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8.5 PROFESSIONAL STAFF PERSONNEL POLICIES 

8.5.1 Professional Staff Personnel Policies. [Back to the top] 

The Polities, origilially effective as of July 1, 1996, and revised in January 2010 
apply to all contract Professional Staff employees Of the Diliyersity and all other 
tmclassified contract personi1el not included under the Faculty and Librarian 
Persotuiel Policjes, or covered by the Unive1:sity's Collective Bargaining Agreements 
with the !\A UP or SEIU, except that those Professional Staff e1nployees \Vhoreport 
directly to the President are not covered by Sectioi1s 8.5.5., 8.5.8.3, and 8.5.8.4; these 
Professio11a1 Staff e1i1ploy~es serve at the willqfthe President. 

8.5.2 Definitions. !Back toihe top] 

The follm~ring are defmitions of words and plmts~s used in these policies. 

8.5.i.l Profe,ssi()nal $taff- Professional Staff employees ofthe University and air 
other uncl~ssified contract p~rsoJii)~l not in:tlqded, under theFa,ct]lty and 
Libratiah,Pe1:so1it1el Policies, orc0vered'by ,the University's Collective 

.· B~tgai11ing Agreemetit~ \ViJh the. AAUP or fiEiU which i;1chides hpth patt-
ti111e and flllMirrie eri1ployees: · · 

. . - . 

A. Part;.t@e- A par,t:~time en1ployee is one whose appointment is desigri.ated 
as pm}·time and whose regulm·lyassigned worbveek averages fewer than 
40 hours per .week. A par,t:;.tih:ie pi'ofessibn.al staff employee mt1st not be 
asSigned to Work Iilpre than 32 hourS on average over a fiscal year. 

B. Full-tiine ... A full-time employee is otie whose appointniet'lt is designated 
as full-time and whose regt.i]ariy assigned workweek is 40 hours per week 
Q\ier a period of an academic or fiscal year. 

8.5.2.2 IndividualEmployni¢nt CQnti:'act- Tl'fe docum:ent, signed by the President, 
or desigi1ce; which extend$ a spe-cified offer of employment for a specified 
timeperiod m1d rateofcomperisation. . 

8.5.2.3 limnediate Family- The irnm:ediate fam:ily iqcludes mother, father, brother, 
sister, spouse; daughter, son; mother·in•law, father~in'-lav'v, brother-in-law, 
sister-in-law, daughter~ in-law; son-h1-law, gl'andparent, grandchild, 
stepparent,_ stepchild, and legal guai:dian or other person who stands in place 
of a parent. · 

8.5~2.4 Unit- Unit defines the area ofan employee's activity, regardless of 
administrative level within the University. Unit refers generally to an 

-- ---------



organizational structure; e.g. department, office, sector, or center, and 
11ormally 'vill be under the direction of a unit head/administrator and a unit 
supervisor. 

8.5.2.5 Salary Grade- An established pay range for each position noting the 
minimum and maximum salaries for the pay range. 
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8.5.3 Appointment and Conditions of Employment [Backtothetopl 

8.5.3.1 Appointment. Appointments \Vill be made in accordance wjth the 
Affirmative Action Plan of the University as approved by the Board of 
Trustees. 

Procedures for Appointment. The unit, in conjunction with the Cmrtpensation 
Director, develops a job description detailing the duties, responsibilities and 
minimal fequirements/qualifications necessary to perform the funct-ions of 
the position. The Compensation Director analyzes the descripti-on and 
assigns a salary grade to the position. The Compensatio11Director, or 
desigi1ee, in conjm1ction with the Classification Conm1ittee and/or the Vice 
President for Huma11 Resources Development a1id Labor.Relatio1is, makes 
such actions. (See Cleveland State University Staff Co!n_liensation Program 
Manua1 fo1· addit!ortal information). Following this process, the unit obtains 
Presidential~ 01' desig11ee approval to initiate the appointment proc~ss in 
accordance with the University's AffinnativeAction Plan. 

Employment Contni.ct Terms . Only an authorized University administrator may 
·provide an employee with atl employmenf contract. Piofessit;>nal Staff 
employees shall receive apjJointi11elits for a fiscal year b(;'!ginning July 1 or a 
p01tiort thereof: ab. a~ademic year or l;t portion thereof, or a coaching seasoti 
or a portion thereof For fall sports, the coaching season runs ft'oin Janu~ty 1 
to December 31. For winter spmts, the: co~ching seaso11 r\].n~ from May 1 to 
April30. For spring sports, the coaching seasonnms fi:om July 1 to Juiie 30. 
AjJJ)Oi]J.tmel1ts Will by subject to renewal or noh-rene\vaUnihi.lal.ly. 
Appointments ru1d re-appoiritme11ts will J)ot hohnally exceed mie year .. The. 
initial contract stipuhttes the tetm ofapp,ointmept, title; salary grade and 
salaty. Eyery Pr9fessional Staff position must have a wi'lttei1job desctiptioh 
that will be provided to the employee at the tihi.e of the itiitial appointment. 

8.5.3.4 Professional Staff Regular and Temporary Appointment. There are t\:v6 

categories of appointment: Regular or Temporruy. 

8.5.3.4.1 Regula:r Appointment. Regular Appointments are identified as 
Regular Base-:funded or Regular Funds-Available. 

8.5.3.4.1.1 Regtilar Base-Fundeq. Regular Base-Funded are 
appointments to positions that are funded by 
Instl'Uction and General, General Fee or Auxiliary 
funds. The position is assumed to be continuing. 
The individual occupyingthe position is 
designated as full-time or part.,.time. 
Cotresponding en1ployment contracts ~11ay be 
renewed or 11on-renewed annually. All notices for 
non-renewal of Regular Based-Funded 
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Appointments shall be issued in accordance with 
the provisions of8.5.8.3. 

8.5.3.4.1.2 Regular Funds-Available. Regular Funds
Available are appointments to positions that are 
not funded by Instruction and General, General 
Fee or Auxilia1y funds. The position is not 
assumed to be coritinuing; continuation is 
contingent upon fut1ds availability. Consequently, 
employment contracts/letters indicate specific 
starting and ending dates. The individual 
occupying the position is designated as full-time 
or part-time. 

Employees hired into Regular Funds-Available 
positions are not eligible to be treated according 
to the provisions of8.5.8.3 and 8.5.8.4. Contracts 
for Regular Funds--A vail able appointments shaH 
include a statemei1t of these facts. 

8.5.3.4.2Temporary Appointment. Individuals hired for a specific project 
or hired for a silnilai"task on an intermittent basis over an extended 
period of time ( c!uties that occur sporadically) are categorized as 
Tempormy. Employment is contingent upon project need, 
interlnittent workload peaks and funding availabillty; consequently 
there is no expectation of CQntjnued employhieht. Employment 
contracts shall be either ahi1llal, as needed hmu·ly or saJaried (lnd 
shall indicate specific starting and ending dates that are tied to a 
specific project. Although the time period may not e:xiend beyond 
one year, the Department ofHuman Resoutces Development and 
Labor Relations and the Director of Aft:irmative Action may grat1t 
time extensions, if the extension relates directly to the original 
project. 

Teinporaty Professional Staff members are not subject to the 
provisions ofsections 8.5.8.3 and 8.5.8.4. Contt•attS for tempormy 
positions shall include a statement of these facts. 

8.5.3.5 Job Titl~s and Descriptions. Job titles and descriptions provide 
functional meaning and organizational consistency throughout the 
University. 

Every full- and part-time Professional Staff position must have a writ~enjob 
description appropriate to the position and title that will be provided to the 
employee at tl1e time oftbe initial appointment and will be reviewed annually 
at the unit level according to established performance evaluation procedures 
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as outlined in section 8.5.4 below. The employee, immediate supervisor and 
unit administrator must review the job description annually. The job 
description will include title, major duties and responsibilities, minimum job 
requirements, preferred requirements (if any), supervisory and budgetary 
responsibilitY, reporting relationships, salary grade, and other pe1tinent 
inforimitiO'!i, as determine<:! by the Director of Compensation. 

8.5.3.6 Personnel Files and Con:te.nts. The official persmmel file is maintained in 
the Department ofHutnan Resources Development and Labor Relations. 
Ib~ official personnel file for each employee \vill contain the following, if 
available: 

A . Letter of Application and all materials requested or received by the 
. University frohi person$ other than the applicant in connection 
\vitb the en'iployee' s original employment, including official 

· ac~demic trimscripts; 

Offer of Appointt,11ent and initial date of employment; employee's 
poptrl:\ct(s);~and letters ofcontinuation; 

Job description(s); 

Documents relating to position classificatiqn, grade, and length of time 
- in position; 

J:)ocuments pertaining to t:eclassifications or transfers; 

DoQujjJei1tS. perta,iniilg to. salary recommendations; 

Documents pertaini~g to the ernployee's professior1al activities and 
accornplisiu11e11ts; · · 

Performance evaluations and reviews; 

,PiscipHrgiry a~ti<;ms andinformation pe1taining to disdplinat'y actions; 

Tnforniationpel'tati1it1g to extended leaves; and, 

Information pertaining to separation from employmem. 

All personnel files in the University are public information. The 
Professional Staff member, the staff member's supeniisor, 
University Legal Counsel, Affi~~mative Action and University Polic-e 
may view tl)e personnel file without written request. fJmvever, 
access to other employees or the public will be provided only upon 
written request to. Human Resources. The Professional Staff 
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member whose file is being viewed will be notified of the request in 
writing. 

Other personi1el related files containing benefits infonnation, workers' 
compensation, medical, J:;MLA, or ADA information will not be 
maintained in the official personnel files and Will not be available for 
public inspection. 

8.5.3.7 Joint Appointments. Persons with appropriate qualifications may be given 
a joint appointment to the faculty and the Professional Staff. In such cases, 
appointmei1t proccdutes for both faculty appointment and Professional Staff 
appointment inust be followed. Upon appointinent, such pei·sons will et~joy 
the procedural rights of the Professiona] Staff as to their Professional Staff 
employment so long as their contract for executive, professional, or 
administrative work is in effect. 

This section does not prohibit the granting of academic tenure to personnel 
on joint appointments involving an academic departinent 

Adoption of these Professional Staff Policies shall not divest a person of any 
tenured faculty status acquired prior to adoption. 
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8.5.3.8 Nepotism . The appointment, classification and pron1otion of all 
Professional Staff employees shall be based solely on appropriate 
qualifications and perfmmance. Relationship by fanuly~ marl'iage, or 
partnership shall constitute neither an advantage nor a deterTent to 
appointment in the Ui1iversity provided the inqividual meets and fulfills the 
appropriate appointmeilt stai1qatds. !tis not the intent of this policy to 
encourage the employment of relatives within the same unit, but rather tore
emphasize the concept thatthe selection ofpei"sonnelshall be solely on the 
basis of merit in accordance with the State of Ohio Conflict of lnte.rest 
statutes~ 

The Universjty, eithei' on a full-time or part-time basis, may employ members 
of the same imrnecii.ate fa~J.1ily so long as neither faniily In ember is 
res,portsible for the decision to lure, supei"vise; dii"ect, evaluate or recommend 
mer;it increases for the other. · 
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8.5.4 Annual Performance Evaluations fBacktutheiooJ 

8.5.4.1 General. For full- and pa1t-time employees the unit administrator will use 
written performai1ce evaluation as the basis for personnel decisions such as 
merit increase in salary or re-appointment. The performance of assigned 
duties shall be reviewed and signed each year by the staff member's 
innnediate supervisor and the administrator to whom tbe supervisor reports. 

The Department of Human Resources Development and Labor Relations is 
responsible for the ckvelopment, approval and provision of guidelines and 
forms as well as training for the evaluation process. Detailed guidelines 
regarding the Perfonnance Appraisal process can be found by referencing the 
Cleveland State University Perfom1ance Management System Supervisor's 
Guide. The evaJuatio11 sho~llcl result in a statement applicable to continuation. 
Written performance evaluations should be based on the written job 
description and should: 

A. Document job perfonnance during the evaluation period; 

B. Recognize relevant achievements, strengths and capabilities; 

C. Identify weaknesses that should be addressed during the next 
evaluation period; 

D. A1ticulate the types of contributions that \Villlead to greater 
professional gro-wth, recognition and rewards; 

E. Specify thture objectives and expectations; and, 

F. Jnclttde optional employee comments. 

8.5.4.2 Responsibilities . 

8.5.4.2.1 Arinual Re"\iew. The Iuinual pertormance review will be 
completed prior to March 1st for the previous year (January 1 -
December 31 ). Special provisions will be made for Professional 
Staff members who have been employed for less than one year at 
the time of annual review. Evaluators are responsible tor 
monitoring performance tlu·oughout the year, especially for nevv 
employees. 

8.5.4.2.2 Implementation. The unit administrator is responsible for 
implementing the amiual performance review process in 
co11junction with the guidelines and policies established in The 
Cleveland State University Performance Management System 
Supervisor's Gtiide and for maintaining proper files. 
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8.5.4.3 Appeal of Performance Evaluation Statements . A Professional Staff 
member who disagrees with the outcolhe of the performance evaluation may 
appeal, in \vriting,to the next admiiiistrative level above the primary 
evaluator. The appeal must be made vvithin fifteen (15) working days after 
receipt of the written evaluation, and the administratot\vho receives the 
appeal rriust complet~the revievi. The ProfessiOJ1al ~,taffmember may 
request, in writing, a meeting vvith the administrator who \Vill complete the 
reviev;r within lS working days after the appeal is i'eceived. The Professional 
Staffemplo),ee may asJs: thatdoctn'nentation fh;m1 d1e appeal become part of 
the pennanent record of the perfotmance evaluation. 

For additional guidai1ce, refer to Apper;dix section, "Professi,Qnal Staff Perfom1ance 
Apptaisai GLtidefil!es''. . . ·· · 

·. : ' .· . . . . 

8.5.5 Job Classifications and Salary Adjustm~nts rBackiotheropJ 

J9b clas$ificatiQ~1s aod.s.alary adjustments are 1:\Clministel'ed ir1 accordaii.ce with the 
Cleveland State University StaffCoh1pens~tion Progi·am Manual, a copy of\vhkh 

, inaybe obtain¢dfronitheDeparfi:!}ent ofHun11:11J Re~ources Development and Labor 
Relations or may be vi~wed at www.csuohio:edu/HRD. 

8.5.6 Placement on,AdministJ·ative Leav~ fBacktoihetopl 

A: J?mf'essional Staff employee may be placed on ad!'niriistrati'i•e leave with pay 
pending a hearii1g \v.hen thePtesident ofthe l..lrriversity, or designee detemiines that 
the continued pr~sence of the einployee·on the campus constitutes a substantial 
i11tertercoce \vith the qrderly functioning of the Univer~ity or of an area, unit, 
department or college of the Ur1iversity. 

. . - . : 

8.5. 7 Progressive Corrective Action [Back to the top] 

The pl]tpose of progressive corrective action is to impress iipoi1 the employee the 
need to,:imprpve behavior or petfo1mante~ when necesse~zy. . Prqgres.sive corrective 
actipn isiipt requirecll)ut, to thee:x,t~11t prac}ica1Jle and appropriate, it is encouraged. 
Progr~ssive con~c:;tive actiopmay inclucle oral and\'ivtitten warnings or letters of 
rep!·iman~t.. Nothing herein shillllrnit the. rlgbtof the Dniy{lrsrty to. bypass 
prop;essive cop'ective action ;1i1d .immedi~tely suspypci or c1ismiss a Professional 
Staff member for any offense that, in the University's sole discretion, is of such a 
serious nature that use of progressive ccntective actio11 is not appropriate or 
wan·anted. 

8.5.8 Termination of Employment [Backtothetoru 

The employment of a Professional Staff employee may terminate through 
resigimtion. retirement, non-renewal, layoff, or dismissal for just cause. 
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8.5.8.1 Resignation . Professional Statfhave an obligation to provide the University 
a written notice of intent to resign. Notice should be given to the immediate 
supervisor and fon¥arded to the appropriate administrative officer at least 
thirty (30) days, or less if mutually agreed upon by the supervisor and the 
employee, before voluntmy termination of service. 

8.5.8.2 Retirefnent . There is no mandatmy age for retirement. A 
Professional Staffinember planning to retire should give 'vritten notice 
of intent to his/her immediate supervisor at the earliest date possible, 
but not less than thirty (30) days before termination of service. 

8.5.8.3 Nou;..Renewal. Procedures for lnitiation and Notification for Non-Renewal 
of Regular Base-Funded Appointments. 

8.5.8.3.1 Employees hired into Funds-Available and Temporary positions are 
not eligible to be treated according to the provisions of this Section 
8.5.8.3. 

8.5.8.3.2 Recommendation for 11011-renewal of a Regular Base-Funded 
appointment of a full- or part-time Professional Staff member can 
be initiated by any of the staffn1embet's supervisors or superiors~ 

8.5.8.3.3 Recommendations for non-renewal will be made to the President 
and will be accompanied by documentatioi1 of support or lack of 
support from the appropriate administrative officers. 

8.5.8.3.4 Such recommendations \Vill be sent to the President on or before the 
following dates: 

A. March 1 for a Professional staff member holding a first 
contract of professional service at the University for non
renewal of the con1Tact. 

B. Janiuity 1 for aPtofessional Staffinember holding a second 
or subsequent contract of professional service at the 
University for non-renewal of the contract. 

C. By December 1 for an intercollegiate coach holding a 
coaching season contract for the fall season. 

D. By Aprill for an intercollegiate coach holding a coaching 
season contract tor the winter season. 

E. By June l for an intercollegiate coach holding a coaching 
season contract for the spring season. 
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8.5.8.3.5 If the President concurs ':vith the.recommendation(s) of non
renewal, the President shall direct that a notice ofimn-renewal be 
sent by regula!' and <;ertified mail to the Professional Staff member's 
home addresswhich is on file with the University. Such i1otice 
shall be deposited in the mail withit) oiienionth.ofthe dates above 
(by Aplil I, February 1). It is the Profe~sional Staff member's 
responsibility to regularly update the Unive~;sity'with address 
change infonnation. 

8.5.8.3.6 The Professibilal Staffmember holding a second or subsequent 
contt·act ofprofessional service at the University is entitled to be 
apprised oftbe teasons for non-reneWal a\1qmay r~quest a .revjew 
of the decision thrciligh the grievance procedru:es as provided in 
sectipn8 .5. 9. 

8.5.8.3.7lf aiio~iceofnon~renewaJ isnot!>entbyth~ qatesprovided in 
section 8.s.a.3.5 above, the Professional Staff member shall receive 
a11 additional contract ofat least six rri.onthsdw:ati<;m except as 
othei\vis~ provided by sectioils 8.5.8.4 gnd 8.5,8.5 or Ohio lavv. 

8.5.8.4 Layoff . . ·· Termimt~io11 of Professional Staff~empldyees ptior to, during, or at 
the end cif an appointment peribd iriay occur because of a t1nanGia1 
emergencyJ)rbecause ofreorg:;:inizati()n. Such a ter111ination of appointment 
shall be designat~d a layoff. · 

8.5.8.4.1 Li(yoffDue To FinandalEmergeucy; Layoffofa Professional' 
Staff empl()yee t11ay o_ccu~; ~~heud.eemed necessary by the President 
due to a fmancial emergency as de¢Iared by the Boa.i'dof Trustees. 
Upon.occilrrence of the layoff, the iiJ.dividuaPs pers~nnel file shall 
desigiiate that the l~yqff\vas due to frtiaiJcial emergency. 

8.5.8.4.2 LayoffDue To R~Ol:~~nizanori .. Layoff ofPtofessional. Staff 
employees at the Ui1iVetsity may occur when a reorganization is 

· deehf.~<:ln~Cefosary <:Iue.Jo'a budgeter program decision requirii1g 
pr;ogra,rh discontinuance; cuiiailment, 01' redirettim1; and when such 
areotganizatl.oh phiii. i:; approvec;lby the President. Upon 
occu~T~J1ce of the layoff, the individual's personnel file shall 
designate that the layoff was due to reorganizatiori. 
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8.5.8.4.3 A Professional Staff employee laid off due to financial emergency 
or reorganization shall be accorded the following rights and 
privileges: 

A. The unit head must provide documentation to justify the 
layoff of the Professiona I Staff member( s) under this 
section. Such documentation must be fonvarded to the 
appropriate Vice President or the Provost for approval to 
proceed, and a copy must be sent to the attention of the 
Vice President for Human Resources Development and 
Labor Relations. lfthe release is initiated at the Vice 
President or the Provost level, qll appropriate documents 
shall be forwarded to the President for approval to 
proceed. The i11dividual shall be notified in writing of the 
decision to effectuate his or her release. Such notice shall 
be provided as far in advance of the release date as 
possible. 

B. Tbe Department of Human Resources Development and 
Labor Relations shall make a reasonable effort to secure 
alternative appo_intments within the University in open 
positions for \:vhich the ailected individual is qualified 
under existing criteria. 

C. If, within a period of eighteen months from the date of the 
layoff of a Professional Staff employee, the President 
detei"mines that the Professional Staff employee's position 
should be reopened, then re-appointJnent shall first be 
offered to the laid off employee. The offer shall be sent to 
the lastkno\vn mailing address ofthe employee and he or 
she _shall have a reasonable time, not to exceed fifteen ( 15) 

. days, \Vithin which to accept or decline the offer of re
appointment. 

D. The individual being laid off shall be entitled to a hearing 
in accordance with the procedures provided in section 
8.5.9, Grievance Procedures. Such a hearing may occur 
subsequent to layoff, if emergency circllll1star1ces 
preclude a prior hearing. 
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8.5.8.5 Dismissal . 

8.5.8.5.1 Dismissal for Just Cause. Pi"ofessional Staff may be 
dismissed for just cause. Just cause shall include, but not 
be limited to, Items A-J belo\v: 

A. Unsatisfactory perfom1ance or neglect of assigned 
duties and r~sponsibilities. 

B. Violation of recbgnized standru:ds of professional 
conduct and perfonnance. 

C. Persoi1al cond~ict that iinpaits the individual's 
propel" f\tffilhi1ent of assigned duties and 
i·espbnsihilities. 

Persoi1ai conduct that violates state or federal law, 
induding butnot limited to drug and alCohol abuse, 
trafficking in illegal drugs, sexual, ~thiuc, racial or 
religio·us harassni.erit or any other harassment 
prohibited by law. 

Personal conduct that imp;1irs the employer's pursuit of its 
goals or mission. 

Inte1fering w1th thenon11al operation~ ofthe U11iversity, 

CQ11Victio110fa crime of violence as defined in Division 
(I)(l) ofSection2901 .01 of the Ohio Revised Code, 
or a substa:nti!:lJly equivalent offet}se under 
l11tifllcipafbrcll11ance,.w11ich is committed on or 
a{fects persons or property on the Uriiversity's 
cainpus, ot ariy oth~t crime that adversely affects 
petfo~mance of job duties and responsibilities. 

Concealing, falsifyil1g; altering, misusing or removing 
records, including electronic data records. 

Engaging in a deinonstratioi1 or protest on University 
pror>erty ii1 vlol~tion of Jaw or of the University's 
Policy on Demonstrations. 

Fraudulent credentials. 

8.5.8.5.2 Recommendations for dismissal for causes listed in Section 
8.5.8.5.1 shall be se11t by the unit head to the appropriate Vice 



.Page X\lll 

President or the Provost with the appropriate documentation 
attached. Such documentation must be fonvarded to the 
appropriate Vice President or the Prmrost for approval to proceed 
and a copy must be sent to the Office ofthe Vice President for 
Human Resources Development and Labor Relations. If the 
dismissal is initiated at the Vice President or the Provost level, all 
appropriate documents shall be forwarded to the President \Vith a 
copy to the Vice President for Human Resources Development and 
Labor Relations for approval to proceed. 

8.5.8.5.3 Procedures forlnitiation and Notification of Dismissal of 
Professional StaffEmp1oyees. If the President accepts the 
recommendation for dismissal, v/ritten notification of dismissal 
must be sent by the President to the Professional Staff 1nember by 
registered and regular mail. Dismissal shall not occur until the 
Professional Staff employee has been given ten (1 0) working days' 
notice to request an appeal heating by the President or assigned 
designee. 
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8.5.9 Grievance Procedures macktothetopJ 

It is mutually understood that the prompt presentation, adjustment and/or answering 
of grievances is desirable in the inter'est of sound !'elations between employees and 
the Uiuve!·sity. The prompt and fairdisposition of grievances involves the in1porta.nt 
and equal obligations and responsibilities, bothjoint and independent, on the patt of 
both t11e University and the grievant to protect and preserve the Grievance Procedure 
as ah. orderly means of resolving grievances. 

If a complaint involves alleged discrimination or haras.sment based on the 
Professional Staff member's race, sex; religion; disability age, natioi1al origin, sexual 
oder1tatiQti, ot Yietn_am eta veteran status, then the Professiomil Staff member shaH 
discuss ~pch complaint with theAffirinative ActioiiDii·e9tot as a rrieans of achieving 

· an infoni1aLresolutiori of the comphlint. If informal resolution is i1ot possible, the. 
ii1(:llvipua1 alleging (l!sctimination or harassment may file a fonrial wdtten compl!'lint 
with the,Affi!mativeAcfioii Office; TI1eAfiihTiativeActkm Office will then conduct 
atl1oroi.igh investig~tioi1 and discuss it$ findings, cgliclusions, and proposed. action 
withthe complaimmt, fot'\vm'ding a copy of the findings,. conClusions, andproposed 
acticm ~o the President. Jfthe complainant is ti.otsati~fied vvith theresolution by the 
Affim1ative Action OffJc~, he ot: she n1ay $eekreljefthJ:qugh clirect appeal to the 
President viithin tC11(lO) days of~~1e receipt by the complainant oftlw findings, 
cmiciusions, and proposed actions of the Affirmative Actibh Office. 

\Vhen other types of complaints arise, the Professional Staff member shall attempt to 
resolve the.issue with his or her hm11ediate supervisoi: through discussion, mutual 
understan4ing, and doclllnentation ifaJipi·cipiiate. 
• ••• •• • ·•'· •" •• ••, ...... .....:. ····-··~··•··-w.. ··-· • ., ,. •••• .;_ ' • ~ .. . 

8.5.9.i DisiD.i$sals as de~cribed in Sec.tion 8.5.8.5 ofthese policies m.'e not su}Jject 
to the provisions ofthis Section. A disniissal heari1i.g may be tequ_ested in 
accordance with Seetibrt8.5.8.5.3 Of these policies. 

8.5.9.2. Class~fication deterrriinafions by the DireCtor of Cori1pensation are not 
subjectto the provisionsofthisSection. For classificati()n appeals, 
Professional Stafftil¢mbets fuay utilize the app~al process set forth in tl1e 
Profe'ssional Staff Compensation Program ManuaL 

8.5.9.3 Procedures . The following pt'bcedui'es should be follo:wed: 

8.5.9.3.1 A grievance, under this procedure, may be brought by any 
Professional Staff einployee. 

8.5.9.3.2 A grievance is a dispute or difference between the Professional 
Staff employee and the University conceming the hours and 
working coi1ditions set fotth in these policies and the interpretation 
and/or application and/or compliance with any provision of these 



ClcuL'lnnd State Uni·uersity Pn:{i•s:,ional 5!.a_(f Policies Page XIX 

policies, including their administration, process, and any associated 
actions. 

8.5.9.3.3 Grie,•ance Steps and Process. No patiies may have legal 
represe11tation present at any step in the grievance process. When 
grievances arise, the follmving procedore shall be observed. 

Step 1 A written grievance must be filed \Vith the employee's 
inm1ediate supervisor v.,.·ithin twenty (20) working days of the 
event upon which the grievance is based. Within ten ( 1 0) 
\vorking days after the filing of the grievance, a meeting will 
be scheduled between the supervisor and the aggrieved 
emplbyee. The employee may invite a support person of 
his/her choice to attend the meeting. Following the meeting, 
the supervisoi: shall issue a written answer to the grievance 
within ten (10) working clays. 

Step 2 Jfthe grievance is not satisfactorily settled in Step 1, the 
employee may appeal the Step 1 atis-vver to the supervisor's 
immediate supervisor withln ten(lO) working days after 
receipt of the Step 1 response. Such appeal shan be in 
writing with a copy to the Of'fice of the Vice President for 
.Human Resources Devel.opment and Labor Relations. 1l1e 
supervisor's inm1ediate superior shall schedule a grievance 
meeting with the employee within ten (l 0) vvorking days. The 
employee may invite a suppmi persoi1 of. his/her choice to 
attend the meeting. Following the meeting; the supervisor's 
immediate superior shall issue a \vritten ans\ver to the 
grievance within ten ( 1 0) working days. 

Step 3lfthe grievance is not satisfactorily settled in Step 2, the 
aggl'ieved Professional Staff employee may file an appeal 
\Vith the Vice President for Human Resources DevelojJment 
and Labor Relations within ten (10) \Vorking days after the 
receii)t of the Step 2 decision. The appeal must be in writing. 
The Vice President for Hut11an Resources Develt)pment and 
Labor Relations \Vill schedule a grievance meeting with the 
supervisor and aggrieved employee as outlined above within 
ten (10) working days after the receipt of the appeal ai1d will 
render a \Vritten decision within ten (10) vvorking days after 
the close of the meeting: The employee may invite a support 
person ofhis/hcr choice to attend the meeting. A copy of the 
written decision will be sent to the grie\iant. 

8.5.10 Leaves of Absence \Vith Pay l~!!~kiQJhetopJ 
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8.5.10.1 Vacation Leave. Professional Stafhvith full-time calendar year 
appointments will eam vacation leave at the rate of 1.83 days per month of 
full-time service ora total oft'wenty-t\vo (22) workdays peryear. 
Professional Staff with full-time academic year appointments will eam 
vacation on a pro-rated basis. Professional Staff appointed at less than 
one-halftime will not eam vacation leave, Professional Staffappointedto a 
pa1t-time position of one-halftime or mm'e will earn vacation leave on a 
prorated basis. 

8.5.10.1.1 Vacation Requests. Vacation leave shall be available to the 
employee to the extent eamed provided that the employee's 
supervisor or unit head approves the dates for such leave in 
adv~nce. 

8.5.10.1.2 Alin:Ual Canj'Oyer Limit. Staffmemhers are expected to use 
accmed va~ation leave periodically. Vacatim1 leave 
accumulation rriay notexceed44 day~ at any time within a 
fiscal year. On .June301

h of each year, no more than30 days 
may be ~atTied forward to the next fiscal year. Ti1e Vice 
President for Huniati Resoi.Jrces Developmeilt ·and. Labor 
Reli1tions imiy,in¢;xte11uatirig circumstances; grant an 
exernptiOt'l to the carryover limitation upon the written request 

- ofthe PrqfessionaLStaffn1eii1be.r ahd 1¥ith supp~htfrom the 
Professional -Staff ti1embees immediate supetvisor. 

8.5.10.1.3 P~y<mt.Upori Termination. Attenninatioh of erhpioyment, 
'- payiiients for ilhtised--iracatioti leaveti5 }1 1rtaximul11 of 
twe.i1ty-nvo (22) days ~hall be l}lade~ 

8.$.10.i.4 Reporting Procedure§; The University has established a time 
rep01ti11g ptoced:utt!actmhiistered.bythe Payroll Office for the 
purpose ofr¢CQtdirig the l!Se ofvacation leave. 
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8.5.10.2 Holidays . The University recognizes the following ten days as paid 
holidays. 

New Year's Day 
Martin Luther King Day 
Presidents' Day 
Memorial Day 
Independence Day 
Labor Day 
Columbus Day 
Veterans' Day 
Thanksgiving Day 
Christmas Day 

8.5.10.2.1 Alternative Scheduling. The administration may establish 
altemative days of observance for the following holidays. 

Martin Luther King Day 
Presidents' Day 
Coluh1bus Day 
Veterans' Day 

8.5.10.2.2 Holiday Pay111ent for Part-Time .Employees. Part-time 
Professional Staff employees are entitled to holiday pay for that 
portion ofthe day they normally \Vouldhave been scheduled to 
work if the Universjty designates that day as a holiday. 

85.10.2.3 Holiday Payment for Alternate \Vork Schedules. If a full-'time 
Professional Staff en1ployee' s work schedule is other than 
1·1onday through Friday, the employee shall be entitled to holiday 
pay for holidays observed on a regular day off regardless of the 
day of the week on 'Nhich they are observed. 

8.5.10.3 Hours of 'Vork, Full-time Profes~ional Staff members are einployed by 
contract at an ammal salary to cany out an assignment The full-time job 
assignment lloimally requites fott.y hmii·s t~er week, assigned according to 
the needs of the department and the job description. Salaried Professional 
Staff members may be expected or assigned to work more than forty (40) 
hours in a given week ifnecessai:y to complete the responsibilities of the 
department. They are not eligible to receive ovettime pay or compensatory 
time. However, for special circumstances the Supervisor may allow for a 
temporary schedule ad.fustinent. 
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8.5.10.4 Sick Leave. Sick leave \vithpay is a benefit a\1ailable during absence due 
to routine niedical care, illness, injury, or death of a member of the 
immediate family, including a same-sex domestic partner or dependent of a 
same-sex domestic pminer registeredwiththe Department of Human 
Resources Developmentanq Labor Relations according to the University's 
j)olicy, otto cover a period of quarantine i·equired by exposute to a 
contagious disease. 

8.5.1 0.4.1 B~reavement Le~ve .l.Jp to five (5) days of accumulated sick 
leave may be used for be1;eavement in the e"\rent of the death of 
a member of the i1111hediate fan1ily including a sam e.-sex 
domestic partner:or qepi:mdent of a same-sex domestic pa1tner 
regi~tered with the Depaitinentof Hmii~m Resot.u'ces 
Development and Labor Relaticmsaccording to the University's 
policy. 

8.5.10.4.2 Gui~elines . The guideiit1es for h6nnal avallability and use ofsick 
leave beitefi~ are: 

A. Accuinrilation. Sick leave_credit w!ll accumulate at the rate 
of 1.25 da:ys (tett.Jiours)for eachn1onth of service, without 
liniit, aJ1d!tJ.ch,:!dlng periods of vacation and sick and other 
pa:i(:l leave; Staff'oi1less than fuli-,time appoln!tnents shall 
·recefve sickl~ave credits proportionate to the percent of tim:e 
ot hours-worked. 

··· R.Appr6valofSiCkLeave R¢qut~sts·. Fo.tp1atu1ed absences, the·· 
staff.,~nefube,r tniJS1;1j(ltlfy tJ1~:a_ppropril;lte supervisor and gain 
apptovat Fbr 1,1npJanped abseric:es, sick leaVe 1iiay be taken 
. wiV1 the approval ofthe departnixnt chaitpersoti .or 
supervisor, b)'.fiptH'yingt]leqfilc·eo_fthe thairperson or 
supervis9r a,s spolf (lS pra~~ica!Jle; presumably on the first day 
ofabsence, Inthe absenceofsuch notification and' appr'oval, 
time )nay be phargecl to. ya,cation leaYy oruhauthoriz~cl 
abseilceivith an ~ppropriate pay adjustmenLThe University 
resei~v_e,~the right tqr~qyir~ propel' evidepce of 11h1ess in 
cases ofpfo}ciligeci at repeated absei1¢e,.-

C. Transfer of Sick Ctedit from Other Public ot" State 
E~-pl~yers .ira st~ffme~bei"transfetsJroni one depmiment 
of the University to another or .from the University to another 
Ohio public agency~ w from another·State of Ohio agency to 
Cleveland State Uriivei·sity, accumulated sick 1eave credits 
will transfer htsofar a~ is allowed by Jaw. The former 
employer ofthe staff member transfen·ing credits from 
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another State of Ohio agency or public employer must furnish 
proof of sick leave credits to the University in l'irriting. 

D. Requests for Unpaid Absence. If the absence due to sickness 
extends beyond accuinulated sick leave, the staff member 
may request vacation and/or leave 1-vithout compensation (See 
Section 8.5.11.2). 

E. Disability. If the disability due to sickness exiends beyond 
three months, the staff member may apply for disability 
benefits. 

F. Payout Upon Retirement or Disability. ProfessionaJ Staff 
members who, at the time of disability retirement or service 
retirement, have ten or more years of service to the State of 
Ohio shall be compensated in an amount not to exceed one
fomih the value of accrued but unused sick leave credit up to 
240 hours ba">ed on their rate of compensation at the time of 
retiremeilt. 

G. Payout Upon Death. In the event of death1 the University 
shall pay out one-fomih the value of accrued but unused sick 
leave credit up to 240 hours based on the employee's rate of 
compensation at the time of death. 

H. Maximum Payout and Cancellation of Credit. Payment for 
sick leave under this policy eliminates all sick leave credit of 
the employee at the time of retirement, disability or death. 
Payment will be made orilyorice to any employee. The 
maximum sick leave payout upon retirement, disability or 
death shall be 240 hours. 

8.5.1 0.4.3 Reporting Procedures. The University shall be respot1sible for 
establishing a procedure for the recording of sick leave and 
repmiing of sick leave use to the Payroll Office. 

8.5.10.5 Annuai.Military Reserve Duty. Professional Staff members who 
participate in military reserve programs are entitled to leaves of absence for 
a period not to exceed 31 days per calendar year. Staff members may 
receive pay for no more than 176 hours of military reserve duty leave in a 
calendar year. 



Clevdrmd State Llni'l'ersity Pn~fcssional Staff Policies Page XXIV 

8.5.10.6 Court Lea:ve . Leave with pay is granted 'IVhen a Professional Staff member 
is called for jury duty or is subpoenaed to testify as a V·litness before any 
comt or governmental hearing body. Service as an expert witness shall be 
considered to be in the s;:tme catego1y as consulting and shall be subject to 
the limitations thereon specified in section 8.5.14. 

8.5.11 Leaves 'Vithout Pay [BackiotheiripJ 

Professional Staffniembets rriay apply foi'the followiJ1g leaves ofabsence without 
pay~ Requests for leave without pay for illness are subject to medical verification. 
Certain University benefits may continue during aj)eriod of leave without pay that is 
not covered by FMLA consistent with the provisions ofthe Consolidated Omnibus 
Budget.Red)i1ciiiatioii'Acfof:i986 (COBRA) pi;ovided that the Profe.ssional Staff 
rt1en1bet onleiwe lmikes tin1ely p1'el11ium paymehts. 

8.5;11.1 Fainiiy and ~e£li~al Le~ve. The University shall meet and comply with 
the, feqt1rten}ents Of the Family and. Medical Leave Act of 1993 (FMLA) 
-cti1d'~ssociafed reguhitiohs; A copy ofthe University's FMLA policy is 
located in the Appehdix to these policies: The University retains the 
right to-iniplel}tent regtllations and/or technical corrections as I.iecessary~ 

8.5.11.2 Extended Lea\'e of.Absence for Per'soiial6r Famiiy Illness, Disability, 
· ·. bfCIIild C~feA.fter Birtli or Placerhentfor Adoption. Additional unpaid 

leaves>ofabs#lce fot persohalorfamily mediCall'easons, for disability, or 
for child care after birth or PIA¢,c;!iletJt fqr ado.p1ioi} ar~ granted ~tJhe .. 

- 9J~¢t¢bi9n, q[4!(Yic~_f.t~~Ifl~m qf)h~)!6.P~tnetit of)1uman Resources 
bev~lopmellfand LaiJorRe1atiot1s; or designee. Appiicatlcit1s fofteave in~lSt 

. be subinftte_d and appi·oyed 8y the ei11pJoyee's StlperviSor, urtit he~d, and 
ViCe P1·esidCnt otPt'ovosti5riol' td beii'igsuJ)!hitfedto the Depmtinent of 
Hum!;liiRe$but'ces Developi1'let1ta.ndLiiborRelations. The duration of the 
leave maynot exceed six: (6)11l.oiiihs. , 

8.5.11.31VIilita1yS¢i~ViC¢ Leav~.J~1ilit!ll'y reserye diity thatexterids beyond a total of 
176]1oUt§·pet calei1Cl~t; yeai· nmsfbe taken a~'ui~paid leave. In this regard, 
thetJhiversity follo\vs an ¢stablishedv{H~elipOlicy, which C()ntplies w.ith 
Unifohned Se1irices Eh1ploytneht ~ndReei~nployment Rights Act of 1994 
(USERRA) and'the Ohi6 R,e\'ised Code (ORq; · · 

8.5.11.4 Special LeaVe . Leave \>,,itho'ut pay may begrante<l irt extraordinary 
cti'CUl11StatlCes for StllCly, reSearch~ professional employment, election 01' 

appoiiitlnent to public office or for other- persomtl cirprofessional teasons 
subject to appropriate approvals as hated in sectioi1 8.5.11.3.1. 
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8.5.11.4.1 Application Procedures for Special Leaves. The Board of 
Trustees upon recorrtmendation ofthe President grants all 
special leaves without pay. Applications for such leaves 
must be submitted and approved b;v the supervisor, unit 
head, and Vice President or Provost prior to beihg submitted 
to the President Requests for non-emergency leave must be 
submitted through appropriate channels prior to transmittal 
to the President allmving sufficient time for approval. 

8.5.12 Student Fee Authorization Program [Backtothl'torJ 

The St11dent Fee Authorization Program at Cleveland State University is an 
educational assistance progtam for spouses and eligible children of qualifYing full
time employees. 

8.5.12.1 Einployee Eligibility. Qualifying employees include those with 
t\vo or more years of continuous full-time service to Cleveland 
State University. 

8.5.12.2 Benefit. A fee remission will be provided for the in~state portion of 
full instructional and gene-ral fees charged for enrollment in credit 
courses by undergraduate students and for half of the in-state 
portion of total instl'l.lctional and general fees charged tor 
enrollment in credit courses by graduate and professional school 
students. An eligible spouse or child may participate in the 
prograi11 for no 1i1ore than a total of 144 semester credit hours or 
t\;.,'o academic degi'ees, whichever is less. The Fee Authorization 
Program may not be used for Continuing Education, Executive 
MBA, or Accelerated MBA Programs. 

8.5.12.3 Spouse and Dependent Eligibility. Eligible dependents include the 
spouse of a qualifYing employee or his/her financially dependent 
children. A fii1ancially dependent child is one who currently meets 
the Internal Revenue Service dependency definition ai1d is being 
claimed as a dependent on the qualifying employee's federal 
i11co1i1e tax retutn for the current year. 

8.5.12.4 Spouse and Dependent Eligibility Upon Employee's Death. In 
the eve11t of a qualifying employee's death, eligibility will be 
continued 1{w a spouse and/or children regardless of their 
registration status at the time. 

8.5.12.5 Spouse and Dependent Eligibility Upon EmJlloyee's Retirement 
or Disability. With ten (10) years of service to the University, in 
the event of a qualifying employee's retirement or total disabiJjty 
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under Public Employees Retirement System (PERS), State 
Teachers Retirement System (STRS), or Social Security, eligibility 
will be continued for a spouse and/or children regardless of their 
registTation status at the time. 

Complete program details and applicati_<)hs may be obtained from the Department of 
Humart Resources D~velopme.nt anc! Labor Relations. 

8.5.13 Staff Development Program [Backtothetou1 

. . . 

The Staff Development Pi-ogram at Cleveland State Unh7ersity is an educational 
assistance program for full-time and pmt~tiine employees. 

s.s.13.lBenefit, The U~iversity wiilcover the in~state pmiiOJi of ali 
instructional. and general fees up to si)( (6) cteclit houts of 
1ltidergracllJate ()r gh1d~'J.te ycmrses per, semester or for continuing 
eqqc$t~on {:mir~es up to the equivalent cost of siX { 6) lindergraduate 
credit hours per semester. The Exect.1tive MBA and Accelerated 
MBA programs are excltided. ' 

.. 8.5.13.2 Full-Time.Employee. For purposes of this section.::t f\1ll-time 
en1ployee is4efined a.s ~11 ~i11ploy~e witl1l.ln appqintment of six (6) 

, moriths or lotlg(:rh~ ~ perman~ntor funds available position who is 
reg!Jlady schedul~d to ,¥ork foity (40)hmirs pet week. 

~:5.13.3 Pet~&~ift~\c[~~~~;~~:~ ~;::~~~;:;:~(6) 
. ·.months orloi1get iti apeiii1&rie1i.t ot funcls_ available position \vho 
regularlyvvptk~ nyeliti (20) m: mor~ ]}opt's per week but less than 
forty (4-0)hourspei· week. · · · 

¢omplete pro grain (j~tails.at1d <i.pplic;tions 111ay be obtained from the Department of 
Hurl1an ·R.esOtli·ces beyelopnientat1dLabor Rel,ations .. · 
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8.5.14 Consulting and Extramnral Employment [BacktorhetopJ 

8.5.14.1 Request for Approval. The University recognizes the value for its 
perso111id, for the University, and for the community of many types of 
consulting and other external employment experiences that enhance the 
professional competency of the individual and bring credit, not only to the 
employee, but to the University as well. Therefore, with appropriate 
approval, activities are permitted that may render valuable service to 
business, industry and professional groups, and local, state, and federal 
government. 

8.5.14.2 Written Permission. Professional Staffme1i1bers who render professional 
.counsel or services that will fulfill a responsibility of the University to the 
conimunity at large and provide valuable professional experience to the 
Professional Staff member may do so only with j)rior \vritten petinission 
and the approval of the supervisor and of the appropriate Vice President or 
the Provost. · 

8.5.14.3 Conflict witll University Responsibilities. No Professional Staffmernber 
shall be permitted to undertake any extramural employment during 
scheduled hours of employment or any employment that will interfere with 
the reasonable demands of his/her job at the University without prior 
supervismy approval. 

8.5.14.4 Usc of University Resources. In no event shall the Professional 
Staffmember use the name, symbol, or address of Cl~veland State 
Univei'sity in any extramural employment agreement. University 
staff, facilities, equipmem, and materials may be used for such 
purposes only with the express \\Titten consent of the University and 
according to e>..-plicit terms for reimbursement. 

8.5.15 Candidacy for Public Office [RackrothetooJ 

A Professional Staff member may nm for or accept public office under the following 
conditions: 

8.5.15.1 Notice Requirement. The staff member shall iJ1 all cases submit a full 
statement of any proposed campaign activities and ofthe responsibilities of 
the office, which may be assumed. 

8.5.15.2 Employment Status. When, in the judgment of the University, those 
activities and responsibilities will confliCt with the professional obligations 
oftbe employee, a written application for reduced levels of et11ployment 
and compensation, or for special leave without pay, shall be submitted to 
the Vice President or Provost at such a date thatit will come before the 
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Board of Trustees for its consideration at least 90 days before the 
assumption of said activities or responsibilities. 

8.5.15.3 Application for Leave. Submission of statements and applications shall be 
accoi·ding to procedures set forth in section8.5.11.3. 

8.5.16 Conflict of lnterest [Back to the top] 

No Professional Staff member shall have any unlawful intetest in a public contract 
prohibited by Section2921.42 of the Ohio Revised Code. 

8.5.17 Ohio Law [Backtothetopj 

All ProfessiomilBtaffshould be aware that the laws of the State of Ohio govern their 
cpnduct.as'it relates to their employment status, and wlie1i in conflict with these 
policies; the la\vs of the State of Qhio are contrqlli11g, Professional Staff members 
should be a:wm·e, in partici.tlar, of Sections 3345.22 and 3345.23 of the Ohio Revised 
Cod¢, <;opies of which are attached. 

8.5.18 .Associate of the Universitv Status i13acktothetopl 
- ·... . . . .... .;: . . . 

8.5.18.1 Qualifications • Appointm,ent to Associate o:fthe Uiiiversity status 
may be grant~d to·distinguished retirii1gPtofessioi1al Staff 
employees, exclusi,'e ofthose eligible fat emedti factdty rank, 

· ·· · ··· · p\Jtsu.alltto 1:l:ie!ptoceqt1t~sset forth below.;• Associate of the. .. 
Oniversitystattis wilL be gi·antecl only \vitha .shq}\ililg_ofexceptiomil 
se1~ice tO' the unlvetsity. · · · · · · · 

8.5.18.2 Procedures for App9intment/Nominatioil. A:t1y ni.etnber of the 
UniversitY corru11ilnit)f mayi,tlakd rioqii.fiati6J1s/applications~ Appointment 
1s coi1tin.gent uponth~ follo:wingcriteria: 

A. Ten otmore yeats offt1lHi1ne s~rvice to Cleveland State 
University; 

B. Submission of credentials and Ina jot pi"o:fessibiial 
accomplishments at Cle\;eJand State University thatTepresent 
distinguished service to the University; 

C. Favotable recofun:iei1dation:s of the :staff member's supervisor. 

Nominations/applications are subni.itted to the University's Vice President 
for Human Resources Development and i;aboi' Relation~. The Vice 
President may request additioha] supporting materials and infm111ation. 
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If the Vice President for Human Resources Development and Labor 
Relations concurs that Associate ofthe University status be granted, the Vice 
President shall forward the recommendation to the President, who shall 
recommend to the Board ofTmstees all notninees \Vhom the President deems 
acceptable. 

8.5.18.3 Privileges. Associates of the University shall be issued a current 
identification card and shall be entitled to listings in the Cleveland State 
University Bulletin and telephone directory, mailings of appropriate 
tnaterials~ use of such University facilities as the gym and library, University 
e-mail account, intemet access and such other privileges as the President 
may desigi1ate. 

8.5.19 Recommendations to ·Prospective Employers [Backtot.'letorl 

In cases where prospective employers request official recommendations from the 
University (either oral or in writing oi· both) i:egarding cwTet1t or forn:ier Professional 
Staff of the University, only the President and the Vice President for Human 
Resources Development and Labor Relations or designee are authorized to respond 
to such requests. 

8.5.20 Severability rsack to the tool 

If any section, paragraph, subdivision, clause, sentence or phrase of this policy shall 
for any reason be held illegalm' unenforceable, such decision shall not atfect the 
validity ofthe remaining portions of the policy. If any ptovision of this policy 
contains ambiguity, which may be construed as either valid or invalid, the valid 
construction shall prevail. 

8.5.21 Review of Personnel Policies rnacktothetopl 

Individuals, departments, units, committees or campus organizations interested in 
matters concerning Professional Staff may submit recommendations for revision of 
these policies in \\Titing to the Vice President for Huinan Resom'ces Development 
and Labor Relations for review and possible action. 

The Vice President for Human Resources Development and LabOr Relations may 
direct that an overall review of these Personnel Policies be ·undertaken periodically, 
but at least every five years. 



Page XXX 

APPENDICES 

AddiNonal Cleveland State Universitv Po!ides and Information are included below (or 

vour convenience: however. r.hev are not part of the "Professional Staf[Personnel 
Policies" 

Affinnative Action and Eqi.ml Employment Oppottunity Statement 

American With Disabilities Act Statement 

Sexual Harassment Policy Statemei1t 

Your Rights Ulider the Frunily and Medical Lave Act CFMLA) 

F amilv and Medical Leave Act Policy 

Ohio Revised Code: Student or Staff Members Arrested for 

Certain Offenses 

Drug Free Wot'kplace Policy 

· ·GuideHn8s'oitUse ofUilivetsityComputingFacilities•·· · ·. 

Smoke Free Enviroriri:lent Policy 

Professional StaffPerfonnanceAppraisal Guidelines · 

Summary of Other Eh1plovee Benefits 
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AFFIRMATIVE ACTION 
AND EQUAL ElVIPLOYl\IENT OPPORTUNITY 

CSU is an Affirmative Action/Equal Opportunity institution. No person will be denied 
oppmiunity for employment or education or be subject to cliscdmlnation in any project, 
program or activity because ofrace, color, religion, sex, sexual orientation, national 
otigin, age, handicap or disability, disabled veteran or Vietnam era veteran status. 

The University's AJ1irmative Action policy authorizes the Affirmative Action Director to 
coordinate efforts to achieve compliance with Ui1iversity equal opportunity polky, \Vith 
federal and state legislation, and to assist employees in preparing con1plaints should they 
experience illegal discrimination or sexual harassment. Further information may be 
obtai11ed fi•om the Affirmative Action Office at (216) 687-2223. [Backtc:>thetopJ 

Al\1ERICANS \VITH DISABILITIES ACT 

University facilities afford access to employees, studetits and members of the public vvho 
have disabilities. Employees who wish to report difficulties with access to facilities 
should contact the Affinnative Action Office at (216) 687-2223 or the Services for 
Persons \Vith Disabilities Coordinatorat (216) 687-2015. 

The Amedcans with Disabilities Act (ADA) protects individuals who have a disability, 
which interferes with a major life activity (seeing, hearii1g, ':valkilig, talking, working, 
etc.). Employees who are covered by the ADA may be granted ~n accbntrnodatioiJ, which 
allo\vs them to pe1form the essential functions of their positions~ Employees \Vho believe 
that they qualify for protection under ADA and who Wish to request an accommodation 
are urged to contact their supervisor, the Department ofHuman Resources Development 
and Labor Relations, the Affirmative Action Director, or the Coordinator of Services for 
Persons with Disabilities. The request for accommodation will be reviewed and taken 
under consideration by the University ADA Accommodations Committee. [Backlutheton] 
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SEXUAL HARASSlVIENT POLICY STATEJVlENT 

Sexual hamssment is a form of d.iscrifnination that is both reprehensible and unla\"\.-:ful. 

Sexual harassment is contrary to the most fundamental ethical canons of the academic 

community. Sexual harassment violates the special bond of intellectual dependence and 

trust between students and faculty. It exploits 11i1fairly the poWers inherent in the 

relationship between supervisor and subordinate or teacher and student, and it can occur 

between persons of.the same university status. Whenever a11d wherevei· sexual 

harass1nent occurs, it undennines the entire collegialproces_s of recruitment, appointment 
and advanc.ement at theiristituti0n. ·. · ·· 

It is the policy ofCleveland State University that no i11embet ofth¢ University 

commui1ity-shallei1gage iri s·~xtialharassment. Tl1¢ Oi1iv~l'sity will not tolerate sexual 

harassni¢ht becau~eitcreates anunaccepta,ble or injtlrious workiJig or educatioilal 

environtnent. Members ofthe University commtmity who belie:Ve that they have been 

sexually harassed sl}()uld see.\<. resolution ofthepto.Qlem through the University's 

informal and fori'nal.grievauce procedures. · · 

Definition ofSexual Harassr1knt 

Unwelcome sexual advances, requests for sexual favors. aJid OJher verbal ot physical 

conduct of a sexual nature constitute sexual hatassri1ent when: 

Submis~i<;m to such qop\:ll}Ct is made either explicitly or impliCitly a term or condition 

_ ofinstruct:ion; etnploymeritor pintitip,atioillil any l)tiiversity ~ctivity; • 

· ... · · subrgi~~~a1L~tffJi~t1~~lii~~fJ~r~i~i~~f~8a1}l~rn~ni~~;~~~~~, i!ll~;~~)~~~l~~~i~~~~y· ··· 
· ·· utiiveHitY activify; ·· · · 

Such condi.Jctl).as the pul;pose o.f.effec:t oftn1reasoi1aply interfei·ing\vith an ... 

hidlviduaJfs<icad~mic orw9rk pe.hformance or-creates ari intimidating, hostile 
. 6i· offensive'Ui1ivei~sity environment. . 

Additional ihfoli11ation may be obtain~d frOin t11e Affirmative Action Office, the Oftice 

ofMinotity Affairs,the Department ofHuman Resources DevelopmeiitandLabor 

Relations,the Depadment of Student Life a!1.d the Woi_lien's Comprehensive Program. 

The University· has both formal and info1malprocedures for the resolution ofsexual 

harassment complaints. The procedures may differ depending itpon who the affected 

individual is: studei1t, faculty or staff. 

Informal Complaints 
Any members of the University community who believe they have been 

sexually harassed by another member ofthe University communitymay seek 

inforinal resolution through the Affirmative Action Office. The Director of 
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Affirmative Action has primary responsibility for the resolution of 
discrimination complaints of students, faculty and staff. In addition, the 
University has ·an Ombudsperson who may be consulted by faculty, staff and 
students, confidentially, for informal advice and resolution of concerns and 
complaints. 

Faculty members may also pursue an informal complaint through normal 
academic channels: Chair, Dean and Provost. Other employees may also 
informally consult their individual supervisors, or other administrators in the 
organizational supervisory chain. Additionally, the Department of Human 
Resources Development and Labor Relations will consult with concerned 
employees, as \'i'ill the University Counseling Center and Employee 
Assistance Plan. Students may also consult with faculty, faculty 
admii1istrators, or counselors and advisors in the Department of Student Life. 
Other avenues for informal evaluation of complaints include the Women's 
Comprehensive Programs, and The Presidential Committee on the Role and 
Status of\Vomen on Campus. 

Formal Complaints and Grievances 
Ifinformal resolution is not possible~ the individual alleging sexual 
harassment (whether a student, faculty or staff) may file a formal written 
complaint With the Affirtnative Action Office. The Affirmative Action Office 
wi!J then conduct a thorough investigation and discuss its findings, 
conclusions and proposed action with the complainant. If necessary, the 
Affmnative Action Office may take appropriate action against the harasser at 
this point. Ifthe complainant is not satisfied with the resolution by the 
Affirmative Action Office, he or she may seek relief through several internal 
formal grievance procedt1res. 

Faculty may seek relief through the Equal Opportunity Grievance Procedutes, 
adopted by the Faculty Senate and the Board ofTrustees in 1979. See Section 
8.1.16 ofthe Facultv Personnel Policies and Bvlaws. Professional Staff 
members may appeal directly to the President, as provided in Section 8.5.9 of 
the Pi,ofessional Staff Policies. Bargaining unit professional employees may 
seek reliehmder Article TIT, Section 6 of the collective bat;gaining agreement 
between Cleveland State University and Service Employees Intematiol1al 
Unioil, Dish:ict 1199 WV/KY/OH, AFL-CIO. Classified civil service 
employees may use the employee grievance procedures set forth in Section 
6.2 ofCSU and You. Ifthe complainat1t is a student, the case is stJ.bmitted by 
the Affirmative Action Office to the Student Grievance Board. lB<1cktolhetopJ 

YOUR RIGHTS UNDER 
THE FA1\1ILY AND lVIEDICAL LEAVE ACT 

(Fl\fLA) 
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Family and ·Medical Leave Act (FMLA) tequires Cleveland State University to 
provide up to 12 weeks ofu11paid,job-protected leave to "eligible~' employees for 
certain medical reasons. Employees are eligible if they have worked for CSU for at 
least one year and have completed 1,250 hours ofworkoverthe previous 12 
months. 

REASONS FORT AKING LEAVE: Unpaid leave must be granted for atiy of the 
following reasons: 

To careforthe employee's child or the e1nployee's 
registered same-sex doi11estic parttiet's* child after 
hitth, or placeiitent for adoption or fqster care; 

Tq Cilfe for the etnployee's spouse, J.·egistered saiue-sex 
domestic partnel''\ sbti ol:·daughtet'; 6rpaterit, who has 
a seriou$ health condition; or . . ... -

For ~ serious health condition that maJ<es the employee 
unable to perfo1m the eiiiplOyee's job. · ·· 

Certain kinds of paid leave must be substituted for unpaid leave. 

ADVANCE NOTICE AND MEDICAL CEkTIFICA TION: The employee is required to 
provide advance leave notice apd medica1 cettification . 

. The employe~ otci:ilJaJ:ily IlJUst proyide).O d.aysadvance 
· i1otice·\vhen theJe~y~}t''foreseeable''. . .. 

csVwill_tequfre medid.tlcertificat'iohto.sti'pp6¥t a 
request for leave becaus_e'6fa "Serious health 
condition artd h1ay require second or third opinions 
(at csu~s expense) and:fitiiessfor duty i'~jJol't to 
feturh tb Wbtk · . · 

JOB BENEFITS·AND PROTECTION: 

For the duration ofFMLA leave, CSU 111list malritain the 
employee's health coverage under arw "grotip health 
plan'' arid the e_mpioyee niust cm1.ti11l1e tl1e employee's 
contt~bution,)fany. · · · · 

Upon return from FMLA leave, h1Qst employees mlist pe 
restored to tlieir original or equivalent positions with 
eq1:dvaleptpay,benefits, and other employment ternis. 

The use of FMLA leave carihot result i11loss of ai1y 
employtileilt be11efit thataccnied prior to the start of an 
employee's leave. 
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UNLAWFUL ACT BY CSU: FMLA makes it unlawful for CSU to: 

ENFORCEMENT: 

interfere with, restrain, or deny the exercise of any rjght 
provided under FMLA. 

dischm'ge or discriminate against any person for opposing 
any practice made unlawful by FMLA or for 
involvement in any proceeding under or relating to 
FMLA. 

The lJ .S. Department of Labor is authorized to. 
investigate and resolve complaints of violations. 

An eli~ible employee may bring a civil right action against 
CSU for violations. 

FMLA does not affect any Federal or State law prohibiting 
discriminatim'l, or stipersede any State or Local law or 
collective bargaining agreement which provides greater 
family or medical leave rights. 

ADDITIONAL INFORMATION: For a complete copy of Cleveland State lJniversity's 
FI\-ILA policy, please contact the Departme11t of Human Resources Developh1e11t and 
Labor Relations, FT210, 687-3636. 

You may also cori.tact the nearest office of the Wage and Hour Division listed inmost 
telephone directories under U.S. Goveri1inent, Department of Labor. 

•:• A Sante-Sex Domestic Partner is co1isidered "Registered" upon ctimpletimi and filing witlt 
tlte Department of Human Resources Dew!lopment and Labor Relations, an "Affidavit of 
Dtiiitesiic Partnehihip". (fu!ckrothetop) 
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CLEVELAND STATE UNIVERSITY 
FAMJLY l\iEDICAL LEAVE ACT OF 1993 (Fl\iLA) POLICY 

ORIGINAL EFFECTIVE DATE: August 5, 1993; 
AMENDED: October 7. 1998 and September 18,2002 

DEFINITIONS: Definition.s are found at the end of this policy. 

I. An Eligible Employeejs entitled to: 

1. 

A. Twelve (12) weeks of FMLA leave in a twelve ( 12) nionth pedod 
under certain circumstances. Except to the extent that accrued vacation or 
sickth1ie must be used as described herein, or the employee elects to use 
conipensatory tim~~ the FMLA leave is unpaid. Drtrijigunpaid FMLA leave, 
the Univet'sity \viJl riot'co1itribute to retil·errie!1t plans., V·lhile full-time Eligible 
Eirfployeesare ~ntjtled 19 twelve ~voi·k\veeks ofFMLA lea,ie (60 da)'s), paii
ti!ne Eligible Employees are ~i1titled to ~prorare<:l i1i.lrt1ber of days eqJJ~l to 
theirpait~timeschedule, e.g., an Eligible Erl)pl6y~e whowqrks 3 days/week 
is eiltitted tb 36 'F]Vf.LA leavec days. Unused FMLA leave car1n6t be can~ied 
o"\'er fi-om yearto year. ··· · · · · 

The twelve (12) mo1ith period ofFMLA leave is coi1sidered a "rollingyea:r" in 
which the effecti\'e date of the leave triggers the beginni1ig of the l2~inonth 
period., F.orh1s11!nce~ if an Eligible Employee fakes 12. \Veeks nf leave 

. p~gil}ping on March 1, more FMLAleavewotlldb~ ayai]a~iebegilmh1g the 
fo1lowh1a March L · . . - -. 

----.,.,,,,,, __ 0 ,, _____ ,,,,,,,,,.,,, -

IL .. _ Tal.c~ tl1.e FMLA leave all at once, or, if 1pedically 11e.c'e$sary, 
ii1ten11iftently or mfai'ethicectsched~le. Fl\1LA le(!VCS described below in c. 
1. and C. 2~ shallriot be takei\ by ~n Eligible Employee' interi'nitt~iltly or 01i a 
reduced leave schedule without the written cons_eht of the bepari:ment Head 
or Deah,, ai1d Vice Pi'~sident .or PtPY0$1:. 

c. FMLA leaVe due to the follo\Vii1g: 

Bi11h of a sonordaughter of the Eligible Employee or the Eligible 
Employee;s Registered Same-Sex Domestic Partner* and to care for 
the son or daughter, including the soil ot daughter of their registered 
Same-Sex Dortiestic Partner (Parental/Child Care Leave). FMLA 
leave must be taken all at one time and within twelve (12) 1nonths of 
the birth. Medical documentatimi -is required. 

An Eligible Employee is required to use all accnied vacatibn time for 
all or any pmt of the twelve-Week period of such FMLA leave. 
Accrued sick leave tiine may not be used. Compensatory time may 
be used at the Employee's option. 



For FIV1LA leave due to the medical condition of the mother, see I.C.4, 
below. 

2. Placement of a son or daughtet 1vith an Eligible Employee 
or the Eligible Eniployee' s Registered Sm'ne~Sex Domestic Partner* 
for adoption or foster care (Child Care Leave). FMLA leave must be 
taken all at one time and within tvvelve (12) months of the placement. 
Legal documentation is required. 

An Eligible Employee is required to use all accrued vacation time for 
all or any pmt of the twelve-\veek period of such F.lviLA leave. 
Ac.crued sick leave time may not be used. Compensatory time may 
be used at the Employee's option. 

3. Care of an Eligible Employee's Spouse, Son, Daughter, Parent 
or Registered Same-Sex Domestic Partner*, or the dependent(s) of 
their dornestic partner \vith a Serious health c6i1dition (Fal'nily 
Medica!Leave)., FMLA leave may be taken intermjttently or on a 
reduced schedule only if the schedule is needed for medical 
reasons. A physician'~ statement is required anclmust contain 
certificatio_n of the family member's condition, the necessity of the 
iritetmittent or reduced schedule (if applicable), that the Eligible 
Employee is needed to care for the family 111ember, and an 
estimate of the amount of FMLA leave time needed. CSU may 
reqtrire, at its ow11 expei1se, the opirtioi1 of a secoJ'id health care 
provider, designated or approved by csu~ 

An Eligible Employee is required to 'use all accrqed sick and vacation 
for ail or any part of the twelve-week period of such FMLA leave. 
Coinpei1sato.ty time n1ay bensed atthe Employee's option. 

4. A serious health condition that makes the Eligible Employee 
unable to perform the functim1s of the position (Medical Leave). 
FMLA leave n1ay be takei1 interinittently 61' on a !'educed schedule 
only if the schedule is needed for medical reasons. 

A physician's stateme11t is teqtiired ai1dmust contain cettification of the 
Eligible Employee's condition. the necessity of the intermittent or reduced 
schedule {if applicable), the inability of the Eligible EmpiO.~'ee to perform 
the functions of his or herjob, and an esti1i1a:te of the amount ofFMLA 
leave time needed. Ifthe University doubts the validity of the 
certification, CSU may reqi1ire, at its own expense, the opinion of a 
secoi1d health care provider, designated or approved by CSU. 
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An Eligible Employee is required to use all accrued sick and vacation time 
for all oi· any part of the hll'elve-week pe~·iod of such FMLA leave. 
Compensatory time may be used at the Employee's optioi1. 

*A Same-Sex Domestic Partner is considered "Registered'·' upon completion 
and filiitg wit It the Depa_rl(1iei1tof J:Iuman'Ilesources Development and Labor 

· Relations, qn "Affidavit of l)()jjzestic Patt1i~rsitip "~ 

II. Re~olution of Conflicting Opinions . , · .. 
In any case ih which the sec011d op1niOJl de.scribed in Sections I C. 3 and 4 
abovedif[ers fron:l the original medical certification pi·ovided bytheEligible 
Employee, the UJi.iversity may requil·e.~ at C~U's expense, th~tthe Eligible 
Ernploy.ee obtain a:third medicar opjp:i911 frqm ~ physician appt;oved by both 
theEligi~le Employe~ and CSU. tl-iatthir~ opinim1,sha1l b~Jinal and 'binding 
on l)oth the Eligible Employee ai1d th~ l)niversity. .· · · 

III. Foreseeablel,ean~~\itliTimelyNotice . . . . .. 
El igibl{E%pioyees! geilerallyli~\l~tgl)re at. least 3() qay~ no tic 'e ·of intention to 
take FIVILI\ leay¢ \Yh~n the pi::epipitat41g evei1US foi~eseeable such as,a birth, 
adoption Qt,plariiied medicaltn;atrnent.. . ··. ·. . . . . ' 

Eligible E1~1plt;>ye~sEu~~ reqi1ireq tom~.~~- areasonable effort to schedtlle a 
for~se~aJ:>jeF11LAieave so as notto dishlpttmdulythe operati()n$_~6fjJ1e 
University. - · · · ··. · · · · ·. · · · · · · 

. . 

IV. F()re,!\~~~pl~I_Ilt~J:mittentl{~l1Y~ or):;eave.on~aR~riicec,i S¢heduie ...... . .. . 
..... Jf anEligibleErnployee.req~1ests.~nintyrmitt~~trl\1tAJeavc;:;.,otfi.FMLA leav~ 

011 a rediiced schectule lltt4er j. c. 3 or 4 above; the University n1ay requin~ the 
Ellgiqle Employee to transfer temporarily to ari a\raHable'alteq1~tiVe positior1 with 
equiyaient pay and benefits. that bettet accoriunodat~s tecttl:rhig periods of FMLA 
leave.·· · · · · · · .· · · .· .. ·· . 

V. Leay~for. Spot;i~es •age\ ~ame-§ex.Pomestic Partners Wh6 Ai'e Both Eligible 
Employees · · · · · · · · ·· 

SpousesahcLS~h1e~SeXDbf11e~tjc Pclrttiers r¢giste.~~ed with theDep~rtment of 
Hiu1;;ankesources D~Y~lppme1}t ang'Lapor.J.{ehitiot;s whc> iti·e',bqtl{ etnpfo.yed by 
Cleveland State Univers!t)i are eligible foi a cotnbii1eci total of 12 wotkweeks of 
FMLAieav~ for buth, placet11~ntor to <;:are for a, single si<;kp~m~nt; \vhich they 
can, split b¢twe~ti them. Ho'w~ver; eachspous~ or.smne,.,sex do.~1e1;tic partnei' is 
·ehtitled, ro12 fuU \V()rkweeks of~MLAlea've for ljis/het mvn illhessm~ to care for 
a sick child, spouse or sam.e-sex dohiestic partner; 

'. . 

VI. Maintenance ofHealth Benefits .. 
The University '\Vill continuecoyerage tinder the Eligible. I::mploy¢e's group 
health plan(s) (mediCal, dental, vjsio11, medical reimbursement account) for 
the duration offhe 12 workweeks at the level and tinder the conditions 
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coverage would have been provided if the Eligible Employee had continued 
in employment continuously during the FMLA leave. 

VII. Payment for Health Benefits 
The Eligible Employee must continue to pay the employee's share of the 
premium payments. If an Eligible Employee fails to remit his/her share ofthe 
premium payments during the FMLA leave period, coverage \Vill be 
terminated. 

See IX. belmv for Eligible Employee's responsibility for payment of the entire 
premium for failure to return from FMLA leave. 

VH1. Extending Approved Leave Beyond 12-week FMLA Leave 
111ose Eligible Employees whose cot1ditions or obligations petsist beyond the 
12 week Fl\1LA leave period may continue on approved University leave 
according to University policy w-ith appropriate medical documentation and 
approval of the Department Head or Dean and Vice President or Provost's 
approvaL The 12 workw·eek FMLA leave will be cow1ted toward any total 
Extended leave which is approved. 

IX. Retum from Leave 
An Eligible Employee who takes FMLA leave shall be entitled upon return from 

such FMLA leave: 

to be restored to the same position of employment held by the Eligible 
Employee whei1 the FMLA leave commenced; or, 

2. to be restored to an equivalent position with equivalent oenetits, pay 
and other terms and conditions of employment. 

If a sl)bstitute facl)lty member(s) needs to be hired to cover an Eligible 
Employee's classroom responsibilities during the Eligible Employee's 
FMLA leave it will be within the University's discretion to not return the 
Eligible Employee to teach course(s) during an ac:,ademic quarter or 
·semester. 

If an Eligible Employee's employment with the University would 
otherwise have been terminated during the time of a FMLA leave, there 
is no more entitlement to restoration than if the employee had been 
\Vm:k.ing at the time of the termination, 

B. Eligible Emplo)'ees will not be entitled to accrual. of any employment 
benefits during the period ofFMLA leave. 

C. If the Eligible Employee fails to return from FMLA leave for reasons 
other than the ones that prompted the FMLA leave, Cleveland State 
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University may recover from the Eligible Employee the premiums paid 
by the University for continuously 111aintaining group health coverage. 

D. CSU may require certification from a physician that an Eligible 
Employe~ on a Medical Leave is able to tetum to \Votk from such 
Medical Leave. 

FMLA DEFINITIONS 

A Seriorts Health Condition means an illness, injury, impairment, or physical or mental 
co11dition that involves one ofthe following: 

1. Hospital Care 
Inp~tientcare. (e.g. an overnight stay) iii a l}ospital, bospic¢, br 1'eside11tial 
medical care facility, including any period of hkapacity or sub~equei1t 
trea.tih'eht ln COlll}ect{qn \vit)1 ot COI1Seq~elittb sqch Jnpatiei1t care~ .· 

. . .. ' ., :. . ... 

i. Absence Plrui Treatment· 
. A period of iJicapacity of moi·e:than three c()nsect1tive caleridar days 
(irwh~di!1g <i,ny subsequent h·eatri1ent or period of incapacity reiatii1g to the 
same condition}, that also involves:. . · . · . 

Treatinen,t* t\vo or more times by a health care provider, by a nurse 
or physiCian's assistant under direct st.lpervisjon of a helilth care 

...... provider, or by a provi~lefqf }ie~Jtb <;g(~ ?eryjt~? ·c e.g., physical. 
tikt~p.ist} p{fcf.er order? 9f, ()_r on re[err~I by, a health ~are pi~ov ider; 
or, .. ·· · 

(2) Treatnient by a health care proyidet 9n at least one occasion 
vyhi9hTeS1.1lts llia regitl1(!11, ofcoi1tintting treatment** under the 
supervision of the health care provid6x. . 

. . 

3. Pregnancy . 
Ptegnancy is defmed as any period of incapacity due to pregnancy, or for 
pre!1atal care. · 

Chronic Conditions Requiring Tteatiiients. 

A chronic condition which: 

(a) Requires periodic vi$its for tr~attnent by a health care pl'ovidei·; or 
by a nurse or physician's assistai1t unde1; direct supervision of a 
health care provider; 

(b) Continues ovei" a~i ex:tencled period ofti111e (including recurring 
episodes of a single underlying condition); and 
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(c.) May cause episodic rather than a continuing period of incapacity 
(e.g., asthma, diabetes, epilepsy, etc.). 

5. Penuanent/Long-term Conditions Requiring Supervision 
A period of incapacity that is permanent or long-term due to a condition 
tor which treatment may not be effective. The employee or family 
member must be under the continuing supervision of, but need not be 
receiving active treatment by, a health care provider. Examples include 
Alzheimer's, a severe stroke, or the terminal stages of a disease. 

Multiple Treatments and Chronic Conditions 
Any period of absence to receive multiple treatments (including any period of recovery 
there fi·om) by a health care pi·ovider or by a provider of health care services under orders 
of, or on referral by, a health care provider, either for restorative surgery after an accident 
or other injury, or for a condition that would likely result in a period of incapacity of 
more than three consecutive calendar days in the absence of medical intervention or 
treatment, such as cancer (cbetnotherapy, radiation, etc.), severe arthritis (physical 
therapy), kidney disease (dialysis). 

* "Treatment" incltides examinations to determine if a setious health condition exists and 
evaluations of the condition. Treatment does not include routine physical examinations, 
eye examinations, or dental examinations. 

**A regimen of continuing treatment includes, for example, a course of prescription 
medication (e.g. an antibiotic) or therapy requiring special equipment to resolve or 
alleviate the health co11dition. A regiinen of treatment does not include the taking of 
over-the-counter medications such as aspirin, antihistamines, or salves; or bed-rest, 
drinking fluids, exercise; and other similar activities that can be initiated \Vithout a visit 
to a health care pl'ovider. [Backtothetou] 
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OHIO REVISED CODE 
Student or Staff :Members Arrested for Cettain Offenses 

Section 3345.22 Co11ege student or staff member arrested for cmtain offenses to be 
affoi·ded a bearing; suspension; appeal. 

A student, faculty or stafftnember, or employee of a co liege or university 
which receiVes any state funds in suppmt thereof aiTested for any offense 
covered by divisioiJ (D) of section 3345.23 of the Re\iised Code shall be 
afforded a hearing, as provided in this section, to determi.I1e \vhether the 
person shall be immediately Sl!spended from the college or uiliversity. The 
hea.ringshallbe held within not more than five days aftetthe arrest, subject 
to reasonable continuat1ces for gbod cause :sh6Wi)., \vhich contimiar.ices shall 
not e~ceeda tbtalofteri days. . · · 

. The f1rrestiilg authority shall inimediatelynotify the presidei1t of the college 
aruitiversitY of the mtest of a st~H:1etrt, fact11tyor staffmeniber, or employee 
of such co11ege or tmhrersit.y for any offerise covered by div~ision(D) of.··· 
section 3345.23 of the Revised Code, ahd the presidei1t shaUinmJedia:tely. 
notify the; chance Bot of th~ OhibB oarcl of Regents of su.chm1·est The 
hearirtgto det~m~iile \vhetherthe person shall be immediately suspended 
shall be held iiJ the county where the colkge or univets'ityis located, oefore a 
referee appointed by the Board of Regents. Such referee shall bear~ attorney 
admitteclto the pmctice of law in Ohio; buthe shall not be attorney fat,. ot a: 

... facqlty at sia:fftnernber or eniployee ·of, m1y.college or m1iversity.li~itn¢diat~ 
notice oftime and place ofsti¢h h~arii1g shalll:>e given .or·s~mi td such person. 

The referee n1ayadrninister oaths, issue subpoenas to conipel the attendailce 
of witnesses ar1d the production ofevidence, and enforce such subpoertas~ as 
well as pi·eserve the ord¢r and deconun of the. proceedings over \vhich he 
pfesides~ by means ofcontempt proceedings in the court ofcommon pleas as 
provided by law. 

The head11g shall be adversary iri.nature and shall be conducted fairly m1d 
impartia11y, htlt the fmma!.ities of the criminal process ai·e not l'eqtiired. A 
person whose suspension is being coi1sidered has the right to be represented 
by counsei, but cmli1sel need i1ot be furnished for him. Such person also has 
the right to cross~examine witnesses against him to testifY, and to pre~ent the 
testimony of witnesses ami other evidence in his benaif. in the a1Jsence of a 
·waiver of the right against compulsory Sylf~incrimination, the testimony ofa 
person whose suspension is being considered, given at such hearing, shall 
subsequently be used in any criminal proceeding against hi111. The referee 
may requite the separation: ofwitnesses, ai)d may bar fi;om the proceedings 

any person whose presence is not essential to such proceedi11gs, except that 
members of the news media shall not be barred from such proceedings . 

.... .. ·. ·.:; .• <·;:·,·:···:·:·····::····<~·:·:'- .. ···.·"' "tvw'. ··~; ~!''···•·" .•."o>"":.>:·: ·::·•::.·:····:· •• " •' • " 
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Upon hearing iftbe referee finds by a preponderance of the evidence that the 
person whose suspension is being considered conunitted any offense covered 
by division (D) of section 3345.23 of the Revised Code, he shall order the 
person suspended except that when the good order and discipline of a college 
or universityv,,ill not be prejudiced or compromised thereby, the refetee may 
permit the person to retum to the college or university on terms of strict 
disciplinary probation. Subsequent violation of the terms ofthe probation 
automatically effects a suspension. A person suspended tnider this section 
may be readmitted pursuant to division (A) of section 3345.23 of the Revised 
Coded. A suspei1sion under this section is in effect until the person is 
acquitted or convic~ed of the crime for 1vhich he was atTested. If convicted, 
he is dismissed pursuant to section 3345.23 of the Revjsecl Code. 

Upon acquittal, or upon any final judicial detcni.1ination not resulting in 
conviction of the charges for which a person is suspended pursuant to this 
section, such suspension automatically terminates, and the person suspended 
shall be teinstated and the record of the suspension expunged fi·om his 
college or university record. 

An order of a refe1'ee pursuant to this section may be appealed on questions 
ofla.w and fact to the court of common pleas oftbe county in ·which the 
college or university is located, within twenty days after the date of the order. 
If the court to which such appeal is taken determines that the good order and 
discipline of a college or university will not be prejudiced thereby, it may 
permit the person suspended to return to the college or university on tenus of 
striCt disciplinary probation. 

A person afforded a hearing pursuant to this section who does riot appear at 
the hearing shall be declared suspended by the hearing officer. (1970 H 
1219, effective. 9-16-70) 

Section 3345.23 dismissal of student or faculty or staff member on conviction of 
cettain offenses. 

The conviction of a student, faculty or staff member, or employee of a 
college or university which receives any state fhnds in support thereof, of any 
offense covered by division (D) of this section, automatically effects his 
dismissal fi·om such college or university, except as provided in division (E) 
of this section. A student dismissed pursuant to this section may be 
read111itted or admitted to any other college or university which receives state 
funds in suppott thereat: at the discretion of the Board of Trustees, but 

only upo11 the lapse of one calendat· year following his dismissal, and only 
upon terms of strict disciplinary probatioli. The contract, if any, of a factilty 
or staff member or employee dismissed pursuant to this section is terminated 
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thereby. A faculty or staff member or employee dismissed pursuant to this 
section may be re-employed by any such college or university, at the 
discretion of the Board ofTrustees, but only llpon the lapse of one calendar 
year follmving his dismissal. 

Upon conviction of a studen4 faculty or staff member or employee of a 
colleg~ or university which receives state fonds in support theteof; of any 
offense cove1;edby diviSion (D) of this section, the comtshall immediately 
11btify the co.llege or University ofsuch conviction. The Pre,siclent, or other 
administrative official designatedby the Board of Trustees, shall 
immediately riotify such pers()fi of hi~ Oismi$saL The notice shall be in 
V·/i'itiilg hJ1d shall be mailed by ce1tifiedmail to the person's address as shown 
in poth ipe coud and the university r~cm'ds.Ifsucl1 person has bee11 
suspended pursi1ant to sectioi.i 3:145.22 ofthe Revised Code, and not 
petlnitted to tehmt tci the ¢allege or u11iversity, the period of his dismissal 
shall ~1111 from the date of such suspension. 

No degrees orb.onorsshalt be conferred upon, no instmctional credit or 
grMe~ shall be given to~ and no student.assistimce scholarship funds, sah1ries, 
or \vages sliall be paid credited to any student; faculty or staff member, or 
em.ployee; ih xespect of the pension pursl!ant to section 3345.22 ofthe 
R.e,Vised Cocie. · . 

'·. . . . . . . . .. 

·• WiJ1oi1t limiting the. grounds for disii1iss(ll, suspension ot other disciplinary 
action agah).st .a stt.tdent; faculty or staff member, or employee. of a college or 

· 'tiiiiveFsit)l ·~vhiChi:ecdves aiiy statefuiid~ lri s~1pp61t theteof, the commission 
ofan o:ffenseOFVIOLENCEASDEFlNEDWDivisiqn(I).(l) OF 
SECTION290L01 OFTHEREVISED CODE ORA SUBSTANTIALLY 
EQUIVALENTOFFENSE.UNDERMUNICIPAL ORDINANCE, WHfCH 
OF:FENSE IS COTv1MITTEQQN OR AfFECTS persons ot properly on 
Sl.tch coliege. of lll1ivetsity, ()t WHIC!iO'fFI;:NSE IS COMMITTED IN THE 
ITVJMEDIA 1E VICINITY OF A COLLEGE OR UNIVERSITY WITH 
RES.PECT TO WHICH an erriergericy has beeJ1 declar©d AND IS IN 
EFFECT pursuant to sectiori 3$45.26ot'tl}e Revised Code, .is Cinise for 
distni&sal pur~s~iant to this section orfor suspension pursuantto ·sectioil 
334522 ofthe Revised Code; Criri1inal cases resultingfrom artests for 
offenses coveted by diVision (0) of this se.cticmshalltake precedence over all 
civil matters at1d ptoceedipgs and overall other criminal cases. 

If a final judicial deterinih~tion resdtS in. an acquittal, or if the conviction is 
reversed 011 appeal, he or she sbafl be reinstated and the college or university 

shall expunge the record of his or her disiilissal fi·m:n his or her college or 
university records, and the dismissal shall be deemed never to have occun-ed. 



ClePdmrd Stale Uniuersi ~I Pnfcssiona! St,~(f Pnlidcs Pagt> XLV 

2923.1.3 

Acts of violence referred to in Sectib1i D of3345.23 are listed in the Ohio 
Revised Code as follows: 

2903.01 Aggravated 1\-'ltirder 
2903.02 Murder 
2903.03 Vo!uiJtmy Manslm1ghter 
2903.04 Involuntary l'v1anslaughter 
2903.11 Felonious Assault 
2903.12 Aggravated Assault 
2903.13 Assault 
2903.21 Aggravated Menacing 
2903.22 Menacing 
2905.01 Kidnapping 
2905.02 Abducting 
2905.11 Extortion 
2907.02 Rape 
2907.03 Sexual Batte1y 
2902.02 Aggravated Arson 
2909.03 Arson 
2909:04 Dismpting Public Services 
2909.05 Vandalism 
2911.01 Aggravated Robbery 
2911.02 Robbe1y 
291 UJ Aggravated Burglmy 
29TLI2 Burglacy 
2917.01 Jl1citing Violence 
29 I 7.02 Aggravated Riot 
2917.03 Riot 
2917.31 Inducing Pain 
2921.03 .Intiinidation 
2921.34 Escape 
2923.3.5 Aiding Escape or Resistance to Authorit); 
2923.12 Cal1)'ing Concealed \Veapon 

Having \'Veapons While Under Disability 

[Rack to the top] 
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DRUG FREE WORKPLACE 

Cleveland State University is corilmitted to a c~mpus free of unlawful drug and alcohol 
use. The tli1lavvful possession, use, distribution; manufacture or dispensation or of 
providing funding for illicit drugs, controlled substances and alcohol or drug related 
paraphernalia by studet1ts and employees on University propeity or as part of University 
activitjes is prohibited. 

The University in accordance with the apptopriate Univers.ity di~ciplinary procedures 
will impose sanctions fot violations of tile above prohibitions. Sanctions for employees 
may include oiie or more of the following: an oral orwrittet1 repi;ifriand fi·om the 
employee's immediate supervisor m department head, f! reductiQi1 in pay fot a definite or 
indefinite period of tiine, sltspensiou with or v,rithoutpay for a definite or indefinite 
period oftime, paiticipation in and satisfactory completion of a dh1g ri.nd/or alcohol 
rehabilitation program, restitution or payment fot damages to ptoperty br termination 
froni employment In additio11 to these sanctions, the Ul1iversity in appropriate cases 
may refer indiviclltals to the appropriate jl!risdiction for criniinai prosecution. 

The IIY1PACT Employee Assistance Plari{EAP) pl'crvides 90nfid~11tial counseling and 
referral for personal and Work-related problems tor employees .and their household 
l'nembers. [Back to theiopl 

OHIO CODE OF ETHICS LA \V 

Cleveland State Un..iversity employees are public employees and as such are subject to 
the Ohio Ethics Law and related statutes. which ~refo~1rtclil1 Chapter 102 and Sections 
2921.42,2921.421, and 292l.43ofthe0hio Revis_ed Code, which can be vie·wed on the 
internet at http://\Vw\v.ethics~state.oh.us.:. As a pi1blic employee ym.1 ate responsible for 
reading and ur1dei"standing Ohio's Ethics La\'v;. 

8. The "General Prohibition" section of Ohio's Ethics Law is reproduced below. 
Although not a s~tbstitutefor the et1tii:e text, the "General Prohibition" provides soii1e 
guidahce for pitblic employees. For access to the complete text please visit: 
hftp://wvi'\V.ethics.state.oh.us. 

9. The Ohio Ethics Comrrrission admii1is.te~·s the Ohio Ethics Law. The Ohio 
Ethics Commission provides free advice and assistance to public officials m'ld employees, 
and to the public and press. in the state of Ohio. If)'ou have any questions about t11is 
information, or about the Ethics .Lmv in general, please contact The Ohio Ethics 
Commissiol1. 
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From The Ohio Etllics Law 
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The Ohio Ethics Law contains provisions restricting conflicts of interest that involve 
nepotism, post-employment, representation, influence peddling, confidentiality, and 
supplemerital compensation. Among other restrictions, the law provides that each public 
official and employee is prohibited from: 

., Authorizing, or using his position to secure authorization of a contract, for 
himself, a family member, or a business associate; 

• Authorizing, or using her position to secure the authorization of, the 
investment of public funds in any kind of security to benefit herself a family 
member, or a business associate; 

11 Receiving any benefit fi·om a contract enteted into by his public entity; 

" Hiring or securing any contract benefits for her spouse, parents, grandparents, 
children, grandchildren, or siblings, or any other relatives living with her; 

= Soliciting or accepting substantial and improper things of value, including 
gifts, or travel, meals, and lodging; 

• Participating in matters where something of value will result for the public 
official or employee himself, his family, his business associates, or others 
with whom the public servant has a close tie that could impair his objectivity; 

a Disclosing or using information deemed confidential by law; 

• Representing pmiies, before any public agency, in a matter ii1 which she 
was involved as a public sei"VaJ'lt, both during and for one year after 
leaving public service. 

As a public employee, you are responsible for reading and understanding Ohio's Ethics 
Law. If yoi.1 have any questions about this infon11ation, or ab.oi.Jt the Ethics Law in 
general, please contact The Ohio Ethics Commission. !Back to the top] 
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GUIDELINES: 
USE OF UNIVERSITY COlVIPUTING RESOURCES 

Users of University computing tesol]rces, whether on Cmrtpus or from remote locations, 
are required to: 

A. Comply with all federal, Ohio. a11d othe~; applicable laws; all generally 
applicable University rules and policies; and all applicable contracts and 
licenses 

B. Use only those co111J'mti11g resources that they are authorized to use and 
use then~ only in the mam1er and to the extent atithodzed. 

C. Respect the privacy of other users and tbeit 1:1CC()unts; regai'dless of 
\Vh~therthose ac~ounts are securely protected. 

D. Respect the finite capacity of those re8ol!rces ai1d limit use so as not to 
s6nsuii1e ai-('unreasdtiable athbUilt ()freso'"lrces or to interfere . 

. i.lni't;asmiably \Vith the· aCtivit)' of other usel~S. ·.• 

E. Refhtinfrorn t1sing those resot1rce$ for non-University activities. 

1!. Refrain from stating or implying that they speak on behalf of tl1e 
University and from itshig UI1ivel'sitftradetriarks &nd logos without 

..... authOrization to do' SO.- .. • , . . 

For a complete copy of the Univei'sity's "Security Pofipy'' or il copy ()fthe University's 
"Appropriate Use ofCoh1jitititig Resmirces~' PolicY(whic;h is presently pending Faculty 
Senate review) cobt<lc! lilfonnation Servicys and Technology Services at 687-2181. [Back 
tothetonJ·' · · ·· · · · . . - · 
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Sl\10KE FREE ENVIRONlVIENT POLICY 

In accordance with the University's Smoke Free Environment policy, smoking is 
prohibited inside all University buildings except for private rooms in campus 
residential dormitories. The initiative for this policy came from within the CSU 
community and depends on voluntary compliance and peer pressure for its 
success. However, all members ofthe University community and their guests 
are required to abide by the policy and refrain from smoking inside our buildings 
and bridges. [BacktotheloPl 

PROFESSIONAL STAFF PERFOR1\1ANCE APPRAISAL 
GUIDELINES 

Responsibilities of the Emluator 

A. Review appropriate materials and solicit supplementary reviews as 
appropriate. 

B. Complete an approved evaluation form. 

C. Schedule a meeting with the employee at a mutually agreed upon time to 
update the job description, acknowledge future goals and discuss the 
evaluation. 

D. Provide a copy of the \Witten evaluation, including,any supplementary 
reviews, to the Professional Staffemployee at least 24 hours before 
conducting a discussion of the evaluation. 

E. Discuss the SUI)ervisor's evaluation \Vith the eri1ployee and the employee's 
self-evaluation, discuss differences and agree on t)1e job descriptioil arid on 
goals for the next evaluation process. Appropriate time should be accorded 
to the evalt1ation process. 

F. Sign the evaluation document veriryingthat it has been discussed. 

G. F01ward the evaluation packet to the unit administrator. 
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Responsibilities of the Professional Staff Member 

A. Write a self-review ofperformance using the approved form for the 
evaluation period. Attach supplemental maferials as appl"opriate. 

B. Write an individual goals statement for the next evf,l!uation period. 

Pagt: L 

C. Meet with the primary evaluator to discuss the evaluation; update the job 
description, and agree on future goals. 

. . . ~ 

D. Sign the evaluation document verifYing that it has been received and 
discussed. 

[Back lei the top] 

SUI\11\fARY OF OTHER EMJ?:LO\l'EE BENEFITS 

Group Health and Jiisun1nce Benefits 
. . . . .· . . . . . 

The Uliiversity offers a comprehensive benefits program to fi1Il-time staff with tegular 
appointmentsthatconJjm.iefot ,si.i rilotiths.prlongti .The progr::~m hiclud~s: health, dental, 
vision, life: and disability ihsw~ance, Pf\tt-ti111e staff with regular appoihtmei1ts of six 
months or langei· and teg4larly scheduled to workat least :20 hom:s per\veek, ]jutles~ tha11 
40 ho:lJrs per v</eek, may purchase HMQ heaith care coverage an(! life insttrahce benefits at 
full cost.. Both full-tune ahdpart-time etnpJoyees eligible for benefits ni.aypmticipate 1ri 
Meciical tuid/pr ])epenpeptC~I~~ Fle~ibie Spending Accounts anctare enrolled ln the 
l1tiiversif:Y; ~· Eri1p lo)'ee Assistatic¢ P hiii 

Benefit ei1tollment forms mt\sfbe completed and retumed to the Departrneht ofHui11an 
ResoUl'ces Deyel()pJ.nent ~nd Labat Relatio!ls WitliinJl days of hire or:ttansfer to a 
benefits~eligible posium1, Additioi~al iilfori11C.ttion'is.ayajlal:>le fr(Jm the Department of 
Hurnan Res:Ol1rc¢s PeveJqpmei1t abci.LabQrRelations .. 

Employee Assistance Plan 
-- . . 

The IJ\1P ACJE~1pio;re~i\ssi~tance Plan CEAJ?) provides co11A&ntiilcol!nselirtg and 
referral for personal and~ot:k:-i·eiated pt6blen1s for eJnpJoye~s a.nd tiieir household 
members. 

. . 

Continu1ttion of Health CareCoverage (Consillidated OrimibusBqdget 
Reconciliation Act, 1986 (COBRA)) 

Staff patticipating in health care benefit plans that leave employment at the University for 
any reason other than gross misconduct, who change fi·om full~time to part-time status or 
who go 011 m1 unpaid leave of absence (other than FMLA leave) or dependents of 
employees ,-.,~ho cease to be eligible may continue participatioil hi the University's group 
program under COBRA. Employees rriay contini1e the medical, dental, vision, ·employee 



CleFdand StalL' Unipcrsity PrcifcssionalSii~{f Pulides 

assistance plan or medical reimbursement account in which they were enrolled 
immediately prior to their change in status. 
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In the event ofloss of coverage due to a divorce, legal separation or a child's loss of status 
as a dependent under the University health plan, the employee or family member affected 
must inform the Department ofHuman Resources Development and Labor Relations. 
within 60 days of the event to preserve hisiher rights to COBRA continuation coverage. 

Voluntary Tax Deferred 403(b ), Annuity and 457 Deferred Compensation 
Retirement :\rrangements 

Tax provisions allow employees of a nonprofit educational institution to voluntarily reduce 
their salaries before taxes and direct the University to pay the reduction into a qualified 
retirement contract. Public employees may also participate in the State of Ohio Defen·ed 
Compensation Plan. The University neither encourages nor discourages an employee's 
decisioi1 to elect a tax-advantaged retirement savings plan. The Ur1iversity does not offer 
any endorsements or recommendations about plan providers registered with the University 
or underlying investments. The representatives of planproviders are not permitted to 
solicit business durii1g al':i employee's work schedule. Any appointments to do so are 
ccmsideted personal and should not be held on work time. 

College Advantage "529" Savings Plan 

The University facilitates payroll deduction for contributions to the Ohio College 
Advantage 529 Savings Plan. Contributions to the plan may be used at any college in the 
country, with ta:x-fi:ee earnings and tax-deductible state coritributioris for Ohio taxpayers. 
For more infonnation or to emoll, contact the Ohio Tuition Trust Authority at 1-800-233-
6734. 
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Retirement Benefits 

The State of Ohio Public Employees Retirement System (PERS) and the State Teachers' 
Retirement System (STRS) sponsor retu·ement programs for University employees. 
Retirementp]an chokes may include ttaditional defmed benefit options or defined 
contribj1tion options, includinga11 AlternativeRetirementPian (ARP). Sta:ffmeinbers do 
not contrib4te to the federal Social Security System; however, empl()yees who were hired 
after April1986 contribute to the Medicare program, presently at a rate of 1.45% of their 

gross salary. 

Unemployment and "\Yorkers' Compensatioil 

Employh1e.rJ.t at Cleveland .State University is covered under th~ Unemployment 
Cqmpensation Act, which ma)t provld~·incotne in the event oftmetnploy~nent under . 
certain circi1rristai1ces. The WO.rkers' Compei1sation lmvs ofthe State of Ohio also cover 
et'l1ploye~S ih the (:Vent o.f a qualifying on.,.the-job accident or it~ury. 

- . -

Employeesareteq~ired toilim1ediately repo1tit1cidents of workp~?ce illness ()r injury to 
theit' Supervisor. In additimi, employees are required to com,pletethe "CSU Repmt of 

Illness/I~jui'y" fom1~ obtain their Supervisor's signatute, ahd submit a copy ofthe report to 
the Department of Human Resources Developinent qnd Labqr Eelations and the 
Depmti11ent of Safety ancl Environmental Services within twenty-four (24) hours. of the 
inddent 'the t<CSU RepOJ:t oflllness/lnjmy'' fotin is available ftbm b~pnttment of 
Htunan Resources Pevelopment ai1d Labof Relatiot}s, :and the Departmen:t of Safety and 

Environniental Service~ by phtll1e, orat the departme11ts' web sites. 
. .. . ..... -:. ·- . . ·- ..... ·. . ·-···· . . . 

Benefits forP6me~tic ~artne!·s a~d Their Dependents 

A smrie sex doth~stiq:mttner of a Professional Staff member who complete an "Affidavit 
of DottJestic Pai_tnetship" may participate ill the following be11efit plans/policies: 

" Fatnily and Medical Leavl;! Act (FMLA) 
ProtessionaJStaffmembers who are eHgible fot FMLA leave t11ay appiy for 
FMLA (and Extended Leave beYond F1>.1LA) for situations jnvolving a 
sarhe-:se.x d()mestit pa1tner a11d the dependents of their domestic partner. 

m SickLeave 
Professional Staff members who are eligible for sick leave may apply to use 
sicklcave (and unpaid leave upon exhaustion of sick leave) for si.tuations 
involving their same-sex domestic patttier and the depei1dents of their 
domestic pmtner. 
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• Optional Life Insurance 
Professional Staff n1ay purchase optional life insurance for their same-sex 
domestic partner and the dependents of their domestic partner, 
according to the terms and conditions of the insurer. 

11 Employee Assistance Plan (IMPACT EAP) 
The IMP ACT Employee Assistance Plan (EAP) is available to eligible 
Professional Staff members and members of their household, including a 
domestic pa~tner and the dependents oftheir domestic partner. 

The "Affidavit of Domestic Partnership" is available fi:om the Depattme.ntofHuman 
Resources Developnient & Labor Relatimis, or at the departme11t' s website. [Back to the to~'J 





Cleveland State University 
Office of the Provost and Senior Vke President 

:tviemorandum 

To: Nlr. Steven Uss, 4452 Donna Drive, viA E·.l\1..4..IL AND CERTIFIED M.A.IL 
Richmond Helghtfr9H 44!.43 · · · 

&-.A.a.£. w~"'Jbv . . . . . ~ . . . 
GeorgeQE~ Walker, Jntenm Provost and Semor V1ce Prestdent ror Academ1c Affatrs From: 

Date: December 4, 2012 

Re: Response to Step 2 Grievance 

Filing and Response 
This Step 2 grievance was filed on October 5, 2012, in accordance \vith Section 8.5.9.3.3 of the 
Cleveland State University Professional St9ff Policies ("Policies"). The grievance complies with the 

. Poiides which reqtiire the Step 2 grieva.'1ce to be filed within ten (10) ·working days after receipt of 
the Step 1 response. The Policies specify that a grievance meeting be held within ten (l 0) working 
days. In compliai1ce \vith the Polides, 'the grieva..r1ce meeting was held on November J 6, 2012. The 
attendees were you, myself, and Dr. Vijay Konangi, Vice Provost for Faculty Affairs; Dr. Konangi 
attended the meeting strictly to take notes. The Policies stipnlate that I shall issue a Viritten response 
to the Step 2 grievance within ten (10) \Vorking days rater the grievance meeting. This 
memorandum represents my WJitten response. 

The Grievance 
The grievance a!!eges that "1 am fUing this grievance on the basis of Ul!fair scrutiny, discriminatory 
treatment, and termination clue ro age discrimination, as well as retaliation for complaining about 
dfscriminatkm against myself a.nd my colleagues. I was also illegally tmninated in viol alton of the. 
ERIS'A rules. J) 

Proposed Remedy 
The proposed remedy is that you be relnstated to your position or rehii·ed into the same or similar 
position. 

Discussion 
At the grievance meeting held on November 16, 2012, you had the opp()rtunity to substantiate and 
provide any evidence to suppott your allegations. B1,1t you were unable to do so. In summary, you 
stated that you yvere a dedicated employee for 19 years (1993 through20!2), received very good 
performance eva1uat1ons in all years, and you wei":;; retaliated against for defending the performance 
of two employees (Mary Myers and Bill Russell). who reported to you. Also. two of the new 
Assistant Deans seem to have respDnsibilities that the three laid off employees bad. 

!.,ft:ilingAddm!: 2i2i Euclid Avenue, AC 333 • Clevei~Jld, Ohio 44115-2214 
Crmprrr Loctttion: .Parlti:r Hari nilin Adminiitradori Cenre;:, Rm 333 • 2300 Eudid AYe. • Cleveland, Ohio 

Telephone (216) 687-3588 
~ PLAINTIFF'S 
@ EXHIBIT 
-' 



I have a.lsc had the opportunity to discuss the reorganization of the Department of Student Life with 
Dr. James Drnek, Dean of Students and Vice Provost for Student Affairs. 

It is my conclusion that your layoff is part of an overall renrga11ization of the Department of Student 
Life. 

Finding 
The Step 2 grievance is denied and the proposed remedy is rejected. 

Cc: Dr. James Drnek, Dean of Students and Vice Provost for Student Affairs 
JesseS. Drucker, Assistant Vice President, Human Resources and Chief Negotiator 
Denise Mutti, Ivfanager, Laoor Relations 
Steven Vmtorella, Human Resources Generalist 
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Clevelalld State University 
Department of Human Resources Development and Labor Relations 

January 7) 2013 

Steven Liss BY REGULAR MAIL AND E-MAIL: seliss630@gmai.1.com 

4452 Donna Drive 
Rkhmond Heights, Ohio 44143 

RE: Step 3 Grievance Response 

Dear 1-.tfr.liss: , · 

A request for a St~p 3 hearing in the above referenced :tnatt~rwas timely filed and received :in this office. 
The heating was held in the oftices of the Depruiment ofHuman Resources on December 14, 2012. This 
constitutes the formal response pursuant to Section 8.5.9.3.3 ofthe Cleveland State University Professional 
Staff Personnel Policies. 

On or about Septembet' 5~ 20.12, you received notice tl).at your position as Director of Student 
Involvement was beil'lg eliminated effectiye Octobe-r q, 2012.~ Grievance hearir;gs t-vere held at Step 1 and Step 
2 on October 16,2012 and November 16,2012, respectively. 

At our meeting you essentially n~iterated the 61rd;~~i~nrc~s. pi·es~rited ci~ tlle · Step.l hearing, that you had 
been a dedicated CSU employee fot the past 19 years.~ th,at yo~y peifonnance evaluations have all been positive 
during your time atCSU; and yon perceive that the loss of your job wasretaliato1'y because you defended tile 
performanCe of two employees who reported to you. 

It is a bgsic rnm1agement l'ight to reorganize departments in the hi.anner deemed appropriate for 
operational needs. Unfo~tuna.tcly, this may involve a reduction in force when positions are elitnhmted or 
changed. ·At our 1neeting you presented no evidence that the need foi· l'eorganization was unwarranted. A.c; 
stated in Dr. Berkman's letter to yotl dated Sepfembel' 5, 2012, the decision fo elimir..ate your position was not 
performance based. , 

In ac1dition, you'have·taken the oppo.rhmity to apply for vacttncies at CSU and have interviewed for 
several positions. By your O\Vil admissi011, you· t~1med ctO"\~rn tvvo interviews. . . . . 

You have proposed as a remedy that you be reinstated to your position or rehired into the same or 
similar positim1. Under the ciw.m1stances cited above, the University cannot honor yourrequest. As a result, 
your grieva~1ceis d~11ied:. ~ ... ; ., ,. .. · · · 

.. ·· . . · ... : 
'". . . . . ;. ... . . . . . . . . . ' ~ ·~ 

. ·r ... .t.,. ,: ···.:··: •. 

. . . -~· . :. ~; . 

.. · •,. ~ PLAINTIFF'S 
§ EXHIBIT 
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Cle"ivelar1d State Uni\rersity 

October 23,2012 

Steven Liss 
4452 Donna Drive 
RkhmondHeights, OH 44143 

Dear Steve, 

<?'i'f"U"!f'F''f~(! 
~l'f:J·li.c{:;;{;:,._ 

Departme.nt of Student Life 

" 

VL\ E·l\1AIL A.t'-11) CERTIFIED lvL\lL 

~, PlAINTIFF'S 
ffi EXHIBIT _, 

.~ 3:35 
j 
<t; 

On October 3, 2012 I received a timely filed Step 1 grievance appealing your layoff from the 
position of Director of Student InvolvemeLt effective October 6, 2012. Pursuant to Section 
8.5.9.3.3 of the Professional Staff Personnel Policies, the g;rievance meeting \vas held on October 
16, 2012. 'The attendees included yon, me and Diane DilHard (your support person and former 
CSU Dean of Students). 

In your viritten grievance submission to me on October 3m, you contended tl:at you were: 
" .... fillng this grievance on the ban~s of u::ifair scmtiny. discriminatory treatment, and 
termination due to age discrimination as well as retalicrtionfot complaining about 
discrimination against myself and my colleagues. I was .also illegally r.ermiTUJ.ted in 
violatiotz of the h1USii rules. I believe that I should be minstated into my position or 
rehired into the same or similar position.)' 

During the griev.an~;:e meeting, yon did not present any evidence supporting your assertions. 
Instead, your appeal consisted of lirnited rationale (as follows) to support your regJ.1est for 
reinstate..rilent. 

o You have been ct dedicate4 CSU employee. for rhe past 19 years. 
e Your peiformance evahtations tzave all been posith·e durf1ig your thize at CSU. 
.. You perceive thai the loss of your job was reraUC!lOJ)I because you. "protected'~ your 

colleague~1direct reports .Mary Afyd-s and Bill Russell. 

As I stated at the grievance meeting, a;1d as outlil1ed in tb~ Jetter from President Berkman dated 
September 5, 2012, the dedsion to eliminate your position was not performance based. Rather, 
it was due to a departmental re-organization. 

With respect to your alleged discrimination claims, you reported t11at you lmve conferred w:ith 
Scinali Wilson (Csu•s General Counsel) as to the investigation process available through CS1Ys 
Affinnative Action Office. 

In conclusion, your requested grievance remedy 'is that you be reinstated into your same or 
sinular position. However, since your layoff was due to reorgan.izatio:n, placi11g you into the 

M.-ti!in.gAddre.r>: 2121 Euclid Avenue, SC319 • Oevcland, Ohio 44115-2214 
Cnmpur Loccn{m.; Smdent Cemer, R::>om 319 • 2121 EudidAvem,te • Oewcl:U\d, Ohio 

''ww.o;uolifo.cdu/sruclendife • (216) 687-2()48 • Fax (2l6j 687-54.41 



same or equivalent posmon is not possjbJe. While you are encouraged to apply for any 
vacai1Cies at CSU \Vhkh interest you and for 'Nhich you cor1sider yourself qualified, your request 
to be reinstated or to otherwise be placed imo a vacancy outside of CSU's standard recruitment 
process is hereby denied. 

I thank you for your contributions and service to CSU, and truly wish you the best in your future 
pursuits. 

Sincerely, 

I' 
I 

,0 .{_,., 
f-it··~ 
I / ' 
l/ 

Dr. Jim Drnek 
Dean of Students & Vke Provost for Student P.Jfairs 

cc; Sonali Wilson, General Cou11Sel 
Denise Mutd, lv1anage-r of Employee/Labor Relations 
Steve Vattorella; Human Resources Generalist 



March 6, 20 13 

Mr. William Russell 

627 Meriner Village 
Huron, OH 44839 

Dear Mr. Rm;sell: 

Cleveland State University 
Affirmative Action Office 

~ PLAINTIFF'S . 

~~ 
-' «: 

I apologize for the delay in forwarding this decision to you regarding your discrimination 

complaint. Acting as the interim affirmative action officer at the time of your complaint, I am 

responding to your complaint of age discrimination and retaliation in the termination of your 

employment as Coordinator, Greek Affairs in the Department of Student Life. In my 

investigation of your complaint, I found no evidence that your termination was related to age 

discrimination or retaliation. My investigation involved meetings with Dr. James Drnek, Dean 

of Students and Vice Provost for Student Affairs, Dr. Willie Banks, Associate Dean of Students, 

Steven V artorella, Human Resources Specialist, and review of email correspondence. 

On November 19, 2012, you and I met to discuss your complaint. In our meeting, you focused 

your complaint on perceived actions by Dr. Banks toward you as Coordinator of Greek Affairs. 
You stated that you had outstanding appraisals until Dr. Banks came on board as associate dean. 

You stated that from your first meeting with Dr. Banks, that "there would be a problem." Your 
perception was that Dr. Banks "did not like you.'' You alleged that Dr. Banks discriminated 

against you based on age because you perceived that Dr. Banks did not like "old methods" of 

operating Greek Life. Your charge of retaliation by Dr. Banks against you stemmed from a 
National Panhellenic Council meeting that Dr. Banks attended of which no minority group 
leaders were present. As the result of the absence of minority student group leaders, you stated 

that Dr. Banks perceived you as "anti-African American," and therefore treated you in ways that 
you perceived as retaliatory. 

On November 27, 2012, I met with Mr.Vartorella. He stated that in his interactions with you, 
there was no mention on your part of age discrimination. He stated that the only mention of age 
on your part was in reference to retirement. Mr. V artorella stated that the concerns that you 
raised with him about Dr. Banks were related to a report that Dr. Banks requested from you. 

Mailing Addms: 2121 Euclid Avenue, AC 236 • Cleveland, Ohio 44115-2214 · 
Campus Location: Administration Cemer, Rm 236 • 2300 Euclid Ave. • Cleveland, Ohio 

Telephone (216) 687-2223 • Fax (216) 687-9274 
CSU is an Affirmative Action/Equal Opporruniry institution. No person will be denied opporruniry for employment or education or 

be subject to discrimination in any project, program or activity because of race, color, religion, sex, sexual orientation, 
national origin, age, handicap or disability. disabled veteran, Vietnam era veteran status or other protected veteran status. 



Page Two 

On November 27, 2013, I also met with Dr. Drnek. He stated that your position was part of a 

greater reorganization in the Department of Student Life and that age did not enter into the 

reorganization plan. Dr. Drnek indicated that none of the operations within the department ·were 

meeting benchmarks and that Student Life had to change direction. 

On December 3, 2012, I met with Dr. Banks, at which time he stated that he met with all staff 

repmting to him when he first assumed his position as associate dean in February 2012. He 

stated that he requested information from you on such topics as benchmarks and best practices in 
Greek Affairs and other questions related to your job description. There is no evidence that 

anything he requested of you \Vas age related. In my review of drafts of email correspondence 

between Steve Liss, your immediate supervisor, and Dr. Banks, there is no reference or infei'ence 

related to age. In addition, when asked about Dr. Banks' alleged perception that you were "anti

African American" and Dr. Banks therefore retaliated against you, Dr. Banks stated that you said 

that the students ''couldn't make it" to a particular meeting and that there was no more reference 

to race in your conversations with him. 

In conclusion, the evidence does not suppmt that your termination \Vas due to age discrimination 

and/or retaliation that would be in violation of CSU's Affim1ative Action policy statement and 

any other federal, state rules and regulations. 

Thank you for your cooperation regarding this matter, and should you have further questions or 

concerns, please contact the Director of Affim1ative Action, Yulanda McCarty-Harris, Esq. at 

216-687-2223 and/or ymcca1tyharris@csuohio.edu. She would be able to apprise you of any 

appeal rights if you do not agree \\~th these findings. 

Sincerely, 

~-r~~SLJj= 
Donna M. Whyte, Ph.D. 
Interim Affirmative Action Officer (former) 

Cc: Ms. Sonali Wilson, General Counsel 

Dr. James Dmek, Dean of Students and Vice Provost for Student Affairs 

Dr. George Walker, Interim Provost, Senior Vice President for Academic Affairs 

Ms. Yulanda McCarty-Harris, Director, Affirmative Action 



Cleveland State University 

Mr. William H. Russell 
627 Mariner Village 
Huron, OH 44839 

Dear Mr. Russell: 

Office of the President 

April!, 2013 

I have reviewed the report of the investigation findings, prepared by Dr. Donna Whyte 

acting as the Interim Affirmative Action Officer for the University, relative to your complaint of 

age discrimination and retaliation in the termination of your employment as the Coordinator, 
Greek Affairs in the Department of Student Life. Upon completion of my review of the record, 

I have accepted the findings of Dr. Whyte that your dismissal from the university was not related 

to either your age or due to retaliation. This decision is final and this matter is considered closed. 

Sincerely, 

~ ~----
Ronald M. Berkman, Ph.D. 
President 

cc: Dr. George Walker, Interim Provost 
Dr. Jim Drnek, Vice Provost for Student Affairs 
Yulanda McCarty-Harris, Director, Affirmative Action Office 

Mailing Addrm: 2121 Euclid Avenue, AC 302 • Cleveland, Ohio 44115-2214 

~ PLAINTIFF'S 

I ezy" --' ..: 

Campus Location: Parker Hannifin Administration Center, Rm 302 • 2300 Euclid Avenue • Cleveland, Ohio 
Telephone (216) 687-3544 • Fax (216) 687-9333 



PliDu#:tf~' B~hibft;~OP 
1;:~),11' li•:·J;l~upr,.QSR# 9JJJ 
09.:25.:1:4 . 

I 
I 
! 

-~. 
·::: .. I 
4 

J' 

I 


