Dear Colleague,

Welcome to the Loyola University Maryland community. Loyola University Maryland, anchored in
Baltimore, strives to be a leading national liberal arts university in the Jesuit, Catholic tradition. Our
community of faculty, staff, administrators, students, and alumni are a diverse set of gifted individuals who
collaborate with and challenge each other. We encourage each other to realize Loyola’s vision for the future
and to live by our core values. You are strongly encouraged to join the University in exploring and pursuing
opportunities to serve the Loyola community and to grow personally and professionally.

This Staff and Administrators Policy Manual provides information about the terms and

conditions of your employment, your responsibilities as a member of the Loyola community, important
policies and procedures, and general information about the services, benefits, programs, and facilities
related to your employment. However, this manual is not a contract. Please consult with your
supervisor/department chair or with the human resources office if you have questions about information in
this manual or about matters related to your employment. A more extensive description of these policies is
available at www.loyola.edu/hr/policies, which is updated as needed.

Sincerely,

Kristi Yowell

Chief People and Culture Officer and
Associate Vice President for Human Resources
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Employment “At Will”

The policies and practices presented in this manual apply to all staff and administrators of Loyola
University Maryland, unless stated otherwise, and reflect University policy revisions as

of October 25, 2024. THIS MANUAL IS PROVIDED AS A GUIDE AND IS NOT TO BE
CONSIDERED A CONTRACT, EXPRESSED OR IMPLIED.

The University reserves the right to make changes to the policies, procedures, and other statements made in
this manual. Additionally, changes in federal and state law and the University’s needs may require portions
of the manual be revised. Those changes are made to the electronic version of the manual as soon as
possible and can be found on the human resources home page at www.loyola.edu/hr. The electronic manual
supersedes any previous manual, and the contents may be changed by the University unilaterally at any
time. Significant changes will be announced to the community. In addition, the President and his designees
may grant exceptions to any and all policies contained herein.

The Staff and Administrator Policy Manual does not guarantee employment for any employee for any
period of time. Loyola University Maryland is an “at-will” employer, which means that employees have the
right to resign their positions at any time and the University may terminate the employment relationship at
any time for any lawful reason. In rare circumstances, written, fully executed employment contracts may be
the exception to this at-will status. In those rare circumstances, a written contract spelling out the terms and
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Mission

Since its founding in 1852, Loyola has demonstrated a profound commitment to its mission as “a Jesuit,
Catholic university committed to the educational and spiritual traditions of the Society of Jesus and to the
ideals of liberal education and the development of the whole person. Accordingly, the University will
inspire students to learn, lead and serve in a diverse and changing world.” The Jesuit philosophy strives to
educate men and women of competence, imbued with the desire to seek the greater glory of God in all
things. At Loyola, this ideal is further underscored by our guiding belief that a Catholic university is truly
Catholic only insofar as it is truly a university, committed to education that looks critically at the human
condition, raises fundamental questions about meaning, and promotes a love for learning and discovery.
The Catholic intellectual tradition we embrace asserts that faith and reason complement each other, and
questions of faith are encouraged and examined as intellectual inquiries. This approach encourages the
nourishment of a community committed to an examined life of intellectual, social, and spiritual
discernment, as well as the understanding that leadership and service to the world are intimately
connected.

History

Loyola has experienced a remarkable transformation from a small, male-only, local college to a diverse,
dynamic, coeducational university providing undergraduate and graduate education to more than 6,000
students from across the nation and around the world. Our Jesuit, Catholic tradition has prompted the
development and growth of student-centered education with undergraduate programs rooted in the liberal
arts tradition as well as premier graduate programs. These graduate programs, grounded in the Jesuit,
Catholic tradition, are distinguished by a focus on meaningful professional service and leadership and by
an emphasis on academic achievement, excellence in teaching, and engaged, meaningful scholarship.

Loyola’s expansion, development, and achievements have been particularly remarkable in the past two
decades, due in large part to our most recent strategic plans. Magis(1996-2002) strove to make Loyola a
Jesuit, Catholic university of national standing, while Great Resolves, Great Desires (2002-2007) aimed
to provide students with the experiences, tools, and confidence needed to inspire a passion for intellectual
inquiry and to produce students, and later professionals, prepared to transform the world. The successes
attained through the pursuit of previous plans have carried us forward to a point where careful
consideration of our potential and careful planning for our future development become essential.

Commitment to Core Values

In addition to its many other achievements, Great Resolves, Great Desing®vided us with an important
and enduring resource. As part of that planning process, focus groups representing the various
constituencies of the campus community identified and articulated 10 core values that define and express
Loyola’s Jesuit, Catholic identity. The resulting Core Values statement, approved by the Loyola
Conference during the 2001-2002 academic year, has been widely disseminated and embraced within the
university as a standard for shaping programs and attitudes that are authentically grounded in our Jesuit,
Catholic tradition, even as we look toward the future. Also shaping the curriculum of our undergraduate
and graduate programs and providing a means for assessing student learning outcomes are our
Undergraduate Educational Aims and Graduate Learning Goals, respectively. These address expectations
of all Loyola graduates and include many of our Core Values.

We cannot fully achieve our potential of being the leading comprehensive Catholic university without

reflecting upon and considering the role of these Core Values, which must continue to be the guiding
force behind all our endeavors. Our success also relies on continued commitment to several particularly
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significant and noteworthy ongoing initiatives begun under previous strategic plans.
These include:

Supporting Jesuit, Catholic Intellectual Life Across the Entire Campus.

We will continue to seek a strong Jesuit identity and encourage personal transformative development
among all members of our community. The Catholic intellectual tradition, based in the Christian West,
provides a valuable entryway to education and to learning about other faiths and cultures. We will
welcome opportunities to engage in open dialogues to examine and develop intellect and character. We
will renew the emphasis on the exploration of questions of faith, living an examined life, and added
opportunities for participation in the Ignatian Spiritual Exercises. We will consider ways to deepen our
commitment to justice, infusing it more profoundly into the educational life of the university.

Fostering Campuswide Education, Cultivation, and Promotion of Diversity.
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We will pursue and attain this overarching goal through a group of initiatives that address Loyola’s
responsibility to develop programs guided by the enduring principles that have shaped Jesuit education
for centuries, but still responsive to the ever-shifting needs of its students and the communities of which
they are a part. This obligation is further shaped by Loyola’s unique identity as a university rooted in the
City of Baltimore and the State of Maryland but embracing fully our increasingly global society. This
identity is underscored by initiatives that celebrate diversity, enhance relationships with our neighbors,
and highlight our Jesuit commitment to the pursuit of faith and justice.

In pursuing the plan, we will ensure that the Core Values underscore all of our endeavors and urge us to

raise our expectations for students, faculty members, administrators, and staff members while committing
us all to the goal we have set forth.
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I. Employment Policies and Procedures

It is the policy of the University to be fair and impartial in all of its dealings and to recognize the dignity
and worth of the individual. Further, the University maintains an environment that encourages the
realization of the individual employee’s potential and adequate reward for the individual employee’s
effort, achievement, and cooperation. Every employee is given an equal opportunity to advance within the
University. Candidates for employment and promotion are selected on the basis of experience, education,
ability, training and other job-related factors. The human resources office is responsible for monitoring
and guiding the employment process for all staff and administrator positions. Administrators, designated
search officials, and employment and promotion decision-makers are responsible for compliance with
University, federal and state search and recruitment guidelines. The
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with its Ignatian values, the University is committed to creating and promoting a community that
recognizes the inherent value and dignity of each person. Loyola University Maryland does not
discriminate on the basis of race, sex, color, national or ethnic origin, age, religion, disability, marital
status, sexual orientation, gender identity, genetic information, military status, or any other legally
protected classification. The University recruits, hires, and promotes in accord with this policy and its
Core Values.

1.4 Freedom of Speech and Expression

The University is committed to promoting speech and self-expression that fosters an open and productive
exchange of ideas and opinions. The University encourages a balanced approach in all communications
and the inclusion of contrary points of view. As is true with the society at large, the right of free speech
and expression is subject to reasonable restrictions of time, place, and manner, and does not
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Postings made on internet Web sites, blogs, and electronic networks must conform to the same
standards described above for print and PeopleAdmin postings. A member of the employee
engagement unit must pre-approve the posting and be given access to monitor and document the

activity.

1.7 Recruitment of Personnel
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background check, including a criminal history background check, once a conditional offer of hire is
made.

1.9 Filling Vacancies without a Job Search

Hiring managers may request a waiver of the standard job search process. Before taking any action to
initiate a job search waiver, the hiring manager and the director of employee relations and organizational
development evaluate the internal mobility and equal opportunity implications of the waiver action. A
waiver of a job search is considered if (1) the preferred candidate meets the qualifications specified in the
job description and (2) at least one of the following criteria apply:

» Internal selection: A regular full-time or part-time employee of the department is deemed
qualified to fill the vacancy. “Department” is defined as a group of employees with the same
immediate supervisor/department chair. The decision to support an internal-only selection would
be based on an assessment that diversity initiatives would not be compromised by doing so.

» Return to work: An employee pending layoff, on layoff, or an employee returning from
disability leave is qualified to fill the vacancy.

» Current/previous search: The nominated candidate is part of a current or previous
applicant pool (within the past 60 days) resulting from a regular position with the same
job title, minimum requirements, and pay grade.

» Special appointment: Any current employee or external applicant may be appointed to an open
position if authorized by the president.

To initiate a waiver, the hiring manager must discuss the rationale for the request with the director of
employee relations and organizational development. The division vice president and the president must
approve of the request. After a decision is made, the requesting hiring manager will be notified.

1.10 Employment Application

All staff and administrator applicants are required to complete an online application, which may require
the candidate to upload documents such as a résumé, cover letter, and/or references. Selection plans may
also require additional documents (e.g., an essay). Position openings and online applications can be
accessed at http://careers.loyola.edu. Employment applications and documents such as résumés, cover
letters and references are important because they can be used to verify employment history including past
salary levels, provide authorization to check references, and obtain information on the candidate that may
not have been covered during the interview.

Failure to submit the required documents for any position openings or failure to complete the background
screening authorization, which is required for all positions, may result in an offer being withdrawn.

1.11 Reference Checks and Background Checks

Hiring the most qualified individuals contributes to the overall strategic success of Loyola University
Maryland. Reference checks and background checks serve as an important part of the Loyola selection
process. It is the policy of Loyola University Maryland to conduct reference checks on every candidate
the University is considering for a final offer, regardless of the position for which they are applying. All
offers are contingent upon results of a background check. This process is conducted to verify the accuracy
of the information provided by the applicant and to evaluate the applicant’s suitability for the position.

1.11.1 Reference Checks

Because the best predictor of future performance is past performance, reference checks are
essential for hiring managers. Past supervisors/department chairs, coworkers, and even clients and
customers can provide useful references, because those individuals can attest to the candidate's
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work performance.

It is important to inform the candidate before contacting their references. This will provide the
opportunity for the candidate to alert those who will speak on their behalf.

It is appropriate to honor a candidate's request to wait to contact the current employer until an
offer is made.



https://www.loyola.edu/-/media/department/hr/documents/quick-links/background-
screeningprocedures.ashx?la=en

1.12 Falsifying the Application and the Reporting of Convictions

False application responses, false documentation, or failure to disclose felony criminal convictions are
grounds for termination of employment or disqualification from employment. Applicants for
employment, or individuals who have begun employment, who are convicted of a criminal violation after
they have applied should contact the human resources office within five days of the conviction. Failure to
report a conviction is grounds for discipline up to and including termination of employment or non-
selection of an applicant. Supervisors/department chairs should notify the
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https://www.loyola.edu/-/media/department/hr/documents/quick-links/background-screening-procedures.ashx?la=en
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http://www.loyola.edu/disbursements/Travel.html
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division vice president, and/or to the president for approval and signature. Upon receiving
electronic notification of these approvals, the hiring manager, department chair, or administrative
supervisor of the position will make a verbal offer that will include an agreed upon salary and
start date. In emergency situations, offers of employment may be extended contingent upon a
favorable background screen being received. When a contingent offer of employment is extended
it should be stated in the offer letter.

1.14.3 Appointment

Once the selected candidate accepts the verbal offer of employment, the human resources partner
will confirm the appointment in an offer letter specifying the employee’s title and compensation.
The new employee will report to the designated office on the date and time stated in the offer
letter. The job description and University policies establish the terms and conditions of
employment.



1.16
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http://www.loyola.edu/hr/forms
http://www.loyola.edu/HR/Forms/Employment/ConfidentialityAgreement.pdf

return their parking pass and identification card. Additional information and parking fees can be found on
the student administrative services Web site at www.loyola.edu/sas.

1.20 Keys and Access Cards

Employees may be issued University keys and/or access cards in the course of their employment. It is the
employee’s responsibility to safeguard the keys and access cards issued to them. The duplication of keys
and/or access cards is prohibited. If a job requires an employee to have keys and/or access cards, they will
be asked to sign for them by the key control manager or department head. If an employee transfers to
another department or separates from the University, they will be required to return the keys and/or access
cards. Employees may be charged the cost of replacing lost keys or access cards. Failure to safeguard the
use of these keys or cards may result in disciplinary action, up to and including termination. Keys may be
requested by e-mailing your request to keys@loyola.edu or by calling ext. 2239.

1.21 Uniforms and Dress

A uniform for an employee may be provided by the University to identify persons to the general public or
guests of the University or to prevent injury to an employee while performing a hazardous job. Each
employee provided a uniform shall take the necessary steps to protect it from excessive damage and wear.
Uniforms issued by the University are to be worn only during working hours. When a uniform is
provided, it must be worn by the employee. Employees who are required to wear uniforms should consult
with their supervisor/department chair regarding their dress requirements. All University employees
represent the University and therefore have a personal responsibility for presenting an appropriate
appearance. Good grooming, personal cleanliness, and appropriate dress are essential at all times.

1.22 Relocation Reimbursement

Some new employees may be reimbursed for relocation expenses up to a specified maximum amount.
The terms must be discussed prior to hire and agreed to in writing as a condition of hire. The payment of
moving expenses is authorized under this policy only when the distance between the new place of work

27


http://www.irs.gov/pub/irs-pdf/p521.pdf
http://loyola.edu/financialservices/payroll/index.html
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New employees are required to attend an orientation on, or immediately following, their first day



calendar days or be terminated. Administrative employees may begin using paid sick leave after
90 days, and other paid leave upon successful completion of their provisional period.

1.25 Promotions

A promotion is defined as reclassifying a position and/or moving a person from a lower pay category to a
higher pay category. This can occur as a result of a significant change in the nature and extent of job
duties, resulting in a reclassification of a position and the incumbent in the position; or, it can result from
an employee applying for and being selected to fill an available vacancy in a higher pay category.
Promotions may also be initiated by the University or the supervisor/department chair in the same way as
a transfer to meet changing resource needs. Promotions are arranged through the human resources office
and may result in an increase in compensation if funding is available. If funding is available, pay will be
increased by 5 percent or to the minimum of the new range, whichever is greater. All promotions are
subject to a 90 calendar day provisional period for staff and 180 calendar day provisional period for
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and organizational development (ext.
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Office identification signage, where appropriate, will use the chosen name and official university


https://www.loyola.edu/-/media/department/hr/documents/forms/name-change-form.ashx?la=en
https://www.loyola.edu/-/media/department/hr/documents/forms/name-change-form.ashx?la=en
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status change(s) including citizenship, legal name, address, telephone number and
emergency contact data. Employees must update their payroll tax forms upon moving to
another state or changing their legal name. For legal name changes, the employee must
also file a legal name change with the Social Security Administration and receive a new
card. The new original social security card must be presented to the human resources
office for verification, and then the employee’s human resources record will be updated.
Address changes, telephone number changes, and emergency contact changes may be
processed through Web Advisor. For guestions about making changes to employee



[1.Separation




Il. Separation

2.1 Employee Initiated Separation

2.1.1 Job Abandonment

When an employee fails to report to work as scheduled for three consecutive workdays without
notifying their immediate supervisor/department chair, the employee is deemed to have
abandoned their job. If the employee provides the
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Terminations are to be treated in a confidential, professional manner by all concerned. Employees
dismissed for cause are not eligible for severance or advanced notification. Employees terminated during
their provisional period will not receive a payout of their unused vacation leave. Advanced written
notification for layoff, reduction in force or elimination of positions will be based on regular, full-time
length of service and will be communicated to the employee according to the following schedule:

Professional/Administrative

Less than 3 years 2 months
Completed 3 or more years 4 months

More than 6 months 15 working days

Less than 3 years 2 months
Completed
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upon recommendation by the appropriate vice president. Factors to be considered in determining
who will be affected include job performance, length of service and qualifications for the
positions which remain after the reduction in force.

2.2.2 Termination for Cause

Termination for cause by the University is generally the result of an employee’s inability to attain
the required level of performance on the job, failure to comply with required policies and
procedures, failure to meet standards of professional behavior applicable to employment, or
repeated fa






[1l. Compensation
and Salary
Administration













University policy. Overtime is payable for hours worked or paid in excess of 40 hours per week.

3.5.2 Exempt Employees (Full-time Administrators)
FLSA defines the criteria for determining which jobs are exempt and do not require compensation
for overtime. Exempt employees are paid an annual salary and are not compensated for overtime.

3.6 Pay Structures
Structuring position pay is a way of standardizing compensation practices. Most pay structures include
several grades with each grade containing a minimum salary/wage and either step increments or grade

range.
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3.6.1 Pay Grades and Ranges

Staff and administrator pay ranges are designed to allow considerable flexibility in managing pay,
while maintaining equity within the University and a salary competitive with the relevant job
markets. Pay ranges are reviewed on a fiscal year basis to determine their position within the job
market. The director of compensation and the Associate Vice president for human resources use
salary surveys and other resources to develop the range structure and make recommendations to
the cabinet and to the president. Final authority to approve salary ranges rests with the president
and the board of trustees.

Salary grades are wide enough to facilitate an appropriate incumbent salary movement through
the structure based on years of service, years in role, experience and skills, and performance. A
salary structure requires two sets of decisions:

1. Determination of the value of the job (range)
2. Determination of salaries of individuals in that job

The salary structure balances external market information from published compensation surveys,
with internal considerations. It consists of 14 grades, each with a minimum, midpoint, and
maximum salary point (defined below). Multiple jobs exist within the grade.

Setting an appropriate starting pay for new employees is a critical part of attracting high quality
candidates. Supervisors/department chairs setting a starting pay rate or salary should consider the
salary range, market pay for the position, the candidate’s skills and experience, equity within the
work unit or department, and budget constraints.

e A minimum, the lowest salary for jobs in the grade. Generally, an employee will not be
paid below the minimum of the grade, unless approved by the human resources office
and the senior leader of the respective area
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http://www.loyola.edu/hr/compensation

X Market Adjustment: an adjustment that is made to recognize changes in the competitive
market salary for a job. Occasionally, unusual market circumstances may warrant an
adjustment.

3.7 Position Management

Position management is the process by which department managers, in consultation with the human
resources office, determine how jobs are defined, how many positions are needed, and what the
organizational structure should look like.

45

3.7.1 Job Descriptions

Job descriptions are a fundamental component for employee recruiting, staff planning, and job
benchmarking and classification. Maintaining and updating current and accurate job descriptions
is a shared responsibility between employees, managers/department chairs, with consultation
from the human resources department. Job descriptions are a snapshot of key aspects of each
unique position and although informative, they are not an exhaustive list of responsibilities. Well-
written descriptions outline the essential functions of the role, education, experience, and skill
requirements, and level of manager/decision-making responsibilities.

3.7.2 Job Titles

Job titles should be consistent within a department and across all departments of the

University. Reviewing a job’s primary duties, its function and responsibilities are essential to
developing an accurate and appropriate title. Accuracy of job titles are critical for the following
reasons:

X Ensure consistency of managerial, professional, administrative and technical job titles at
Loyola.

x Facilitate consistency in institutional reporting to federal and professional agencies

x Facilitate matching of Loyola positions to the external market for job and salary
benchmarking
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ensure the appropriateness and ongoing applicability of the structure.

3.9.2 Promotion

A promotion is the advancement of an employee’s rank and/or position with significantly greater
responsibilities. A promotion usually includes an increase in pay that is equitable and
competitive. The human resources office set the pay level within the pay range assigned to that
position. The selected pay is based on the employee's skills, knowledge and competencies. Since
circumstances vary and each advancing employee has a different pay history, it is important to
consider the employee's current level of performance compared to expectations, the employee's
pay compared to peers in the new category with similar skills, knowledge and competencies, the
criticality (and possible scarcity) of the employee's skills to the University, and the depth and
breadth of the employee's skills when making pay decisions related to advancement. If the
recommended pay increase is significant, it may be appropriate to phase the increase in over a
period of time. The director of compensation is available to consult with managers/department
chairs and to provide guidance about pay decisions related to advancement. Depending on market
conditions, relevant experience, and education, a promotion can be anywhere from a 3% to 15%
increase in pay.

3.9.3 Voluntary Change to a Lower Pay Grade
If an employee applies and is selected for a position in a lower pay grade, their pay in the lower
graded position will be reviewed based on placement in the new pay range. If the employee's pay

exceeds the range max.4 (t)2.3.8 (ceel8 (.4 0.0Tf0.001 Tc -0.001 Tw 3. €148 Td[(3)-16 (e.)-2.4 6omt3.8 (wer)-1.4
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time sheets issued from the payroll office. The signed sheets are then processed with the regular
bi-weekly time sheets. The signed sheets will gradually be replaced by the installation of an
electronic time keeping reporting system. Employees who work overtime without prior manager
authorization will be paid in accordance with
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prior two-weeks of work. The workweek runs from Saturday through Friday. If Friday is a
holiday the payday will be the preceding workday.

x Student Payroll: Student employees are paid on Friday based on a bi-weekly pay cycle for
the prior two-weeks of work. The workweek runs from Saturday through Friday. If Friday is
a holiday the payday will be the preceding workday.

Refer to the Staff, Administrator, and Student payroll schedules for a full list of pay dates.

3.11.2 Mandatory Deductions


https://colss-prod.ec.loyola.edu/Student/HumanResources/BankingInformation?hideProxyDialog=false




Loyola University Maryland does not recognize contracts signed by University employees as binding to
the University unless the employee who signs the contract has signatory authority. Employees who sign
contracts without authority, properly delegated under the Board of Trustees approved procedure,
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https://www.loyola.edu/-/media/department/hr/documents/about/policy-manual/remote-work-policy/final-employee-proposal-form-july-2021
https://www.loyola.edu/-/media/department/hr/documents/about/policy-manual/remote-work-policy/final-employee-proposal-form-july-2021

president or designee.

Any remote work arrangement made will be on a trial basis for the first three months and may be
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https://www.loyola.edu/-/media/department/hr/documents/about/policy-manual/remote-work-policy/final-remote-agreement-form-july-2021

S7

3.14.7 Hours of Work

The total number of hours that employees are expected to work ordinarily will not change,
regardless of work location. Employees agree to apply themselves to their work during regularly
scheduled work hours as determined by the supervisor.

Supervisors must ensure that procedures are in place to document accurately the work hours of
employees who work remotely, in particular ensuring compliance with the Fair Labor Standards
Act.

3.14.8 Travel

Supervisors may require the employee to report to the University worksite or meeting places as
needed for work-related meetings or other events, or supervisors may meet with the employee in
the alternative work location as needed to discuss work progress or other work-related issues.

Employees required to or hired exclusively to work remotely to service different geographical
locations (i.e., embedded regional positions) may expense business travel arrangements that are
approved by their supervisor in line with the University travel policy.

Employees who request a move from their on-campus work location to an approved fully remote

work location within normal commuting distance, ordinarily within 90 miles, will bear the cost of
travel to and from the University campuses, as they would have done so prior to the remote work

arrangement.

Employees with approved fully remote work arrangements who are required to travel for
University business outside of a normal commuting distance, may be reimbursed for travel
arrangements that are approved by their supervisor in line with the University travel policy.

3.14.9 Use of Leave

Remote work is not intended to be used in place of sick leave, Family and Medical Leave, leave
used under the Maryland Health Family Working Act, Workers’ Compensation leave, or other
types of leave.

3.14.10 Equipment

Loyola University supplies every employee with a single standard configuration which includes a
computer (laptop or desktop) and accessories appropriate for their job requirements and work
schedule. The standard desktop configuration consists of the desktop, a single monitor, wired
keyboard and mouse. A standard laptop configuration consists of the laptop, the laptop power
cord, and a docking station. A monitor is not supplied with the standard laptop configuration.
Technology Services will not provide more than one configuration to either be used at the on-site
office or at the home office. Employees approved to work a hybrid remote arrangement should
select a laptop computer that they carry between both offices. Additional accessories above what
is provided in the standard configuration will not be supplied. Internet connections, phone lines,
subscriptions, printers, cell phones, or other technology hardware for home use are not provided
by the University and are an expense of the employee. All technology purchases must be
procured through Technology Services and follow the Technology Procurement and Disposal

Policy

The University recommends that employees use a headset to reduce background noise and
improve sound quality. Employees must maintain an internet connection that is stable and fast
enough to support video conferencing, email, chat, file editing and other day-to-day work tasks.
The employee assumes responsibility for the security of information, documents, and records in


https://loyola.teamdynamix.com/TDClient/1866/Portal/KB/ArticleDet?ID=110617
https://loyola.teamdynamix.com/TDClient/1866/Portal/KB/ArticleDet?ID=110617
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To the extent possible, the supervisor and the employee should mutually agree to a remote work
arrangement. However, the University may establish a remote work arrangement as a condition of
employment, based on business needs. In such cases, this requirement should be included when
the position is advertised and in correspondence offering employment. In the event that the
University, for business reasons, needs to make a change to the work location, every effort will be
made to provide 30 days of notice and in no instance, less than one full pay period of notice.

3.14.14 Termination of the Remote Work Arrangement

All remote work arrangements are subject to ongoing review and may be terminated at any time.
The University may terminate the remote work arrangement at its discretion. Where possible,
supervisors should give employees 30 days’ advance notice if a decision is made to terminate the
arrangement; however, advance notice is not required.

Questions about this policy should be directed to human resources at Ext. 2354.

3.15 Volunteer Policy
The talent and services of volunteers are important to Loyola University Maryland in accomplishing its
religious and charitable mission of research, education, and outreach. Although volunteers are not
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https://www.loyola.edu/-/media/department/hr/documents/about/policy-manual/volunteer-policy/volunteer-agreement-final-2021
https://www.loyola.edu/-/media/department/hr/documents/forms/confidentiality-agreement.ashx?la=en
https://www.loyola.edu/department/hr/about/policy
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email the human resources partner in a timely manner to request the background screen and
supply them with the signed volunteer Agreement, volunteer Release Agreement, and
Confidentiality Agreement. HR will then email the volunteer an online link to authorize Loyola to
begin the background screening process. The volunteer with read and sign the FCRA disclosure
and authorization form online, and the background screening process will begin. Human
resources will notify the department administrator when the volunteer is cleared to begin the
assignment.

Before the volunteer starts their assignment, the department supervisor arranges for a workstation
and/or supplies and/or systems needed for the assignment. Depending upon the assignment,
supervisors may need to provide specific training related to the assignment and the department,



V. Work Schedule
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X Time worked in excess of 40 hours during a work week will be paid at the normal
overtime rate of one-and-one half times the regular hourly rate regardless of whether the
University is open or closed.

b) Non-Essential Employees Inclement Weather and Unscheduled Close Pay

When the University closes for inclement weather or other emergency, non-essential employees
are not required to report to work and will receive unscheduled close pay at their regular rate for
the hours they were scheduled to work during the closed period. Non-essential employees are not
eligible to be paid for both hours worked and unscheduled close pay for the same hours.
“Additional” pay is not authorized for non-essential employees who choose to come to work.
Essential and non-essential employees who previously arrange to take vacation or sick leave on a
day or days on which the University is ultimately closed due to weather or other factors must still
use sick or vacation leave for those days/hours.

4.6 Emergency Closings/Early Release
All employees at work are notified of any emergency closings or early releases during
that work shift. The time of closing will be determined by the University’s Emergency Committee.
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V. Benefits and
Wellness




V. Benefitsand Wellness

5.1 Benefis Administration
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the following year. The employee’s costs for elected benefits offered through the Cafeteria
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of employment or the termination of employment.

b. Spouses of Employees

The spouse of an employee covered by a group health plan may be a qualified beneficiary and
may have the right to choose continuation of coverage, if they lose group health coverage under a
group health plan for reasons such as:

X death of spouse;

X termination of spouse’s employment or reduction in spouse’s
hours of employment;

x divorce or legal separation from spouse; or

X spouse becomes eligible for Medicare coverage.

c. Dependent Children

A dependent child (a child born to, or placed for adoption with, the covered employee during a
period of continuation of coverage) of an employee covered by a group health plan is also a
qualified beneficiary. Dependent children have a right to continuation of coverage if group health
coverage is lost for any of the following reasons:

X death of a parent;

X termination of a parent’s employment or reduction in a parent’s
hours of employment;

X parents’ divorce or legal separation;

a parent becoming entitled to Medicare; or

X dependent child ceases to meet their group health plan definition
of a dependent.

x

5.8.2 Separate Elections

If there is a choice of types of coverage under a plan, an employee or former employee who is
eligible for continuation of coverage is entitled to make a separate election from the types of
coverage available. For example, a spouse or dependent child is entitled to elect continuation of
coverage even if the covered employee does not make that election. Similarly, a spouse or
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employee chooses continuation of coverage, the plan will provide coverage identical to the
coverage provided under the plan to similarly situated employees or family members. This means
that if the coverage for similarly situated employees or family members is modified, the
employee’s coverage will be modified. Similarly situated refers to a current employee or
dependent who has not had a qualifying event.

5.8.4 Length of Coverage
In compliance with COBRA, the opportunities for an employee to continue their health coverage
vary according to the qualifying event(s).

x Employees terminated for reasons (see Section 5.8.1) whose hours are reduced may continue
their coverage for 18 months.
X



more information, call 1-800-765-0770. EAP services are available 24 hours a day, 7 days a week.

5.10 Live Near Your Work Program (LNYW)
Working as partners, the City and University will each contribute toward the down payment and closing
costs associated with the purchase of a house near Loyola. An application for the $2,000 grant must be
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5.12 Retirement Program
The University provides two ways for eligible employees to save for a secure financial future in their
retirement. In addition to social security, the University sponsors a 403(b) retirement plan. Eligible
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Theological Studies program, Full Time Speech Pathology program, Full Time Montessori program,
continuing education units, International Study Tours, courses that have not met minimum enrollment,
and courses over maximum enrollment levels are not covered.

Loyola University Maryland reserves the right to determine, without notice, that other schools or
programs are eligible or ineligible for purposes of this benefit. Prior to enrollment, eligible employees
should check with Human Resources to confirm that the Tuition Remission benefit is applicable to the
school and program in which they plan to enroll.

All prospective students must meet the criteria established by the University for admission. Specific
information regarding admission criteria may be obtained from the admission office (ext. 5012 —
undergraduate or ext. 5020 — graduate).

The provisions herein regarding the taxation of the various tuition remission and exchange benefits do not
constitute and should not be construed as tax advice. The tax treatment of tuition benefits is subject to
change and employees are advised to consult their tax advisors with respect to questions regarding
individual tax obligations. Employees are solely responsible for tax liabilities incurred for remission or
exchange benefits received under this Policy.

5.13.1 Full-time Employee Eligibility

Regular full-time employees receive 100 percent tuition remission effective the first full semester
following the completion of 6 months of continuous employment and successful completion of
provisional period. To continue in the tuition remission program, employees must remain in an
eligible academic and employment status. This benefit is extended to retirees. For Employee
Graduate Degree Program Tuition Remission, if full-time employment terminates (except in the
case of layoff) prior to or less than one
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the department is not affected. Employees may attend one course per semester (fall/spring) during


http://www.loyola.edu/hr/forms
http://www.loyola.edu/hr/forms
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An eligible spouse of a regular full-time employee is entitled to 100 percent tuition


http://www.loyola.edu/hr/forms



http://www.loyola.edu/hr/forms
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5.13.9.6 Charges

The tuition remission benefit only covers the cost of tuition; it is the employee’s
responsibility to pay for all other charges, such as books, fees, special charges, and
independent studies. In addition, continuing education units, International Study
Tours, courses that have not met minimum enrollment, and courses over
maximum enrollment levels will not be covered.

5.13.9.7 Tuition Remission Death Benefits

The spouse and dependent children of a full-time employee who dies while
employed by Loyola University Maryland will be granted prorated tuition
remission benefits at Loyola University Maryland based on the employee’s length


https://telo.tuitionexchange.org/schools.cfm
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number of FACHEX tuition scholarships it offers in order to maintain a balance
between the number of exported students and imported students.

5.13.10.4 Taxation of FACHEX Tuition Remission Benefits
FACHEX tuition remission for a dependent child should not be taxable.

5.13.10.5 Application Process

The dependent child applies for admission to one or more of the FACHEX
schools. At the same time, the eligible employee completes the Tuition
Scholarship Preliminary Application. The Tuition Scholarship Preliminary
Application may be obtained on the human resources office Web site at
www.loyola.edu/hr/forms. The most recent 1040 tax form must be attached and
forwarded with the completed Tuition Scholarship Preliminary Application to the
Loyola human resources office. The human resources office contacts the
individual school(s) to verify eligibility once the completed paperwork is received
and approved. Each year it is the employee’s responsibility to verify to the human
resources office that the student will be returning to the school. The human
resources office must submit a re-certification form each year to the school for
returning students. If the human resources office does not receive notification each
year, the re-certification will not be submitted, and the tuition remission benefit
may be forfeited. There are no guarantees given to eligible employees that their
dependent children will be received into the FACHEX program at the college or
university of their choice. Each FACHEX school determines the maximum
number of FACHEX awards available and sets its own criteria for deciding who is
going to receive the benefit. Students should contact the schools directly
concerning the possibility of any openings that might be available.

5.13.10.6 Separation from the University

If an eligible employee separates from Loyola University Maryland or loses
eligibility prior to the end of the semester, the student may be allowed to continue
through the end of the semester but loses eligibility for the next term.

5.13.10.7 Charges

Students participating in the FACHEX program are expected to pay all fees
assigned by the institution receiving the student. These fees may include but are
not limited books, lab fees, and room and board charges.

5.13.11 Tuition Exchange, Inc. (TE) Program

Loyola University Maryland belongs to Tuition Exchange, Inc., a national network of
over 530 higher education institutions. Membership includes private as well as public
institutions, liberal arts colleges and comprehensive institutions of higher education, and
specialized schools. Dependent children of eligible employees may apply for
undergraduate admission to one of the participating institutions. If the eligible dependent
child is accepted, they are eligible for tuition remission subject to the terms and
conditions set by the admitting institution. All prospective students must apply and meet
the full-


http://www.loyola.edu/hr/forms

contact the schools directly concerning the possibility of available TE scholarships,
admission procedures, and criteria.

5.13.11.1 Eligibility

Eligibility for TE remission for dependent children of full-time employees is
effective the first full semester coinciding with or following completion of three
years of continuous service. The eligible employee whose employment conveyed
eligibility for tuition remission must continue to also meet Loyola’s eligibility
criteria.

5.13.11.2 Value of TE Tuition Remission

Tuition Exchange, Inc. sets a minimum rate of tuition remission each year for
participating schools. The host institution sets the amount of TE remission to
award each year. Most member schools offer a basic award of full tuition or the
minimum rate. Schools have the option to charge students the difference between
their tuition and the minimum rate. Some schools with tuition less than the
minimum set rate may offer more than basic tuition awards. Information regarding
rates may be obtained from the human resources office.

5.13.11.3 Course and Credit Guidelines

Tuition remission pertains to full-time, undergraduate enrollment during regular
academic semesters. No summer courses or prerequisite courses are included in
this benefit. There is a limit of eight semesters to receive TE remission. Even
dependents eligible for TE scholarships are not guaranteed an award. The fact that
an institution belongs to TE only allows eligible employees the right to apply for a
scholarship. Loyola may have to limit the number of TE scholarships it offers in
order to maintain the required balance between the number of exported students
and imported students.

5.13.11.4 Taxation of TE Tuition Remission Benefits

TE tuition remission scholarships received by a dependent child should not be
taxable.

5.13.11.5 Application Process

When an eligible child begins thinking about applying to TE colleges, they should
request that Loyola University Maryland send a notice of eligibility to those
participating schools by completing the Tuition Scholarship Preliminary
Application. This form may be obtained from the human resources Web site at
www.loyola.edu/hr/forms. The completed form and the most recent 1040 tax form
should be forwarded to the human resources office. It will be the responsibility of
the human resources office to contact the individual schools to verify eligibility



http://www.loyola.edu/hr/forms
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that same time.

5.13.12.2 Course and Credit Guidelines

High school tuition remission benefits are limited to four years per dependent
child. This benefit covers only high school tuition for full-time enrollment during
the regular academic semesters. Summer courses and prerequisite courses are not
included in this benefit.

5.13.12.3 Taxation of Tuition Remission Benefits

The high school tuition remission benefit for a dependent child should not be
taxable.

5.13.12.4 Application Process

To request high school tuition remission, a Dependency Certification Form must
be completed and submitted to the human resources office. Each high school sets
different deadlines for tuition remission benefits. This form and deadlines may be
obtained on the human resources office Web site at www.loyola.edu/hr/forms. The
employee is responsible for obtaining and completing a new Dependency
Certification Form each year tuition remission is requested. After the form is
completed, attach your most recent tax form, and forward both items to the human
resources office before the appropriate deadline. The human resources office will
then contact the individual high schools to verify eligibility each year. If the
Dependency Certification Form or most recent tax form is not submitted on time,
tuition remission may not be granted by the high schools.

5.13.12.5 Separation from the Un(ces4ysd.1 (s)4 (1)2.3 (0 1)2.3 (he)4.3 ()]TJ -0.003 Tw [(
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Toddler care (18 to 24 months);
Preschool (2years to 4years);
Pre-kindergarten (4 to 5 years); or
Before or after school.

X X X X

Additionally:

X Multiple child care arrangements are often necessary and are eligible for reimbursement.

X Programs offering experiences as “camp” or “recreational” opportunities are not eligible for
program submission.

X No assistance will be awarded when a public-school alternative is available.

X Assistance may not be used for optional classes offered at additional cost during regular child
care hours.

5.14.3 Amount of Financial Assistance
X The total funds allocated, percentages and income levels are set by the University



(1) Employees with complete and approved applications on file must submit a completed
Monthly Cost Verification Form to the benefits and wellness unit to initiate reimbursement:

Mail or Delivery: 5000 York Road, 2" floor, Baltimore, Maryland 21212
Fax: 410.617.5072
E-mail: ccvp@loyola.edu

(1) Monthly Cost Verification Forms must be submitted within 30 days of the end of the month
for which reimbursement is being requested (e.g. the Monthly Cost Verification Form for
reimbursement of January costs must be submitted no later than February 28).

(2) Late Monthly Cost Verification Forms will not be processed.

5.14.6 Taxation of Child Care Voucher Benefit

Employees may receive up to $5,000 of non-taxable child care benefits. Regulations are revised
and published annually by the IRS. Please check the IRS criteria for taxation of tuition remission
benefits with the IRS or your tax advisor annually.

5.15 Health Insurance Portability and Accountability Act (HIPAA)

The Health Insurance Portability and Accountability Act of 1996 (HIPAA ) is a federal law that
established guidelines for protecting the privacy and security of personal health information (protected
health information, or PHI). Employer-sponsored health plans, health care providers and health care
clearinghouses must protect identifiable health information that is created, maintained or transmitted
electronically, by paper or via verbal communication. These entities can only use or disclose protected
health information for certain purposes, unless specifically authorized by the individual. The Notice of
Privacy Practices provides specific information about the rights and protections available to individuals
under HIPAA.

There are some records that are not covered by the HIPAA PHI guidelines. They are Workers’

Compensation records, family medical leave records, sick leave doctor notes, fitness-for-duty notices, and
occupational safety and health records.
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Section VI.

V1. Leave




VI. Leave

Vacation and sick leave hours are accrued each pay period. These periodic accruals add to the number of
hours or days available to take as paid vacation or sick leave.

6.1 Vacation

Employees are encouraged to use their accrued paid vacation leave. Vacation leave may also be used to
attend to personal matters or, when necessary, be used to supplement sick leave. Your vacation leave
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following reasons:

X Care or treatment of the employee’s or a family member’s mental or physical illness,
injury, or conditions;

x Preventive medical care for the employee or family member;

Maternity or paternity leave; and

X Absences that are necessary due to domestic violence, sexual assault, or stalking
committed against the employee or the employee’s family member, including obtaining
medical or mental health attention, victim services, or legal assistance.

x

Family member means an employee’s child, spouse, parent, parent-in-law, siblings, grandchildren and
grandparents. Biological, adopted, foster, step and in “loco parentis” (when someone stands in the place
of a parent) relationships are recognized.

Notice Regarding Maryland Healthy Working Families Act
The Maryland Healthy Working Families Act (the “Act”) requires Maryland businesses with at least
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6.2.2 Notifying Your Supervisor/ Department Chair

An employee who wishes to take sick leave for a reason set forth above must contact the
employee’s supervisor/department chair at or before the beginning of the workday on each day of
absence. Employees must use the telephone number or method specified by the employee’s
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FMLA (Family and Medical Leave Act), Maryland Healthy Working Families Act (MHWFA), mission
and community service leave, jury duty, bereavement and time without pay. Supervisors/department
chairs should contact the director of employee relations and organizational development for advice
pertaining to issues of employee attendance including excessive absenteeism and/or lateness or leaving
early (ext. 1345).

6.31 Repeated Absenteeism

Any absence for hospitalization or for three or more days may qualify for Family Medical Leave
(FMLA). FMLA requires supervisors/department chairs to notify the benefits unit in human
resources on the third consecutive day of an employee’s absence or if the employee is
hospitalized (ext. 1368).

Frequent employee absences can create problems for the work units. A pattern of repeated or

chronic absenteeism, other than legally protected leave, may be considered by the
supervisor/department chair as excessive. Legally protected leave includes qualified Family
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termination.
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in consultation with the human resources employee engagement unit to ensure that actions taken
are consistent throughout the University.

Final Revision 4.15.2019, Office of Human Resources

6.3.5 Counseling Guidelines for Suspected Alcohol or Drug Use

It is recommended for supervisors to follow these steps if there are patterns of behaviors that lead
you to believe an employee may be abusing drugs or alcohol (for example, disheveled
appearance; unsteady gait; slurred speech; bloodshot or glazed eyes; odor of alcohol on breath;
Monday/Friday absence pattern; increased tardiness or failure to call in; frequent absences from
work area; missed deadlines; changes in performance; moodiness):

(1) Document the pattern of behaviors that led to the counseling. Provide specific examples to
supp(;)2.3 (.7 (88(i)-1.7 (d)-3.7 (e sp)-3.8 (eci)-(0)-3.8 ()] Tu(ce p)-3.7 (a),)] TJ-0.001 Tc 0.002 Tc 0 T(s)4 (i)b¢



public safety-administered tests are acceptable for purposes of this policy). If the test indicates
the employee is under the influence of drugs/alcohol and unfit for duty, they will be subject to
discipline up to and including termination.

(4) If the employee agrees to the test, the employee should be escorted to a Concentra medical
site. (Do not let the employee drive to the test site or drive home). Call Campus Police if the
employee insists on driving while impaired.

(5) If the employee refuses to submit to a fitness for duty assessment, say that refusal will result in
immediate dismissal.

6.4 Bereavement

When a death occurs in an employee’s immediate family, they are eligible to take paid bereavement leave
up to a maximum of three working days to attend viewings, the funeral and/or make funeral
arrangements. Part-time employees receive one day of paid leave equal to the number of hours they work
if the leave is taken on a regularly scheduled work day. For the purpose of this bereavement policy,
immediate family includes parents, parents-in-law, step-parents, grandparents, step-grandparents, spouse,
children, step-
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employee is not scheduled to work, but is asked to come in on a day that falls on a holiday, they
will be paid for the hours worked and will receive holiday pay equivalent to the number of hours
worked, not to exceed to the number of hours in their regularly scheduled shift, or are given a
delayed paid holiday.

b. Part-time Employees

Part-time employees are paid for holidays at their regular rate for the number of work hours
regularly scheduled on that day. In order for part-time employees to be eligible for holiday pay,
the holiday must fall on a day they are regularly scheduled to work. The employee must work or
take paid leave for the balance of their regular schedule for the pay week in which the holiday
occurs.

c. Evening Shift Employees

On official University holidays, evening shift employees receive holiday pay for the hours that
would have been worked on the evening shift. The evening of an official University holiday,
when administrative offices are closed during the day, is a paid holiday for evening shift
employees. A Friday holiday would be a Friday evening holiday for evening employees.

6.6 Personal Leave Days

All regular full-time staff are given three paid personal leave days during each benefit year. The benefit
year ends on the last pay period end date prior to July 1. The benefit year begins on the pay period start
date in which the pay period extends after July 1. This date is generally late June. New employees are
given personal leave days on a prorated basis. Staff employees hired after February 1 may use their
personal leave during their provisional period at the discretion of the supervisor/department chair.
Whenever possible, personal leave days should be scheduled in advance. Personal leave is approved at the
discretion of the supervisor/department chair. Personal leave days do not carry over from one benefit year
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X Up to 26 weeks of leave in a single 12-month period to care for a covered service member
recovering from a serious injury or illness incurred in the line of duty on active duty. Eligible
employees are entitled to a combined total of up to 26 weeks of all types of FMLA leave during
the single 12-month period.

Eligible spouses who work for the same employer, and are eligible for FML, are only entitled to a
combined 12 workweeks of leave taken for birth, adoption, foster care, to care for a parent, and military
leave. Both employees are entitled to the full 12 weeks for their own illness or to care for a sick child or

spouse.

6.8.2 Requesting Family Medical Leave
Employees seeking to use family and medical leave are required to provide 30 days advance
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6.8.4 Intermittent Leave

An employee taking leave for personal illness or to care for a sick family member

may take it on an intermittent basis, or by reducing scheduled work hours, if medical certification
is provided that leave must be taken in that manner. Leave for birth or placement for adoption or
foster care must conclude within 12 months of the birth or placement.

6.8.5 Definition of Family Member
Family member is defined as the employee’s spouse, son, daughter or parent (but not a parent-in-
law). A son or daughter is any child under 18 who is the biological child of the employee, who is
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certification at the time the employee requests leave or within two business days thereafter or, if
leave was unforeseen, within two days of the leave commencing. During the leave, the University
reserves the right to request re-certification of the medical condition that caused the employee to
take the leave every 30 days and will inform the employee. The University may require the
employee to report to the benefits manager on a pre-determined reporting schedule. These
determinations are made by the benefits manager.

6.8.9 Paid Leave

The University requires employees to substitute any accrued sick, vacation and/or personal leave
for any part of leave taken under this policy. The employer must notify an employee that paid
leave will be counted as FMLA leave within two business days of making that determination. The
notice must be confirmed in writing and given to the employee on or before the following

payday.

6.8.10 Health Benefits

Employers are required to maintain group health insurance coverage for an employee on FMLA
leave whenever such insurance was provided before the leave was taken and on the same terms as
if the employee had continued to work. An employee may choose not to retain group health plan
coverage during an unpaid FMLA leave. However, when an employee returns from leave, the
employee is entitled to be reinstated on the same terms as prior to taking the leave. In some
instances, the employer may recover premiums it paid to maintain health coverage for an
employee who fails to return to work from FMLA leave. The University follows these
requirements.

6.8.11 Reinstatement
An employee taking leave unuds MLA



X has exhausted their FMLA rights;
X does not have any leave left;
X does not g
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is shared by the

106



x Continue to make the Employee Assistance Program (EAP) available to activated reservists
and their families for the duration of their service up to a maximum of five years.

The rules and guidelines for allowable length of absence, return to work notification,
reinstatement and reemployment rights will be governed by the Uniformed Services Employment
and Reemployment Right Act of 1999 (USERRA) and other applicable federal and state laws at
the time of the veteran’s return.

6.12.2 Military Training

Any regular employee called to active duty for National Guard or Reserve training duty receives
up to 15 calendar days of paid leave during any calendar year. Full salary and benefits will be
continued during this absence. A copy of the military orders are sent to human resources and
retained in the employee’s personnel file. Employees who are in their provisional period are
given an unpaid leave of absence.

6.13 Jury Duty

A regular or provisional employee summoned for jury duty including grand jury duty or subpoenaed to
testify is, upon presentation of the summons or subpoena, authorized to be absent from their work for the
actual time required by such service. An employee so summoned must notify their immediate
supervisor/department chair and the human resources office as soon as possible after receipt of the
summons. Full salary and benefits will be continued during this absence. A copy of the summons will be
placed in the employee’s personnel file.

6.14 Sabbatical Leave Policy for Faculty Serving as Administrators
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6.14.1Purpose

The University recognizes that serving as a faculty administrator requires significant focus and
effort such that faculty administrators typically must completely or substantially pause
scholarship and research activities during full-time administrative appointments. Additionally,
faculty administrators generally are able to participate in only very limited teaching roles. As a
result, when a faculty member ceases serving as an administrator and “returns to the faculty”
following a lengthy administrative appointment, a ramp up period is necessary to prepare the
faculty member to return to teaching and to allow the faculty member to reengage with the faculty
member’s scholarship and research activities. This Policy creates a uniform standard applicable to
faculty administrators, setting forth the period a faculty member must serve in an administrative
role to earn a sabbatical, and the compensation a faculty member receives during such sabbatical.

6.142 Eligibility
Faculty administrators may take sabbatical leave only upon returning to the faculty.

In order to be eligible to receive a paid sabbatical pursuant to this Policy, a faculty administrator



6.143 Leave Periods and Compensation
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administrators receiving different sabbatical leave under the terms of an offer or appointment letter
understand they may receive only a single sabbatical and their sabbatical clock will be reset upon
their return to the faculty.
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VIl. Employee Relations, Groups, Services, Facilities and Awards

7.1 Employee & Employer Relations

Employees with job-related issues or concerns, who need an interpretation of University employee
policies, workplace mediation or conflict resolution services may request confidential assistance through
the human resources office. The department also offers consultation to supervisors/department chairs on
improving work climate, employee performance, and team performance. Contact the director of employee
relations and organizational development (ext. 1345) for more information or a list of available resources.

7.2 Employee Professional and Personal Development

A variety of programs are offered throughout the year by the human resources employee engagement unit.
Professional development programs are routinely communicated to employees via the NewsHound and
employee mailings. An updated schedule of professional development programs may be viewed at
www.loyola.edu/hr/trainingschedule. More than 1100 online courses are offered via SkillSoff the
University’s web-based training program. The human resources employee engagement unit also has
videos, books, and other resources which may be borrowed by any University employee. The office also
offers assistance in preparing development plans, individual coaching and referrals to external training
and development resources. Contact the director of employee relations and organizational development
for more information, SkillSoftaccess, or a list of available developmental opportunities (ext. 1345).

7.3 McGuire Scholars Program

McGuire Scholars is a program designed to help Loyola employees take advantage of Loyola’s tuition
remission benefit by helping them prepare for admission to Loyola University Maryland and become
successful Loyola students. The program is named for Father Daniel McGuire, S.J. who provided
financial assistance and other support to Loyola students to enable them to remain at Loyola when it
would have been impossible otherwise.

Participants in McGuire Scholars will receive guidance to determine whether a Loyola degree will help
them to realize their personal goals; assistance in navigating Loyola’s admissions process; classroom
training to sharpen reading, writing, math and computer skills necessary for University admission and
academic success; workshops on time management and study skills; and mentoring and counseling
designed especially for the employed adult student — during both the pre- and post-admission phases of
the program. For further information, please contact the director of employee relations and organizational
development (ext. 1345) or the dean of first-year students and academic services (ext. 5547).

7.4 Faculty/Staff Development Assistance Program

The University assists its faculty, staff and administrative employees with their professional
development through remission of tuition for on-campus courses and other programs,
through its management development and training program, and through University
membership in professional organizations.

7.5 Loyola University Maryland Financial Crisis AssistancePrograms

Loyola University Maryland provides employees with referrals for assistance for financial hardships. The
referral may be to the Govans Ecumenical Development Corporation’s CARES program or the Loyola
University Maryland Crisis Assistance Grant Program.

7.5.1 Govans Ecumenical Development Corporation’s CARES Program

The Govans Ecumenical Development Corporation (GEDCO) is a faith-based organization that
helps meet the emergency needs of area residents, including members of the Loyola community.
Through GEDCO’s CARES program, employees who are facing financial hardship may be
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eligible for financial assistance in the form of groceries; funds to assist with eviction prevention,
utility cut-off and medical prescriptions; and social service referrals.

7.5.2 Loyola University Maryland Crisis Assistance Grant Program
The Loyola University Maryland Crisis Assistance Grant provides accepted employees with a
taxed grant of up to $1,000 or no more than 10% of the crisis fund balance.

Any non-temporary faculty, staff or administrator of the University who has satisfactorily
completed six months of continuous service is eligible to apply for a grant from the fund. The
policy limits receipt of a grant to one time within a rolling 18- month period and twice within the
duration of employment with Loyola.

To be considered for a Crisis Assistance grant, the employee must have insufficient resources to
deal with immediate consequences of a disastrous, catastrophic or major life event. An event will
be considered a disaster or catastrophe if it is sudden, unanticipated or accidental. Examples of
emergency situations which could be considered for assistance include, but are not limited to:

Fire

Natural disaster, such as: flood, tornado, hurricane, etc.

Theft or loss of essential property

Unanticipated loss of spouse employment with short-term transitional financial

X X X X



faculty member transfers to a non-academic position, they become eligible for an award based on their
total years of service. Each employee receives a personalized letter and certificate of service from the
president on the date of their anniversary, and is given a brochure of gift choices appropriate for their
level of service. Each March, the presentation of the service award gifts occurs for all milestone recipients
at a special breakfast on Maryland Day. If an employee resigns in the year that a 20, 25, 30, 35, or higher
milestone is reached but prior to the Maryland Day breakfast, that former employee is entitled to select a
gift appropriate to that milestone. Contact the employee engagement unit for additional information (ext.
2354).

7.7 AMDG Community Award
The Loyola University Maryland AMDG Community Award is named for the motto of the Society of
Jesus: Ad majorem Dei lgpriam
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locations. Employees must present their Loyola identification card to receive the discount. Textbooks and
online purchases do not qualify. Other exceptions may apply.

Employee discount cards: Employee discount cards entitle any Loyola employee to a 10 percent discount
on purchases made at the Towson Barnes & Noble. Exceptions may apply. Employees can pick up their
discount card from any campus bookstore location.

Regular Hours of Operation
Evergreen store: Monday — Thursday 8:30 a.m. to 6:00 p.m.; Friday 8:30 a.m. to 5:00 p.m.; Saturday
10:00 a.m. to 2:00 p.m.; Sunday (Closed)

Timonium and Columbia store: Monday — Friday 9:00 a.m. to 5:00 p.m.; Friday — Sunday (Closed)

Hours vary during University breaks — please visit the bookstore Web site for more details.

7.14 Campus Ministry

Campus Ministry serves the spiritual needs of the Loyola community. The office, located in Cohn Hall, is
open daily. Members of the staff are available during regular business hours, as well as evenings and
weekends when needed. Campus Ministry provides opportunities for spiritual growth through a
coordinated program in which students play an integral part. This program includes Liturgical Ministry,
Pastoral Music, Retreat Program, Ministry Internship Program, Rite of Christian Initiation of Adults
(RCIA), Spiritual Development and Marriage Preparation. The Ignatian Retreat is offered to the
University community in January and May each year. The worship schedule is: Daily Eucharist, Alumni
Chapel, Monday through Friday, 12:10 p.m.; Sunday Eucharist, Alumni Chapel, 11:00 a.m., 6:00 p.m.,
9:00 p.m.; Sunday Mass, Fava Chapel, 8:00 p.m.; Evening Prayer Service, Alumni Chapel, Thursday,
5:00 p.m. Opportunities for the Sacrament of Reconciliation and for exposition and adoration of the
Blessed Sacrament are also scheduled regularly. The Sacrament of Reconciliation is also available by
appointment. For more information and a current schedule of events visit the Campus Ministry Web site
at www.loyola.edu/campusministry.

7.15 Center for Community Service and Justice (CCSJ)

The Center for Community Service and Justice seeks to engage all members of the University community
in the promotion of justice through a wide variety of on- and off-campus service activities. The Center
staff is always available to meet and talk with employees about their interest in service and finding the
right “fit.” Direct service opportunities are available for employees and their families throughout the
year, and especially during holidays and the summer (when students are not as available). Those
interested in working/being with persons who are materially poor will be given preferential placement.
The Center is located in Cohn Hall (underneath the chapel). For more information visit the CCSJ Web site
at www.loyola.edu/ccsj/.
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continue to work with the employee until child care needs are met. While LOCATE refers only
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When the palm button is pressed, the phone will immediately connect with public safety.

Emergency Phone Type/Location of Emergency Phone

Blue Light Tower
Blue Light Tower
Blue Light Tower
Blue Light Tower
Blue Light Tower
Blue Light Tower
Blue Light Tower
Blue Light Tower
Blue Light Tower
Blue Light Tower
Blue Light Tower
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Corner of Beatty between Beatty and Donnelly Science
Corner of Enis Parallel and Millbrook behind Boulder
Corner of Fitness & Aquatic Center - N. Charles Street Side
Fitness & Aquatic Center Parking Lot Bus Stop

Fitness & Aquatic Center Main Entrance to Building
Fitness & Aquatic Center N. Charles Street Entrance
Fitness & Aquatic Center Lower Parking Lot

Fitness & Aquatic Center Upper Parking Lot

SW side of Fitness & Aquatic Center by Bike Rack

Fitness & Aquatic Center Wynnehurst Entrance



administrator personnel policies and procedures, diversity initiatives, recruitment and employment, HR
data management, employee relations, personal and professional development, including SkillSoft (the
University’s online learning program), employee assistance programs, University benefits, compliance
issues related to recruitment, employment, and benefits, and workplace health and safety issues. The
human resources office is responsible for staff and administrator recruitment and hiring and provides
support and resources for faculty and academic administrator recruitment and hiring. Human resources is
also responsible for temporary employment, student employment, staff, student, and administrative
payroll processing, position vacancy announcements, immigration support, unemployment matters, the
Maryland Day service award program, the AMDG Community Award program, and general program
matters. Responsibilities related to compensation and benefits include the development, administration
and evaluation of the University wage and salary compensation and benefits programs, payroll initiation
and authorization, payroll processing for faculty, faculty contracts, personnel record keeping, retirement,
managing FMLA, Workers’ Compensation, tuition remission for high school and colleges and
universities, the Live Near Your Work program, leave reports, flexible spending accounts, and claims
processing.

7.26 Library

The Loyola/Notre Dame Library provides the information services and resources necessary for the
educational programs and concerns of Loyola University Maryland and the College of Notre Dame. The
Library is an independent corporation established by the University and the College of Notre Dame and
has a collection of some 425,000 books and bound periodical volumes, as well as media in CD, DVD, and
VHS formats. In addition, the Library’s Web site (www.loyola.edu/library) is a gateway to a wide variety
of electronic information resources. The Library is available to all students, staff, administrators, and
faculty. A University Identification Card is needed to enter the Library and to borrow materials.

7.27 The Loyola Conference

The mandate of the Loyola Conference is to address University-wide issues, especially those dealing with
mission, planning, resource allocation (human, physical and monetary), and the monitoring of progress
towards goals. All faculty, administrators, staff, and students have legitimate interest in how University-
wide issues are addressed and can contribute to their constructive resolution. All of these interests have
representatives in the Conference.

7.27.1 Budget Committee and Budget Cycle

The Budget Committee assumes responsibility for establishing the annual budget assumptions
and priorities, reviewing these assumptions and priorities in relation to the University’s long-
range strategic plan, and drafting the University’s budget (including recommendations for tuition,
employee compensation, and transfers to and from the endowment). This committee reports
annually, in writing, to the Loyola Conference.

The annual budget cycle at the University begins on June 1 and concludes on May 31 each year.
The budget request process begins in the fall of the prior year. Questions or information may be
obtained by calling resource management (ext. 2349).

7.27.2 University Diversity Committee

The University Diversity Committee works with the assistant vice president for academic affairs
and diversity to provide campus leadership on diversity issues. These issues include: diversity in
undergraduate and graduate student populations/curricular diversity in undergraduate and
graduate programs; recruitment, mentoring, and retention of faculty of color; creating a campus
climate that assumes, accepts, and engages diversity as necessary to the pursuit of the Jesuit
education mission; creating mutually supportive linkages, and enhancing the University’s
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reputation in Baltimore; creating mutually supportive relationships with other colleges and
universities in the Greater Baltimore area; and other issues as they arise and complement the
committee’s charge. This committee reports annually, in writing, to the Conference.

7.27.3 Commencement and Convocation Planning Committee

The Commencement and Convocation Planning Committee sets goals and objectives, assists in
planning, and reviews and evaluates Commencement and the Honors Convocation. The
committee schedules, determines the logistics of, selects the speaker(s) for, and plans the order of
events of the Honors Convocation. The committee reports annually, in writing, to the Conference.

7.27.4 Compensation and Benefits Committee

The Compensation and Benefits Committee advises the associate vice president for human
resources and the Loyola Conference from their respective constituents’ perspective about
compensation (for staff and administrators) and benefits goals (for all employees), the allocation
of resources to meet those goals, and the monitoring of progress toward the achievement of goals.
The committee reports annually, in writing, to the Conference.

7.27.5 Facilities Use Committee

The Facilities Use Committee reviews and makes recommendations for usage and conflicts of
facilities, including parking, at all three campuses. The committee reports annually, in writing, to
the Conference.

7.27.6 Grievance Panel

The Grievance Panel is a body elected in accordance with the grievance policy from which the
members of the Hearing Committee are chosen. The panel includes twelve elected members
(three administrators, three regular tenured faculty members, three staff members, and three
students) who serve three-year staggered terms; one member from each group is elected each
year. If a seat becomes vacant, there is a special election to complete the unexpired part of the
term.

7.27.7 Technology Governance Committee

The Technology Governance Committee considers ways to encourage and facilitate use of
technology for instruction, research, and administration, as well as informing the University
community of the capabilities, limitations and changes in information technology. This
committee monitors and reviews projects and advises the University on the priority of each
project.

7.27.8 Disabilities Support Services Committee
The Disabilities Support Services Committee guides the University in providing services and
accommodations for faculty, staff, administrators, and students with disabilities.

7.27.9 Education for Life Committee
The Education for Life Committee reviews requests and allocates funds in support of educational
initiatives designed to promote student learning outside the classroom.

7.27.10 Employee Parking Appeals Committee
The Employee Parking Appeals Committee hears cases from employees appealing parking tickets
and fines and makes decisions on appeals of parking tickets and fines.

7.27.11 Environmental Health and Safety Committee
The Environmental Health and Safety Committee reviews issues and establishes procedures and



policies of general concern with regard to the safety of persons and property. The committee
makes recommendations to the Loyola Executive Committee or other appropriate authority to
eliminate or minimize safety or environmental hazards incurred throughout the University
community.

7.27.12
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7.3 Public Relations and Creative Services

The public relations and creative services offices manage relationships with a wide variety of internal and
external constituencies, and coordinates strategies for media relations, publications, Loyola Magazine,
internal communications, events, advertising and the University’s Web site. The public relations office
manages an active “hometown” media relations program seeking to place news of student leaders in their
local community newspapers. The University can take advantage of the office’s expertise in promoting
events, in particular events that are open to the public. The creative services office is responsible for
managing the University’s graphic identity and provides a wide variety of creative design services to the
University, including logos, brochures, viewbooks, advertising, direct mail, environmental graphics,
custom invitations, stationery, business cards, and promotional specialty items.

7.32.1 Media Relations

The public relations office represents the University in communicating with the media and
contact with the media is coordinated through that office. Staff and administrators should not
communicate independently with representatives of the print, broadcast, or electronic news media
concerning University business; such communication is appropriate only once authorized by the
public relations office. Calls from news media representatives should always be referred
immediately to the public relations office.

7.33 Gifts to the University

The University’s responsibility as a tax-exempt organization requires that the tax deductibility of gifts be
accurately reported, both to donors and in the institution’s records. Cultivation, solicitation, and
stewardship of donors must be coordinated through the office of advancement. To ensure proper
stewardship, all gifts, including significant gifts-in-kind, must be processed through the office of
advancement. Acknowledgement and receipting of gifts may only be processed by the office of
advancement.

7.3 Recreational Sports/Fitness and Aquatic CentgfFAC)

The department of recreational sports supports the development and health of members of the University
community. The department provides diverse educational, recreational programs, social programs, and a
variety of quality opportunities through six main programming areas (Aquatics, Club Sports, Informal
Recreation, Instructional Programs, Intramurals, and Outdoor Adventures). Faculty, staff, and
administrators of the University are eligible to enroll as a member of the Fitness and Aquatic Center for a
fee. Household memberships are also available. Faculty, staff and administrators may also ¢
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Hours will vary during University breaks and holidays. Any adjustments in hours of operation
will be posted in the facility two weeks in advance.

7.35 Safety Notices

The University follows the Clery Act in posting and notifying the University community of all
criminal offenses reportable under this act. The latest posted information may be obtained from the
Communication Center or public safety. Additional information can be found on the public safety Web
site at www.loyola.edu/statistics/Index.

7.36 Shuttle Service

Cathedral and York Road routes run Monday — Friday 6:00 a.m. to 12:00 a.m. The compass route runs on
Thursday and Friday 5:00 p.m. to 3:00 a.m. The weekend compass route runs Saturday and Sunday 9:00
a.m. to 3:00 a.m. The Web site (www.nextbus.com) gives shuttle routes and stop prediction times. Hours
are subject to change.

7.37 Speech and Hearing Center

The department of speech-language pathology and audiology operates two campus-based clinical
programs within the Loyola Clinical Centers that are staffed by clinical faculty and by graduate students
enrolled in the Master’s Degree program. The following services are offered to full-time
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the University by causing significant expense or operational difficulty, the University may not be able to
provide the requested accommodation and may seek a waiver or variance with the Baltimore City
Community Relations Commission.

Please note that the lactation break time will run concurrently with any paid break time. If the time for an
employee’s lactation break does not run concurrently or when additional time is necessary, the lactation
break time may be unpaid.
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7.39.1 Lactation Space Requirements

The University will provide breastfeeding employees with space, other than a bathroom or closet,
in close proximity to their work area that is shielded from view and from intrusion from
colleagues or others, to express breastmilk. The room or location may be the place where the
employee normally works if it otherwise meets the requirements for a lactation location.
Questions or concerns should be directed to human resources at Ext. 2354.

7.39.2 Lactation Accommodation Requests

Breastfeeding employees who wish to express milk during working hours must submit a
completed and signed Lactation Accommodation Request Form to the Human Resources
Department. Employees are encouraged to submit the completed form as soon as they identify the
need for a lactation accommodation. Employees should be aware that it may take the University
up to five (5) business days to respond to the employee’s request. Providing as much advance
notice as possible will assist the University in ensuring that the accommodation can be reviewed
and implemented prior to the employee’s need arising (but in no event should the form be
submitted less than five (5) business days in advance of the need for a lactation accommodation).
The form must include signatures of the employee making the request and the employee’s
supervisor. Any additional breaks needed to express milk beyond the employee’s regular
breaks/lunch breaks, as well as the estimated period during which such accommodation will be
needed, must be indicated on the form.

The University will respond to a lactation accommodation request within five (5) business days
and will engage with the employee in an interactive process to determine appropriate break
periods and a lactation location. If the University is unable to provide lactation break time and/or
a suitable lactation location, and/or the University has obtained a waiver or variance from the
Baltimore City Community Relations Commission with regard to the obligation to provide breaks
or a suitable lactation location, t



that their concerns may be addressed. Employees working in Baltimore City may also file a
complaint with the Baltimore City Community Relations Commission.

125
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Conduct




VIIl. Code of Conduct

8.1 ProfessionalStandards and Business Conduct

In addition to the specific responsibilities enumerated in their job descriptions, all employees are expected
to perform their assigned duties courteously, efficiently, and promptly, and to conduct themselves as
responsible and cooperative members of the University and community. Failure to fulfill these
responsibilities may result in discipline up to and including termination.

8.2 Conflict of Interest

8.2.1 Gifts

Employees may not solicit or accept, directly or indirectly, any gift, gratuity, or favor that has a
substantial economic value that might reasonably be interpreted by others as potentially affecting
their impartiality.

8.2.2 Endorsement forUniversity Use

No employee of the University shall authorize for University use any product or service furnished
by a firm in which the employee has a financial interest that would be enhanced as a result of
such recommendation.

8.2.3 Endorsement for NonUniversity Use

When requested, University employees may provide references for products and services used by
the University. The furnishing of such a reference is not to be construed and should not be
presented as an official University endorsement, but rather as a statement of the personal opinion
of the employee concerned. The approval of the appropriate vice president is required for any
official University endorsement made in print, the media or any other communication medium.

8.3 Copyright Policy

It is the policy of the University to be in compliance with all laws and regulations governing the use of
copyrighted materials. Copyright permission must be properly obtained in order to make copies of
copyrighted material unless an exception applies. Departments and individuals acting within the scope of
their authority as employees and faculty of the University may make “Fair Use” copies as defined in the
University’s copyright policy. The office of academic affairs is charged with the responsibility of
enforcing this policy.

8.4 Electronic Communications

University e-mail, Internet and telephone systems are provided for University business. Employees do not
have a personal privacy right in any matter created, received, or sent from these University systems. The
University, in its discretion, reserves the right to monitor and access any matter created, received, or sent
from these systems. No e-mail messages should be created or sent that may constitute intimidating,
hostile, or offensive material. Interaction conducted through any Loyola electronic system shall comply
with all Loyola policies and rules of conduct. Additional information about electronic communications
responsibilities and policies can be viewed at
https://inside.loyola.edu/site/techservices/pages/SecurityPolicies/Security-Policies.aspx.

8.5 Employee Taxation of University Mobile Technology Devices

University mobile technology devices such as cell phones, BlackBerries, and laptops are provided for
University business and should not be used for personal use. Any personal use of University provided
devices is deemed taxable and must be included in the employee’s W-2. Employees are responsible for
reporting the personal use of such equipment to payroll in financial services (ext. 1349). Reporting

127



personal use of mobile technology devices ensures that the University is complying with federal and state
tax regulations.

8.6 Harassment and DiscriminationPolicy and Procedures

Policy

Loyola University Maryland does not discriminate on the basis of race, sex, color, national or ethnic
origin, age, religion, disability, marital status, sexual orientation, gender identity, genetic information,
military status, or any other legally protected classification in the administration of any of its educational
programs and activities or with respect to admission or employment. Prohibited discrimination includes
harassment on the basis of a protected classification and harassment based on participation in any
"protected activity." Complaints of harassment and discrimination will be addressed pursuant to Section
8.7, except for complaints of sexual harassment, domestic violence, dating violence, stalking, sexual
assault, and sexual exploitation, which will be addressed pursuant to Section 8.8.

Discrimination, harassment, domestic violence, dating violence, stalking, sexual assault, and sexual
exploitation are inconsistent with Loyola's commitment to excellence and respect for all individuals.
Loyola is also committed to protecting the academic freedom of all members of the University community,
and this policy shall be applied in a manner that protects the academic freedom of all parties to a complaint.

Scope

This policy prohibits discrimination, including harassment, domestic violence, dating violence, stalking,
sexual assault, and sexual exploitation of students, employees, or program participants of Loyola
University Maryland by anyone on University property or at University-sponsored activities. This policy
applies to situations in which the person alleging a violation (the "complainant™), or the person accused of
a violation (the "respondent™) is an employee, student, or program participant of Loyola University
Maryland. Loyola students and employees who are studying or teaching off-campus (e.g., semester
abroad) or are on a leave of absence (e.g., medical leave, sabbatical) may remain covered by this policy
unless specified below. The University may also extend jurisdiction to off-campus and/or to online
conduct when the conduct affects a substantial University interest.

Allegations against student employees in their capacity as employees are resolved through this policy.
Allegations against students in their capacity as students are generally resolved through the student
conduct process rather than under this policy with the exception of sexual harassment and other sexual
misconduct as subject to 8.8 Sexual and Gender-Based Misconduct Policy. The Community Standards can
be found at http://www.loyola.edu/department/student-conduct.

Allegations involving individuals who are not current employees or students of Loyola

(e.g., applicants for admission or employment, alumni, independent contractors, vendors, recruiters) are
addressed on a case-by-case basis using an appropriate procedure as determined by the vice president for
student development’s office for students or by the human resources office for employees.

Harassment other than on the basis of a protected classification is also prohibited by University policy and
may be the subject of a complaint using the Grievance Policy and Hearing Procedures (Section 8.18 of the
Staff and Administrator Policy Manual) if the respondent is an employee or using the student conduct process
if the respondent is a
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Complaints may also be filed with the U.S. Department of Education, Office of Civil Rights
(www.ed.gov).

Retaliation

It is a violation of Loyola's harassment and discrimination policy to retaliate against any person for

making an allegation or participating in an investigation of an alleged violation of this policy. A

complaint of retaliation may be pursued using the steps set forth in this policy. When necessary, the

University will monitor student grading or faculty/staff reappointment, tenure, promotion, merit review,

or other decisions in order to ensure that prohibited retaliation does not occur. The University reserves the

right to take immediate measures to prevent violations pending the outcome of any proceedings under

this policy. Retaliation related to the Sexual and Gender-B(d)-1.8 Td[(r)0.7 (O[(B4 ( Se)2.t (.8 (e)2[ 2 Tw 170 Tc Oco Se)z
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appropriate to the carrying out of
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with particular persons
See section 8.7.3 for assistance with informal resolution.
After an informal intervention has concluded, human resources will collect and maintain all
documentation concerning the complaint. Such a record will be kept in order to document that an

informal complaint was made and that actions were taken in response to the complaint.

NOTE: Some forms D[(N)3.75aiec ( i)-1.3v (i)2.40 (r)2.7 ( 2iec (i)-1.3 (1)2.3 (a)4.4(r)2.6 (e)4.4d(i)2.3s1)4.1 (t
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180 calendar days. In such cases, the complainant should contact human resources staff
to discuss options.

Although such a complaint generally would not be pursued under the formal complaint
procedures, there may still be options for responding to such complaints; for example,
through counseling or informal intervention. If sufficient evidence is available, an
investigation can be undertaken by appropriate authorities to determine if the
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specific conduct; an apology; or participation in counseling. Human resources shall
review all settlements to ensure that the parties fully understand the terms. If there is any
sanction agreed to as part of the resolution, the responsible official for implementing any
such sanction must also agree to the settlement.

8.7.4.5 Finding, Determination, andsanction



8.7.5 Appeals
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8.7.5.1 Appeals to the President (Except Appeals of Sexual and Gendiarsed Misconduct)

In accordance with the Scope of this Policy, this appeals procedure in Section 8.7.5.1 does not

apply to allegations against students that are resolved through the Student Respondent Sexual and
Gender-Based Misconduct Investigation and Hearing Procedures or for any formal complaints

filed under the Employee Respondent Title IX Grievance Procedures, which can be found in the
Community Standards. This appeals procedure also does not apply to appeals for non-Title IX
formal complaints filed under the Sexual and Gerigiesed Misconduct Policy, which are
subject to the appeals procedure in Section 8.7.5.2.

Within 14 calendar days of receiving notice of the determination and the sanction, if any, the

complainant, or the respondent, or both, may file an appeal, in writing, to the president based on

one or more of the following grounds:

X The determination is not supported by the evidence.

X Relevant new evidence that was not available for consideration prior to the determination has
been discovered.

X
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X aggressive or hostile behavior that creates a reasonable fear of injury to another person or subjects
another individual to emotional distress;

X intentionally damaging employer property or property of another employee;

X
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Threats, threatening conduct, or any other acts of aggression or violence in the workplace will not be
tolerated. Any employee determined to have committed such acts will be subject to disciplinary action, up
to and including termination. Non-employees engaged in violent acts on the employer’s premises will be
reported to the proper authorities and fully prosecuted.

8.10 Interaction with Students

Because the University is in the business of serving students, many employees have extensive student
contact through the daily operation of their offices. Employees shall engage students in a generally
accepted proper business manner. Inappropriate socializing with students is grounds for discipline, up to
and including termination.

8.11 Consensual Relationships Policy

The Core Values of the University include the pursuit of academic excellence, a focus on the holistic
growth and development of each unique individual, and an abiding commitment to honesty and integrity.
Consistent with the Core Values, consensual romantic and/or sexual relationships (hereinafter referred to
as consensual relationships) between University employees and students are to be avoided where the
employee has (or reasonably could have) professional responsibility for the student’s academic
performance or professional future. Such relationships, without regard to who initiated them, create the
potential for favoritism, exploitation, or the appearance of either, and may limit the student’s future
educational opportunities.

For purposes of this policy, “employee” includes faculty, staff, administrators, and graduate assistants, but
not undergraduate student employees. “Professional responsibilities” include but are not limited to:
teaching, academic advising, mentoring, coaching, moderating a student organization or activity, serving
on an evaluation or awards committee, serving on a dissertation committee, supervising research, and
supervising a student employee.

Employees are considered to have potential professional responsibility for undergraduate students. Thus,
consensual relationships between employees and undergraduate students are prohibited.

With respect to graduate students, consensual relationships are prohibited in cases where the employee
has, or reasonably can expect to have, professional responsibility for that student.

In the case of a pre-
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for the community’s health and safety. Therefore, it is imperative that Loyola as a community operate in
an environment free from illegal drugs and other controlled substances, specifically:

X

The manufacture, sale, possession, distribution, or use by employees in the workplace of a
controlled substance or drug not medically authorized is strictly prohibited.

An employee may not be under the influence of a controlled substance, alcohol,
over-the-counter medication or prescription drug which affects job performance or

poses a hazard to the safety and welfare of the employee or other employees.

Employees are required to report their criminal drug statute conviction for a violation occurring in
the workplace to their immediate supervisor/department chair within five days after such
conviction. As applicable, the University will, in turn, also notify the appropriate federal
granting/contracting agency of such conviction within 10 days after receiving notice from the
employee.

Information on the dangers of drug abuse and the availability of counseling and rehabilitation
assistance is provided through the Health Services Center, the Counseling Center, alcohol and
drug education and support services or the human resources office and is distributed annually to
each employee.

Certain staff positions require pre-employment physicals involving a drug/alcohol screen.
Additional required screens include but are not limited to: reasonable suspicion, reliable
information, post-accident, random, return-to-duty, and follow-up.

Compliance with this policy is a condition of employment. Any violation of this policy will result in
disciplinary action, including, but not necessarily limited to required participation in a rehabilitation
program, suspension from duties or dismissal from employment.
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8.12.1 Alcohol

All members of the University community are to act in a manner consistent with the alcohol
policy of the University. This policy is to be observed in the planning and hosting of functions,
both public and departmental, on the campus or at University sponsored activities. Alcohol-free
events are to be encouraged.

X Persons under the age of 21 and visibly intoxicated persons may not be served alcoholic



community exposure to secondhand smoke, and to assist those who wish to stop smoking through
cessation programs. Smoke free policies are becoming a standard to foster a healthy environment in
colleges and universities alike.

Smoke Use

Due to the acknowledged health hazards arising from smoking products, including exposure to
secondhand smoke, it shall be the policy of Loyola University Maryland to provide a smoke-free
environment for all students, faculty, staff, administrators, and visitors beginning July 1, 2019. This
policy covers smoking mediums of any kind, as defined above, and applies to all students, faculty, staff,
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http://www.eaphelplink.com/

policy should be referred to Human Resources. All departments with vendors and contractors will
include this policy in their contracts between vendors and contractors.

8.14 Children in the Workplace
Loyola University Maryland values family and work/life balance. The University also believes in an
environment that is conducive to work; therefore, the workplace should not be used in lieu of child care.

The presence of children in the workplace with the employee parent during the employee’s workday is
inappropriate and is to be avoided except in emergency situations. This policy is established to avoid
disruptions in job duties of the employee and co-workers, reduce property liability, and help maintain the
University’s professional work environment.

If bringing a child to work with the employee is unavoidable, the employee must contact their
supervisor/department chair as soon as possible to discuss the situation and obtain permission to have the
child accompany the employee while working. Factors the supervisor/department chair will consider are
the age of the child, how long the child needs to be present, the work environment in the employee’s area,
and any possible disruption to the employee’s and co-workers’ work. Consideration will not be given to
allowing a child with an illness to come to work with the employee.

A child brought to the workplace in unavoidable situations will be the responsibility of the employee
parent and must be accompanied and be under the direct supervision of the employee parent at all times.

This policy does not prohibit children from the campus when the purpose of their visit is to attend classes
or to participate in activities specifically scheduled for their benefit (e.g., summer sports, activity camps
or other similar University-sponsored family activities).

8.141 Safety of Children in University Programs and Reporting Abuse

This Policy sets forth requirements for Loyola University Maryland (herein after referred to as
Loyola or University) students, employees (including all faculty, administrators, staff, and student
workers), independent contractors, and volunteers to comply with all applicable laws and
regulations related to working with minors including required CJIS background checks and
reporting suspected child abuse and neglect to appropriate government authorities. This Policy
also sets forth screening, training, and conduct requirements for University “covered programs”
as defined below.

All University students, employees, independent contractors, and volunteers are responsible for
understanding and complying with the University’s Policy and Procedures on the Safety of
Children.

Violations may result in disciplinary action, up to and including termination in the case of
employees, and/or removal from participation in covered programs, and/or appropriate action
pursuant to Community Standards for students.

Reason for Policy

Loyola is committed to the safety and well-being of all individuals in its community and, in
particular, those who are potentially vulnerable and require special attention and protection,
including minor children. This Policy reaffirms that commitment and establishes guidelines for
those in the University community who may work or interact with minors. This Policy also
addresses the obligation to report known or suspected abuse or neglect of a child under applicable
law.
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Definitions:
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Although some employees may not be involved in a covered program, all employees are required
to report instances of child abuse or neglect they witness in accordance with this Policy’s
reporting requirements.

Employee — for purposes of this policy means any faculty, administrator, staff, student worker,
and or anyone working in any capacity on behalf of Loyola who does not qualify as a volunteer or
independent contractor.

Mental injury — for purposes of the Policy, means the observable, identifiable, and substantial
impairment of a child’s mental or psychological ability to function.

Minor — for purposes of the Policy, means an individual younger than 18 years.

8.14.1.1 Procedures for Working with Minors

Any university student, employee, independent contractor, or volunteer interacting with
minors in a covered program must ensure they maintain the highest standards of personal
behavior at all times to preserve a safe and comfortable environment. The University
recognizes that except for authorized exceptions based on legitimate pedagogical reasons,
specific clinical applications, or training programs, it is best practice for persons in a
covered program to refrain from being alone with a minor in a covered program.
Interactions with minors should involve multiple adults when possible and one on one
interactions with minors should be in a public place where you can be observed by others.

Persons interacting with minors may not:
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connection with a covered program, the University will take appropriate steps to assure
the safety of children. Under Maryland law, any person who in good faith makes or
participates in making a report of child abuse or neglect in accordance with Maryland law
or participates in an investigation or a resulting judicial proceeding, is immune from any
civil liability or criminal penalty that would otherwise result from such actions. The
University prohibits retaliation against any person who in good faith makes or
participates in making a report of child abuse or neglect under this Policy. The University
also prohibits the intentional filing of false reports of child abuse or neglect.

Please refer to Exhibit A for Warning Signs of Abuse or Neglect of Minors.

Confidentiality Concerns
Because reports of child abuse and neglect are mandatory, a report must be made even
when the victim specifically requests confidentiality or that the report not be made.

The mandatory reporting obligations apply notwithstanding any other provision of the
law, including any law on privileged communications, except for attorney-client
confidential communications and communication made to the minister, clergyman, or
priest in a professional character in the course of discipline enjoined by the church to
which the minister, clergyman, or priest belongs; and the minister, clergyman, or priest is
bound to maintain the confidentiality of that communication under canon law, church
doctrine, or practice.

During events or meetings where individuals are encouraged to share information that
may include information about child abuse or neglect, program leaders should consider
informing participants of the University’s reporting obligations at the beginning of the
event. Writing assignments or essays that discuss abuse may also create a reporting



and or fingerprinting that is required for a covered program.

Independent contractors, including individuals offering academic and sports camps will
need to
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x Ensure satisfactory background checks results for all workers that meet the
requirements in Appendix B and such additional screening requirements required
by law;
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Employees are encouraged to pursue informal means for resolving work-related differences with
the appropriate person whenever possible. The director of employee relations and organizational
development (ext. 1345) is available to consult with employees about University grievance
procedures and informal resolution of workplace differences.

It is the responsibility of every Loyola employee to do their part to maintain collegial open and
collaborative working relationship, characterized by mutual trust, respect, and care. When normal
efforts to resolve problems and disputes fail, the University provides procedure employees may
use to express their grievances and seek resolution.

The objective of each stage of the process is to secure an equitable and mutually acceptable
resolution without proceeding to the next stage. Conciliation efforts are encouraged throughout
the grievance process.

All persons associated with Loyola University Maryland are responsible for insuring that no one
making a grievance will suffer any retaliation. No adverse action may be taken against:

x the individual bringing the grievance in good faith;
X any persons who furnish the complainant with any assistance; or
X any persons solely because of their involvement in the grievance or investigation.

Throughout the grievance process, the “complainant” bears the burden of supporting the
allegations set forth in the grievance.

At all steps in the review of the grievance individuals shall confine their considerations to the
facts of the case and not to peripheral issues that are not material.

All reviews are to be conducted in a timely manner and in accordance with standards of fairness.

In matters involving adverse personnel actions such as disciplinary action or
dismissal, the adverse action may be implemented prior to or during the processing of any
grievance.

The Grievance Panel and all participants in the grievance process are obligated to treat all
information about the grievance proceedings (formal or informal) as confidential. Participants are
authorized to discuss the case only with persons who have a legitimate “need to know.” Questions
regarding confidentiality, including who has a “need to know” in a particular case, should be
directed to the associate vice



performance evaluations (including faculty reviews and letters of recommendation for promotion
and tenure), salary adjustments, classifications or reclassifications, terminations resulting from
reorganizations or reductions in force, and terminations resulting from the end of grants and
contracts.

Resolutions of grievances achieved under the grievance p
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Executive Session: An executive session is one at which no one else is present except members of
the Hearing Committee.

8.18.6 Initiating the Hearing Procedure

The hearing procedure described below must be followed without omission or

curtailment, except that deadlines may be extended by the Chair of the Grievance Panel for good
cause at the request of either party, by the Hearing Committee for good cause at the request of
either party, or by agreement of the complainant and of the respondent.

The grievance petition must be in writing and must contain the following:

X A request that the Chair of the Grievance Panel establish a Hearing Committee to review the
grievance.

X A statement that the appropriate vice president (or president’s designee) and associate vice
president for human resources have been informed of the grievance.

X A statement that informal methods for resolving the grievance as set forth in Section 8.18.4
have been exhausted.

X A statement that the grievance is within the scope of review of the grievance policy as

described in Section 8.18.2, including a reference to the applicable section.

A clear statement of the grievance.

The name of the respondent.

A summary of the facts relating to the grievance.

A list of persons who are believed to have information that supports the position of the

complainant.

A statement of the relief sought.

X Any supporting documentation.

X X X X

x

The Chair of the Grievance Panel will return an incomplete petition to the complainant for
amendment and shall inform the complainant of the requirements outlined in this section that
need to be fulfilled to constitute a valid grievance petition. The complainant shall have five days
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documentation.

Within 10 working days of receipt of the copy of the grievance petition, the respondent shall file a
response with the Chair of the Grievance Panel. The respondent’s response shall be in writing and
must contain the following:

X A reply to the grievance.

x A summary of the facts relating to the grievance.

x A list of persons who are believed to have information that supports the position of the
respondent.

X Any supporting documentation.

The Chair of the Grievance Panel will return an incomplete response to the respondent for
amendment and shall inform the respondent of the requirements outlined in this section that need
to be fulfilled to constitute a valid response. The respondent shall have five days in which to
resubmit the response. If the respondent fails to resubmit the response, the hearing will proceed
based on the incomplete response and the respondent will forfeit the right to resubmit a valid
response.

As soon as possible, normally within five working days of receiving the response, the Chair of the
Grievance Panel shall provide the complainant with a complete copy of the response and any
attached documentation.

Upon receipt of the completed petition and response, the Chair of the Grievance Panel will submit
to the complainant and the respondent a list of current members of the Grievance Panel. Within
five working days, the complainant and the respondent each will select one member of the
Hearing Committee by notifying the Chair of the Grievance Panel, in writing, of their selection.

If, after five working days, either the complainant or the respondent has not made a selection, the
Chair will choose sufficient members from the Grievance Panel to complete the Hearing
Committee. Failure to meet the deadline by either party will result in forfeiting the right to choose
a member of the Hearing Committee.

Within five working days of receiving notification of the selections of the complainant and
respondent, the Chair of the Grievance Panel shall appoint the Chair of the Hearing Committee
from among the remaining members of the Grievance Panel.

If any individual selected to serve on the Hearing Committee believes that they have cause to
recues them from service, they must notify the Chair of the Grievance Panel at the earliest
possible date by submitting a written, confidential statement of the reasons. The Chair shall
determine in their sole discretion whether or not recusal is warranted. If the Chair determines that
the designated committee member should be excused, the Chair will so notify the complainant
and the respondent as quickly as possible. If either had chosen the excused member, they will be
granted another five working days to select an alternate.

The Hearing Committee shall set a hearing date and shall notify the complainant and the
respondent in writing of the hearing date, which generally shall not be more than 30 working days
from the date the petition was filed. Hearings will not be held during summer or winter breaks,
but reasonable efforts will be made to conduct hearings before the end of an academic semester or
as soon as the next semester begins.









grievance.
Employment actions shall be documented in the personnel file in accordance with normal

University practices, even if the employment action is the subject of a grievance (see Section
8.18.1). Such documentation may be changed or removed based on the outcome of the grievance
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first Chair.

Hearing Committee

The Hearing Committee is composed of three members selected from the current Grievance
Panel. The complainant and respondent each select one member of the Grievance Panel to serve
on the Hearing Committee and the Chair of the Grievance Panel appoints the Chair of the Hearing
Committee from among the remaining members of the Grievance Panel.

When a Hearing Committee has been constituted to hear a grievance, that Hearing Committee
shall complete the process. The expiration of the term of one or more members shall not preclude
their continued participation on the Hearing Committee.

Amendment



vice president is responsible for the management of the person, property or process involved in the report.
Reports of vice president misconduct will be reported to the president. A report of findings and corrective
actions will be placed in a limited access file with the initial report in the human resources office.

The reporting individual must exercise sound judgment to avoid making baseless allegations. An
individual who intentionally files a false report of wrongdoing is subject to disciplinary action up to and
including termination of employment. Insofar as possible, the anonymity of the ethics violation reporter
will be maintained. However, identity may have to be disclosed to conduct a thorough investigation, to
comply with the law, or to provide fair procedural review for accused individuals. In all cases,
confidentiality will be maintained to the greatest extent possible.

The University will not retaliate against an ethics violation reporter acting in good faith. This includes,
but is not limited to, protection from retaliation in the form of an adverse employment action such as
termination, compensation decreases, poor work assignments, or threats of physical harm. In addition, no
student or employee may be adversely affected for refusing to carry out a directive which constitutes
fraud or is in violation of federal, state or local law or University policy. The rights of an ethics violation
reporter for protection against retaliation do not include immunity for intentionally filing a false report of
wrongdoing or any personal wrongdoing on the ethics violation reporter's part.

Any ethics violation reporter who believes they are being retaliated against should contact the director of
employee relations and organizational development immediately (ext. 1345). Anyone who retaliates
against an employee or student who has reported a violation in good faith is subject to discipline up to and
including termination.

Employees with any questions regarding this policy should contact the director of employee relations and
organizational development (ext. 1345).

8.20 Information Security Policy

In order to support sound University-wide information security practices, compliance with various state
and federal legislation, and with various industry standards and best practices, this information security
policy (“security policy”) applies to all organizations within the Univ