employee must contact the
New York State Department of Labor to apply for unemployment
benefits.

UNIVERSITY CENTER
The Ruth S. Harley University Center is the cultural and social hub of the
Adelphi University campus. The operating philosophy of the University
Center is that it be a vibrant and dynamic extension of the University
classroom and embrace a wide variety of programs and services, foster
community and an open exchange of thoughts and ideas. The University
Center is a multi-functional, multi-purpose facility which exists to meet
the needs of the entire campus community including, students, faculty,
staff, alumni, as well as the Long Island community at large. It is a facility
in which casual as well as formal activities can take place concurrently or
at separate times.  Its services include: Information Desk; Balloon
Services; Stamps; Change; Locker Service (in University Center and Post
Hall); Lost and Found; Information about Local Attractions; Travel
Information; Lounge Space with one large screen TV.
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UNIVERSITY RESOURCES, USE OF
University services, staff time, supplies, and equipment are to be used
solely for University business. The University’s name or logo may not be
used for personal or unofficial activities, or in any way that could be
construed as implying endorsement of products or services not sponsored
by Adelphi University.

VACATIONS
Non-union employees shall be entitled to vacation time off with pay based
upon length of service. Vacation time is accrued and must be taken in the
same academic year.  Vacation days may not be paid out.  Also, vacation
may not be carried over without written approval (granted by August 15th)
from the applicable Vice President.  All vacation carry-over must be pre-
approved and taken by October 1st or carry-over will not be permitted .

All full-time and part-time non-union employees (scheduled to work 25
hours or more per week on a regular basis) are eligible for vacation
benefits. Vacation for union represented employees is covered in the
collective bargaining agreements.

Eligible employees are entitled to vacation time off with pay based upon
full months of service and job classification, as follows:

Administrative full-time employees who commenced working prior to
January 1, 1995:

YEARS OF  DAYS OF 
 SERVICE VACATION ACCRUED AT
<1  TO 22  1.83/MO
1 < 10       22  1.83/MO
10 < 15       24  2/MO
15 & >         25  2.08/MO

Administrative employees and non-union clerical employees who
commenced working after December 31, 1994:

YEARS OF  DAYS OF 
 SERVICE VACATION ACCRUED AT
<6 mo        0         0
6 mo<1 yr    10 max  1.67/MO
1 yr and >       20  1.67/MO

Confidential full-time employees who commenced working prior to
January 1, 1995:

YEARS OF  DAYS OF 
 SERVICE VACATION ACCRUED AT

< 3 yrs 0 to 15 days  1.25/MO
3 < 10 yrs        22  1.83/MO
10 < 15 yrs        24  2 days/MO
15 yrs & >        25                2.08 days/MO
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Administrative and confidential part-time employees receive a prorated
percentage of vacation time based upon their work schedule and their date
of hire.

All requests to use vacation time must be made in writing in advance and
approved in writing by the Department Head/Dean.  It is the employee’s
responsibility to ascertain their department’s requirements as to how much
advance notice is needed.

Employees who leave the employ of Adelphi University for any reason
shall be entitled to accrued but unused vacation days only if adequate
notice is provided (see Resignation From Employment).

WORKERS’ COMPENSATION
All employees are covered by Workers’ Compensation Insurance. If an
employee is injured by accident or contracts an occupational disease, they
may be entitled to Workers’ Compensation benefits. Questions regarding
Workers’ Compensation should be directed to the Office of Business
Affairs, Workers’ Compensation Coordinator.

Employees must report any injury or accident to their supervisor and to
the University Health Services in Waldo Hall immediately and complete
any necessary documentation. If the employee receives further medical
treatment, they should advise their physician that the injury is work-
related. The injured employee must produce any related documents
supporting their injury or absence (and subsequent return to work) to the
Office of Business Affairs, Workers’ Compensation Coordinator.

#   #   #


