Student Life Reorganization 8/22/12

Valerie Hinton-Hannah - Assistant Dean
of judicial Affairs and Assistant Dean of
Robert Bergmann - Assistant Dean of | Student Engagement - New Position To

Steven Liss - Director, Student Student Organizations {Assuming Most Be Posted and Filled Via Search
involvement (To Be Laid-Off) Duties) {Assumihg Some Duties)
Age . 50 32 58
Race White White Black
Gender Male Male Female

Jamie Johaston - Assistant Dean of
Student Activities & Events; Student
Life Budget Coordinator - incumbent

Retiring 10/31/12 - Position o Be

Posted and-Filled Via Search;
Coordinator of Student Cénter &
Commuter Programs - New Position To
8e Posted and Filled Via Search; and
Robert Bergmann - Assistant Dean of |-Assistant Dean of Student Engagemant
WMary Myers - Coordinator, Student | Student Organizations {Assuming Mast | New Position To Be Posted and Filled

Organizations (To Be Laid-Off) Duties) Via Search {Assuming Some Dutias)
Age 50 32 29
Race Black White Whife
Gender Female Male Female

Assistant Dean of Student Engagement 4
william Russell - Coordinator, Greek | New Position Ta Be Posted and Filled

Affairs (To Be Laid-Off) Via Search {Assuming All Duties}) {Assurining Sorne Duties)
fge 66 TBD NA
Race White. TBD NA
Génder Male TBD NA
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Guidelines on Use of University Computinig Facilities

Smoke Free Environment Policy
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Sumumary of Other Emplovee Benefits

Cleveland State University is an Affirmative Action/Equal Opportunity institution.
No person will be denied opportunity for employment or education or be subject to
discrimination in any project, program or activity because of race, color, refigion,
sex, sexual orientation, national origin, age, handicap, or disability, disabled veteran
or Vietnam era veteran status.
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8.5 PROFESSIONAL STAFF PERSONNEL POLICIES

8.5.1 Professional Staff Personnel Policies. ko e oy

The Policies, originally effective as of July 1, 1996, and revised in January 2010
apply to all contract Professional Staff emp]ovees of the University and all other
unclassified contract personnel not included under the Faculty and Librarian
Personitel Policies, or covered by the University’s Collective Bargammg Agreements
with the AAUP or SEIU, except that those Professional Staff employees who report
directly to the President are not cavered by Sections 8.5.5, 8.5.8.3, and 8.5.8.4; these
Professional Staff employees serve at the will of the President.

8:5.2 Deﬁlliﬁ()ns. [Back td-’lhg_tbp: .
The following are definitions of words and phrases used in these policies.

8.5.2.1 Professional Staff — Professional Staff employees of the University and all
“other unclassified contract personinel not included under the Faculty and .
- Librar 1 Personnel Policies, or ‘covered by the Umversny s Collective .
“Balgammﬂ Agreements ‘with the AAUP or SEIU Whlch inclades both part-
time: 'md full-tlme emplo) ees:

A, Part-time - A part—tlme employee is one whose appointment is designated
as palt-tlme and whose regularly- asmgned workweek averages fewer than
40 hours per week. A part-time pxofessmnal staff employee must not be
assigned to work more than 32 hours on average over a fiscal year.

B. Full-time = A full-time employ eé is onie whose. appointment is designated
as full-time and whose regularly assigned workweek is 40 hours per week
over a period of an academic or fiscal year.

8.5.2.2 Individual Employnient Contract - The documient, signed by the President,
or désignee; which extends spemfied offer of employment for a specified

time petiod and rate. of compensation.

8.5.2.3 Immédiate Family - The immediate fainily mcludes mother, father, brother,
sister, spouse; daughter, son, mother-in-law, father-in-law, brothei-in-law,
sister-in-law, daughter-in-law;, son-in-law, grandparent, grandchild,
stepparent, stepchild, and legal guardian or other person who stands in place

of a parent.

8.5.2.4 Unit - Unit defines the area of an employee’s activity, regardless of
administrative level within the University. Unit refers generally to an
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organizational structure; e.g. department, office, sector, or center, and
normally will 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 pate o

8.5.3.1 Appointment. Appointments will be made in accordance with the
Affirmafive Action Plan of the University as approved by the Board of
Trustees.

Procedures for Appointment . The unit, in conjunction with the Compensation
Director, develops a job desctiption detailing the duties, responsibilities and
minimal fequirements/qualifications necessary to perform the functions of
the position. The Compensation Director anal} zes the description and
assigns a salary grade to the position. The Compensation Director, or
designee, in conjunction with the Classification Committee and/or the Vice
President for Human Resources Development and Labor Relatioris, makes
such actions. (See Cleveland State University Staff Compensation Program
Manual for additional information). Following this process, the unit obtains
Presidential, ot designee approval to initiate the appointmeiit process in
accordance with the University’s Affirmative Action Plan,

Employment Contract Termis . Only an authorized University administrator may
provide an: cmployee with an employment contract. Professional Staff
employees shall receive appointments for a fiscal year beginning July 1 or a
portion theteof, an academic year ora portion thereof, or a coaching season
or a portion thereof. For fall sports, the coaching season rins from January 1
to Decembeér 31. For winter sports, the coaching season runs from May 1 to
April 30. For spring sports, the coaching season runs from July 1 to Juiie 30.
Appoumnents wxll be subject to 1enewal or nofi-r enewal annually

mmal connac’c stxpulates the term of appomtment t]tle salary glade and
salaty. Every Professional Staff position must have a written job deseription
that will be provided to the employee at the tifrie of the itiitial appointment.

8.5.3.4 Professional Staff Regular and Temporary Appointment. There are two
categories of appointment: Regular or Temporary.

8.5.3.4.1 Regular Appointment. Regular Appointments are identified as
Regular Base-Funded or Regular Funds-Available:
8.5.3.4.1.1 Regular Base-Funded. Regular Bas¢-Funded are
appointments to positions that are funded by
Instruction and General, General Fee or Auxiliary
funds. The position is assiimed to be continuing.
The individual occupying the position is
designated as full-time or part-time.
Corresponding employment contracts may be
renewed or non-renewed annually. All notices for
non-renewal of Regular Based-Funded
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Appointments shall be issued in accordance with
the provisions of 8.5.8.3.

8.5.3.4.1.2 Regular Funds-Available. Regular Funds-
Available are appointments to positions that are
not finded by Instruction and General, General
Fee or Auxiliary funds. The position is not
assumed to be continuing; continuation is
contingent upon funds 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 of 8.5.8.3 and 8.5.8.4. Contracts
for Regular Funds-Available appointments shall
in¢lude a statement of these facts.

8.5.3.4.2 Temporary Appointment. Individuals hired for a specific project
or hired for a similaf task on an intermittent basis over an extended
period of time (duties that occur sporadically) are categorized as
Temporary. Employment is contingent upon project need,
mtermittent workload peaks and funding availability; consequently
there is o expectation of continued employhent. Employment
contracts shall be either annval, as needed hourly or salaried and
shall indicate specific starting and ending dates that are tied to a
specific project. Although the time period may not extend beyond
one year, the Department of Human Resources Development and
Labor Relations and the Director of Affirmative Action may grant
time extensions, if the extension relates directly to the original
project.

Temporary Professional Staff members are not subject to the
provisions of sections 8.5.8.3 and 8.5.8.4. Contracts for temporary
positions shall include a statement of these facts.

8.5.3.5 Job Titles 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 written job
description appropriate to the position and title that will be provided to the
employee at the time of the 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, inuviediate 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 pertinent
information, as determined by the Director of Compensation.

8.5.3.6 Personnel Files and Contents. The official personnel file is maintained in
the Department of Human Resources Development and Labor Relations.
The official personnel file for each employee will contain the following, if
available:

A . Letter of Application and all materials requested or recéived by the
University frofii persons other than the applicant in connection
with the employee’s original employment, including official

~-academic transcripts; - -

Offer of Appointment ahd initial date of employment; employee’s
‘confract(s);-and letters of continuation;

- Job descuptlon(s),

Documents rclatnw to posmon cla351ﬁca’mon, grade, and length of time
- in p_osLtwn,

Doc_umejntspertaining to reclassifications or transfers;
: Documcnts pertamm(r to salalv recommendatlons

Documents pex tammc 1% thc employee s pmfcssxonal activities and
accomphshments,

Pcrforman‘ce evaluations and reviews;
Disciplinary actions and information pertaining to disciplinary actions;
Information peitaining to extended leaves; and,
Information pe1ta1mng to separatxon from employment.
All personnel ﬁles in the Um\ ClSIty are pubhc mfounatlon The
Professional Staff member, the staff member’s supervisor,
University Legal Counsel, Affirmative Action and University Police
may view the personnel file without written request.. However,

access to other employées or the public will be provided only upon
wtitten 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 personnel related files containing benefits information, workers’
compensation, medical, FMLA, 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,
appointment procedures for both faculty appointment and Professional Staff
appointment must be followed. Upon appointinent, such persons will enjoy
the procedural rights of the Professional 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 acadermic tenure to personnel
on joint appointments involving an academic department.

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 promotion of all
Professional Staff employees shall be based solely on appropriate
qualifications and performance. Relationship by family, marriage, or
partnership shall constifute neither an advantage nora deterrent to
appointment in the Umver31ty provided the individual meets and fulfills the
appropriate. appomtment standards. It is not the intent of this policy to
encourage the employment of relatives within the same unit. butrather to re-
emphasize the concept that the selection of personnel shall be solely on the
basis of merit in accordance with the State of Ohio Conﬂlct of Interest
stafutes. '

The Umvexsrry, either on 4 full-time or part tlmc ba51s may employ members
of the sami¢ imimediate family so long as neither famllv member is
responsible for the decision to hire, supenuse diect, evaluate or recommend
merit increases for the other. : -
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8.5.4 Annual Performance Evaluations [pack i tre on)

8.54.1 General. For full- and part-time employees the unit administrator will use
written performance 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
immediate supervisor and the administrator to whom the supervisor reports.

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

A. Document job performance during the evaluation period;
B. Recognize relevant achievements, strengths and capabilities;
C. Identify weaknesses that should be addressed during the next

evaluation period;

D. Articulate the types of contributions that will lead to greater
professional growth, recognition and rewards;

E. Specify future objectives and expectations; and,
F. In¢lude optional employee comments.

8.5.4.2 Responsibilities .

8.5.4.2.1 Annual Review. The arinual performance 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 for
monitoring performance throughout the year, especially for new
employees.

3.54.2.2 Implementation. The unit administrator is responsible for
implementing the annual performance review process in
conjunction with the guidelines and policies éstablished in The
Cleveland State University Performance Management System
Supervisor’s Guide 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 outcome of the performance evaluation may
appeal, in writing, to the next administrative level above the primary
evaluator. The appeal must be made within fifteen (15) working days after
receipt of the written evaluation, and the administrator who receives the
appeal must complete the review. The Professionial Staff member may
request, in wiiting, a meeting with the administrator who will complete the
review within 15 working days after the appeal is received. The Professional
Staff emplovee may ask that documentation from the appeal become part of
the permanent record of the per formance evaluation.

I‘or addmonal omdance refer to Appendi‘{ sec’uon “ Proiessmnal Staff Performance
Applaxsal Guxdelmes

8.55J ob Classfiﬁcati'()n's and Salary Adjustments [Back to the tog] |

. Job-classifications and salary adjustments are administered i accordance with the
Cleveland State UnIVE:lSlty Staff Compensatmn Program Manual, a copy of which

- may. be obtained from the Department of Human Resources Development and Labor
Relatlons or may be viewed at www.csuchio.edu/HRD.

8. 5.6. Placement on. Admmlstl atlve Leave [Back to the top]

A Professional Staff employee may be placed on administrative leave with pay
pending a hearing when the President of the Umvers1ty or designee determines that
the continued presence of the employee on the campus constitutes a substantial
interference with the orderly functioning of the University or of an area, unit,

department or college of the University.
8.5.7 Progressive Corrective Action skt te )

The putpose of progressive corrective action is to 1mpress upon the employee the
need to-improve behavior or petformiance, \ when necessary. Progressive corrective
a'c_:_tiQn_-'l' 1ot required but to the extent pr: racticable and appxopmate it is encouraged.
Progressive corrective. action imay include oral and Wiitten warnings.or letters of
reprimand. Nothing hexem shall limit the. ught of the UI]IVCiSIty to bypass
progressive cofrective action-and immediately suspend or dismiss a Professional
Staff member for any offense that, in the University’s sole. discretion, is of such a
serious nature that use of progressive corrective action is not appr opriate or
warranted. :

8.5.8 Termination of Employment [.Bzi_ck:to the top]

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

8.5.8.2 Retirement . There is no mandatory age for retirement. A
Professional Staff member planning to retire should give written 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 Non-Renewal . Procedures for Initiation 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 non-renewal of a Regular Base-Funded
appointment of a full- or part-time Professional Staff member can
be initiated by any of the staff membet's supervisors or superiors.

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

8.5.8.3.4 Such recommendations will be sent to the President on ot 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 contract.

B.  January 1 for a Professional Staff member 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 April 1 for an intercollegiate coach holding a coaching
season contract for the winter season.

E. By June 1 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 with the recommendation(s) of non-
renewal, the President shall direct that a notice of non-renewal be
sent by regular and certified mail to the Professional Staff membet's
liore address which is on file with the University. Such notice
shallbe deposm:d in the mail within one month.of the dates above
(by April 1, February 1). Itis the Professional Staff member’s
responsibility to regularly update the University with address
change information.

8.5.8.3.6 Thc Pxofessmnal Staff member holding a second or subsequent
contract of pxofessmnal service at the Umvelsny is entitled to be
appused of the reasons for non-renewal and may request a review
of the decision thr ough the grievance procedures-as provided in
'secnon, 85.9.

8.5. 8 3. 7 If a nonce of non-r cnewal is not sent by the dates prO\ ided in
section 8:5:8.3.5 above, the Professional Staff mémber shall receive
an additional contract of at least six months duration except as
othermse provided by sections 8.5.8. 4 and 8.5.8.5 or Ohio law.

8 58, 4 Layoff. . Temnnatlon of meesstonal Staff cmployees prior to, during, or at
the end of an appointment per iod i may oceur because of a financial
emergency or because of 1eorgamzatlon Such 2 termination of appointment
shall be de&gﬂated a la} off: .

8 S 8 4 1 Layoff Due To Fm‘mclal Emel gencv Layoff of'aProfessional
: - Staff employee may occur when deemed necessary by the President
dug to a financial emergency as deglared by the Boaxd of Trustees.
Upon OCCUITence of the layoff the mchwdual‘s pelsonnel file shall

8.5.8 4 2 Layoff Due To Reox g'unzauon Lcyoff of Professional Staff
employees at the Umversny may occur when a reor ganxzatlon is
- deéetned necessary due.to-a budget or program decision requiring
program dlscontmuance curtailment, or redirection; and when such
areot cranl?atlon plan is: app1 oved by the President. Upon
occurrence of the layoff, the individual's personnel file shall
designate that the layoff was due to reorganization.
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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 Professional Staff member(s) under this
section. Such documentation must be forwarded 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. If the release is initiated at the Vice
President or the Provost level, all appropriate documents
shall be forwarded to the President for approval to
proceed. The individual 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. The Department of Human Resources Development and
Labor Relations shall make a reasonable effort to secure
alternative appointments within the University in open
positions for which the affected 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
determines that the Professional Staff employee's position
should be reopened, then re-appointient shall first be
offered to the laid off employee. The offer shall be sent to
the last known mailing address of the employee and he or
she shall have a reasonable time, not to exceed fifteen (15)
days, within 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 circumstances
preclude a prior hearing.
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8.5.8.5 Dismissal .

8.5.8.5.1 Dismissal for Just Cause, Professional Staff may be
dismissed for just cause. Just cause shall include, but not
be limited to, Items A-J below:

A. Unsatisfactory performance or neglect of assigned
duties anid responsibilities,

B. Violation of recognized standards of professional
condtict and performance.

C. Personal conduct that impaits the individual’s
‘ proper’ fulfillment of assigned duties and
responsibilities.

Personal c¢onduct that violates state or federal law,
including but not limited to drug and alcohol abuse,
trafficking in illegal drugs, sexual, ethiic, racial or
religiotis harassmient or any other harassment

_prohibited by Taw. '

Personal conduct that impairs the employer’s pursuit of its
goals or mission.

Interfering with the hormal operations of the University.
Conviction of a crime of violence as defined in Division
({M(1)-of Section 2901.01 of the Ohio Revised Code,
or a-substantially equivalent offense under
" muhicipal ordinance, which is committed on or
affects persons or property on the University’s
cafiplis, of any other crime that adversely affects
performance of job duties and responsibilities.

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

Engagingin a demonstration or protest on University
property in violation of law or of the University’s
Policy on Demonstrations.

Fraudulént credentials.

8.5.8.5.2 Recommendations for dismissal for causes listed in Section
8.5.8.5.1 shall be sent by the unit head to the appropriate Vice
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President or the Provost with the appropriate documentation
attached. Such documentation must be forwarded to the
appropriate Vice President or the Provost for approval to proceed
and a copy must be sent to the Office of the Vice President for
Human Resources Development and Labor Relations. Ifthe
dismissal is initiated at the Vice President or the Provost level, all
appropriate documents shall be forwarded to the President with a
copy to the Vice President for Human Resources Development and
Labor Relations for approval to proceed.

8.5.8.5.3 Procedures for Initiation and Notification of Dismissal of

Professional Staff Employees. If the President accepts the
recommendation for dismissal, written notification of dismissal
must be sent by the President to the Professional Staff member by
registered and regular mail. Dismissal shall not oceur until the
Professional Staff employee has been given ten (10) working days’
notice to request an appeal hearing by the President or assigned
designee.
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8.5.9 Grievance Procedures packtohetop]”

It is mutually understood that the prompt presentation, adjustment and/or answering
of grievances is desirable in the interest of sound relations between employees and
the University. The prompt and fair disposition of grievances involves the important
and equal obligations and responsibilities, both joint and independent, on the part of
both the University and the grlevant to protect and pxeserve the Grievance Procedure
as an orderly means of 1esolvmg grievances.

If a complaint involves alleged dismiminaﬁon or harassment based on the
Professional Staff member's race, sex; religion, disability age, natiohal origin, sexual
orfentation, or Vietham era veteran status, then the Professional Staff member shall
discuss such complamt with the Afﬂxmatlve Action Director as a means of achieving
- an informal resolution of the complamt -If infoimal resolution is not possible, the.
individual aIlegmg discrimination or harassment may file a formal written complaint
with the Affirmative Action Office: The Affirinative Action Office will then conduct
athorough investi gation and discuss ifs ﬁndmgs coriclusions, and proposed action
with the complamant forwarding a copy: of the findings; conclusions, and pr roposed
action to the President. Ifthe complaitiant is not’ satisfied with the.resolution by the
Affirmative Action Office, he of she may seek relief through direct appeal to the
President within ten (10) days of the receipt by the complamant of the findings,
conclusmns and proposed actions of thie Affirmative Actidh Office.

When othe types of complaints arise, the Pr ofesswnal Staff member shall attempt to
resolve the issue with his or her immediate supervisor through discussion, mutual
understanding, and docmnentahon if apploprlate

8.5.9.1 Dlsrmssals as described in Section 8.5.8. 5 of these policies are not subject
to the provisions of this Section. A dismissal hearirig may be requested in
accordance with Settion 8. 5.8.5.3 of these policies.

8.5.9.2. Clqssxﬁcatwn determmanons by the Director of Compensation are not
subject to the provisions. ‘of this Section. For classification appeals,
Professional Staff meémbeis may utilize the appeal process set forth in the
Professional Staff Compensation Program Manual.

8.5.9.3 Procedures . The following procedutes should be followed:

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

8.5.9.3.2 A grievance is a dispute or difference between the Professional
Staff employee and the University concerning the hours and
working conditions set forth in these policies and the interpretation
and/or application and/or compliance with-any provision of these
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policies, including their administration, process, and any associated
actions.

8.5.9.3.3 Grievance Steps and Process. No parties may have legal
representation present at any step in the grievance process. When
grievances arise, the following procedure shall be observed.

Step 1 A written grievance must be filed with the employee's
immediate supervisor within twenty (20) working days of the
event upon which the grievance is based. Within ten (10)
working days after the filing of the grievance, a meeting will
be scheduled between the supervisor and the aggrieved
employee. The employee may invite a suppott person of
his/her choice to attend the meeting. Following the meeting,
the supervisor shall issue a written answer to the grievance
within ten (10) working days.

Step 2 If the grievance is not satisfactorily settled in Step 1, the
employee may appeal the Step 1 ariswer to the supervisor’s
immediate supervisor within ten (10) working days after
receipt of the Step 1 response. Such appeal shall be in
writing with a copy to the Office of the Vice President for
Human Resources Development and Labor Relations. The
supervisor’s immediate superior shall schedule a grievance
meeting with the employee within ten (1 0) working days. The
employee may invite a support person of his/her choice to
attend the meeting. Following the meeting, the supervisor’s
immediate superior shall issue a written answer to the
grievance within ten (10) working days.

Step 3 If the grievance is not satisfactorily settled in Step 2, the
aggrieved Professional Staff employee may file an appeal
with the Vice President for Human Rescurces Development
and Labor Relations within ten (10) working days after the
receipt of the Step 2 decision. The appeal must be in writing.
The Vice President for Human Resources Deévelopment and
Labor Relations will schedule a grievance meeting with the
supervisor and aggrieved employee as outlined above within
ten (10) working days after the receipt of the appeal and will
render a written decision within ten (10) working days after
the close of the meeting: The employee may invite a support
person of his/her choice to attend the meeting. A copy of the.
written decision will be sent to the grievant.
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8.5.10.1 Vacation Leave . Professional Staff with full-time calendar year
appointments'wil] earn vacation leave at the rafe of 1.83 days per month of
full-time service or a total of twenty-two (22) workdays per year.
Professional Staff with full-time academic year appointments will earn
vacation on a pro-rated basis. Professional Staff appointed at less than
oné-half time will not earn vacation leave. Professional Staff appointed to a
part-time position of one-half time 6r more 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 earned provided that the employee’s
supervisor or unit head approves the dates for such leave in
advance,

8.5.10.1.2 Alinilal Cfal rryover Limit. Staff members are expected to use

accrued vacation leave periodically. Vacation Jeave
accumulation may not exceed 44 days at arny time withini a
fiscal year. On June 30" of eachyear, no more than 30 days
may be catried forward to the next fiscal year. The Vice
President for Human Resources Development and Labor
Re]atlons may, in e\:tenuatmv circumstances; grant an
exempnon 10 the carryover’ ‘limitation upon the written request

- of the Professional Staff member aind with support from the

: P.rofessmnal Staff_ m,embel S mlmedlate supefvisor.

8.5 10 1 3 Pa out. Upon Termmatmn At termination of employment
- payments for unused vacation leave toa maximuii of -
twenty-t\w 22) davs shall be m'ide

85.10.14 Reportmg Pr ocedm es. The Umvelslty has established a time

purpose of recording the use of vacation leave.

|
\
. . reporting procedure admiinistered by the Payroll Office for the



Cleveland Sinte University Professional Staff Policigs Page XXT

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
alternative days of observance for the following holidays.

Martin Luther King Day
Presidents’ Day
Columbus Day
Veterans® Day

8.5.10.2.2 Holiday Payment for Part-Time Employees. Part-time
Professional Staff employees ate entitled to holiday pay for that
portion of the day they normally would have been scheduled to
work if the University designates that day as a holiday.

8.5.10.2.3 Holiday Payment for Alternate Work Schedules. Ifa full-time
Professional Staff employee’s work schedule is other than
Monday 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 which they are observed.

8.5.10.3 Hours of Work . Full-time Professional Staff members are employed by
contract at an annual salary 1o carry out an assignment. The full-time job
assigniment notmally requires foity houis per 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 i a given week if necessaty to complete the sesponsibilities of the
department. They are not eligible to receive overtime pay or compensatory
time. However, for special circumstances the Supervisor may allow for a
temporary schedule adjustinent.
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8.5.10.4 Sick Leave . Sick leave with pay is a benefit available 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 pariner registered with the Department of Human
Resources Development and Labor Relations according to the University’s

| policy, of to cover a perjod of quarantine required by exposure to a

contagious disease.

8.5.10.4.1 Bereavement Leave . Up to ﬁve 3) days of accumulated sick
leave may be used for bereavément in the event of the death of
a member of the immediate family including a same-sex
domestic partner or dependent of a same-sex domestic partner
registered with the Deparlment of Human Resources
Development and Labor Relations accoxdmo to the University’s

pohcy

8 5. 10 4.2 Guldelmes The guxdehnes for normal ava1lab1 ity-and use of sick
Jeave benefits are: '

A, Accumulation. SICk leave credxt will accuiniulate at the rate
6f 1.25 days (ten hours) for each month of service, without
limit, and including periods of vacation and sick and other

- paid ] Jeave. Staffon less than full-time appointihents shall
feeeive. sxck leave credits propomonate to the per cent of time

supermsor as SOOI] as practicable, pwsumably on the first day
of absence. Inthe absence of such notification and approval,
time may be chargul to yacation Jeave or uhauthorized

. absence With élppxoprlate pay adjustment, The University
reserves the ught require proper evxdence of illness in
cases of plolonoed or 1epeated absence, -

C. Transfel of Slck C1 edlt from Other Pubhc or State
Employers . If a staff member ’transfexs from ane department
of the Umvelsrcy to another or: from the University to another
Ohio public agency, or from another State of Ohio agency to
Cleveland State Univéisity, accunulated sick leave credits
will transfer insofar as is allowed by law. The former
employer of the staff member transferring 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 writing.

D. Requests for Unpaid Absence. If the absence due to sickness
extends beyond accumulated sick leave, the staff member
may request vacation and/or leave without compensation (See
Section 8.5.11.2).

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

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

G. Payout Upon Death. In the event of death, the University
shall pay out one-fourth 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 only-orice to any employee. The
maximum sick leave payout upon retirement, disability or
death shall be 240 hours.

8.5.10.4.3 Reporting Procedures. The University shall be responsible for
establishing a procedure for the recording of sick leave and
reporting of sick leave use to the Payroll Office.

8.5.10.5 Annual 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.
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8.5.10.6 Court Leave . Leave with pay is granted when a Professional Staff member
is called for jury duty or is subpoenaed to testify as a witness before any
court or governmental hearing body. Service as an expert witness shall be
considered to be in the same category as consulting and shall be subject to
the limitations thereon specified in section 8.5.14.

8.5.11 Leaves Without Pay [Back to the o)

Professional Staff imiembers midy apply for the follow ing leaves of absence without
pay. Requests for leave without pay for illness are subject to medical ver. ification.
Certain University benefits may continue during a period of leave without pay that is
not covered by FMLA consistent with the provisions of the Consolidated Omnibus
: Budget Reconcxhatlon ‘Actof 1986 (COBRA) provided that the Professional Staff
' member on leave makes tlmely p1 emlum payments

' 8 5111F amxly and. ”\{[edlc'll Leave The Unlvelsxty shall meet and comply with
- -7 the requirements of the Famx]y and Medical Ieave Act of 1993 (FMLL\_)
'md assomated,regulat]ons A copy of the Umvelsxty S FMLA pohcy is

110]1’[ ‘Lo 1mp1ement reaulallons and/or tcchmca] corrections as necessary.

- 8.5, 11 .2 Extended Leave of Abseuce for Pel sonal or F amxlv Ilness, Disability,
or Child Care After: Birth or Placement for Adoption. Additional unpaid
]eaves of. absencc f01 pcrsonal or fam'l /- medlcal reasons, for dlsabmtv or

p'p oved ythe emplovee 5 supemsot umt head, and
che Plemdent o Pxovost pnm to bemg submltted to the Department of

lea\ e may not e\ceed sm (6) mom s,

_,,:M 111ta1y reserve duty that extenids beyond a total of
r year niust be takei as’ unpaxd leave. In this regard,
the Univer 31ty follows an established written policy, which complies with
Uniformed Sérvices Employment and Rcemployment Rights Act of 1994
(USERRAY and the Ohlo Re\ ised Code (ORC) ' -

8.5. 11 3 N[lht‘lly Sei vxce Lea /e

8.5.11.4 Specml Lea\ e. Leave \Vlthoul pay may be granted in emraordmary
ciicumstances for study, research; professional employment, election or
appointment to public office or for other personal or professional reasons
subject to appropriate approvals-as fioted in section 8.5.11.3.1.
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8.5.11.4.1 Application Procedures for Special Leaves. The Board of
Trustees upon reconmimendation of the President grants all
special leaves without pay. Applications for such leaves
must be submitted and approved by the supervisor, unit
head, and Vice President or Provost prior to being submitted
to the President. Requests for non-emergency leave must be
submitted through appropriate channels prior to transmittal
to the President allowing sufficient time for approval.

8.5.12 Student Fee Authorization Program sack o heop)

The Student Fee Authorization Program at Cleveland State University is an
educational assistance program for spouses and eligible children of qualifying full-
time employees.

8.5.12.1 Employee Eligibility . Qualifying employees include those with
two 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 general fees charged for enrollment in credit
courses by undergraduate students and for half of the in-state
portion of total instructional and general fees charged for
enrollment in credit courses by graduate and professional schaol
students. An eligible spouse or child may participate in the
program for no more than a total of 144 semester credit hours or
two academic degtees, 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 fi nancxally dependent child is one who currently meets
the Internal Revenue Service dependency definition and is being
claimed as a dependent on the qualifying employee’s federal
income tax return for the current year.

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

8.5.12.5 Spouse and Dependent Eligibility Upon Employee’s Retirement
or Disability. With ten (10) years of service to the University, in
the event of a qualifying employee’s retirement or total disability
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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
registration status at the time.

Complete program details and appllcatlons may be obtained from the Department of
Human Resources Development and Labor Relations.

8.5.13 Staff Development Program astotbeior]

The Staff Development P10g1 am at. Cleveland State Univer sxty is an educational
assistance program for,_:ﬁlll-nm_e, and part- jglme employees.

8.5.13.1 Benefit, The University will cover the in-state portion of all
instructional and general fees up to six (6) credit hours of
undergraduate or gt aduate courses per semester or for continuing
educatlon comses up to the equwalent cost of six (6) under. graduate
credit hours per semester. The Executwe MBA and Accelerated

MBA pxoglarns aré excluded.

8 S. 13 2F ull-Tune Emplo:. e_er. F or pmposes of this secnon a full-tune
employee is deﬁned as an et 1ployee with an appointment of six (6)

_moriths or longer in a permanent or funds available position who is
regularly s scheduled to work forty (40) homs per week.

-reculax Iy works twentv (20) or more l.‘lOlJlS per week but less than
fox’ry (40) homs pei Week

Complcte plomam detalls dnd appllcqtlons may be obtamed ﬁom the Depamnent of
Human Resources Development and Labor Relatlons
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8.5.14 Consulting and Extramural Employment pack o e oy

8.5.14.1 Request for Approval. The University recognizes the value for its
personnel, 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 Jocal, state, and federal
government.

8.5.14.2 Written Permission . Professional Staff members who render professional
«counsel or services that will fulfill a responsibility of the University to the
community at large and provide valuable professional experience to the
Professional Staff member may do so only with prior Wwritten permission
and the approval of the supervisor and of the appropriate Vice President or
the Provost. '

8.5.14.3 Contlict with University Responsibilities. No Professional Staff mermber
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
supervisory approval.

8.5.14.4 Use of University Resources. In no event shall the Professional
Staff member use the name, symbol, or address of Cleveland State.
University in any extramural employment agreement. University
staff, facilities, equipment, and materials may be used for such
purposes only with the express written consent of the University and
according to explicit terms for reimbursement..

8.5.15 Candidacy for Public Office Back o he o]

A Protessional Staff member may run for or accept public office under the following
conditions:

8.5.15.1 Notice Requirement . The staff member shall in all cases submit a full
statement of any proposed campaign activities and of the 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
of the employee, a written application for reduced levels of employment
and compensation, or for special leave without pay, shall be submitted to
the Vice President or Provost at such a date that.it 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
accoiding to procedures set forth in section 8.5.11.3.

8.5.16 Conflict of Interest (Back o thetop]

No Professional Staff member shall have eln_y‘unleiwful interest in a public contract
prohibited by Section 2921.42 of the Ohio Revised Code.

8. 5 17 Ohlo La“’ |Back 16 thewpl

All meessmnal Staff should be aware that the laws of the State of Ohio govern their
conduct as it relates o their employment status, and wlien in conflict with these
policies; the laws of the State of Ohio are controlling. Professional Staff members
should be aware, in particular, of Sections 3345.22 and 3345.23 of the Ohio Revised
Code, copies of which are attached.

8.5.18 Associate of the Uni\'ersity S”ta’tuis ,[Baci;'-fo et

8.5.18.1 thﬁcaﬁons Appomtment to Associate of the University status
may be granted to.distinguished 1etxr1ng Plofesslonal Staff
employees exclusive of those eli glble for emeriti faculty rank,.
- pursuant to the procedures set forth below:- Associate of the -
~Ur y-statuis will be. glantecl iny mtli’a shoang of excepnonal
- servlce to pe Umversfcy o :

8.5.18.2 Pr ocedm es for Appomtmeut/Nommatlon Any member of the
University commuhity may make fiomitiations/applications. Appointment
is contingent upon the followmc cuterla

A. Ten or more yeals of ﬁlll—tune service to Cleveland State
- University: SRR : :

B.  Submission of credentials and major professional
accomplishments at Cleveland State University that represent
distinguished service to the University; -

C. Favorable recofmendations of the staff member's supervisor.
Nommatwns/apphcatxons are submitted to the University’s Vice President

for Human Resources Development and Labor Relations. The Vice
Presidént may request additional supporting materials and information.
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If the Vice President for Human Resources Development and Labor
Relations coneurs that Associate of the University status be granted, the Vice
President shall forward the recommendation to the President, who shall
recommend to the Board of Trustees all nominees whom 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
materials, use of such University facilities as the gym and library, University
e-mail account, internet access and such other privileges as the President
may desighate.

8.5.19 Recommendations to Prospective Employers mackto e top]

In-cases where prospective employers request official recommendations from the
University (either oral or in writing or both) regarding current or former 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 maciothe tont

If any section, paragraph, subdivision, clause, sentence or phrase of this policy shall
for any reason be held illegal or unenforceable, such decision shall not affect the
validity of the remaining portions of the policy. If any provision 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. mack to ihe o]

Individuals, departments, units, committees or campus organizations interested in
matters concerning Professional Staff may submit recommendations for revision of
these policies in writing to the Vice President for Human Resources Development
and Labor Relations for review and possible action.

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

Additional Cleveland State University Policies and Information are included below for

vour convenience: however. thev are not part of the " Professional Staff Personnel

Policies”

Affirmative Action and Equal Employment Opportunity Statement

American With Disabilities Act Statement

Sexual Harassment Policy Statement

Your Rights Under the Family and Medical Lave Act (FMLA)
E alnilﬁf and ’I\A{Iédi'ca.l_l;ea\:{'e’ Act Policy

Ohio Revised Code: St‘_udent or Staff Members Arfested for
Certain Offenses

Drug Free Workplace Policy

* Ohio Code of Ethics Law

~ Guidelines on Use of University Computing Facilities - - =

Smoke Free Environimént Policy

Professional Staff Performance Appraisal Guidelines -

Summary of Other Emplovee Benefits
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AFFIRMATIVE ACTION
AND EQUAL EMPLOYMENT OPPORTUNITY

C8U is an Affirmative Action/Equal Opportunity institution. No person will be denied
opportunity 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 or Vietnam era veteran status.

The University’s Affirmative Action policy authorizes the Affirmative Action Director to
coordinate efforts to achieve compliance with University equal opportunity policy, with
federal and state legislation, and to assist employees in preparing complaints shonld they
experience illegal discrimination or sexual harassment. Further information may be
obtained from the Affirmative Action Office at (216) 687-2223. [Backtothe toy]

AMERICANS WITH DISABILITIES ACT

University facilities afford access to employees, students and members of the public who

have disabilities. Employees who wish to report difficulties with access to facilities

should contact the Affirmative Action Office at (216) 687-2223 or the Services for
Persons with Disabilities Coordinator at (216) 687-2013.

The Americans with Disabilities Act (ADA) protects individuals who have a disability,
which interferes with a major life activity (seeing, hearing, walkirig, talking, working,
ete.). Employees who are covered by the ADA may be granted an accommodation, which
allows.them to perform the essential functions of their positions. Employees who be:he\zc
that they qualify for protection under ADA and who wish to réquest an accommodation
are urged to contact their supervisor, the Department of Human 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. [Back io the top]
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SEXUAL HARASSMENT POLICY STATEMENT

Sexual harassment is a form of discrimination that is both reprehensible and unlawful.
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 unfairly. the- potwers inherent in the
relationship between supervisor and subordinate or teacher and student, and it can occur
between persons of the same university status. Whenever and wherever sexual
harassment occurs, it undermines the entire collegial process of recr uitment, appointment
and advancement at 1he ms’ututxon

Itis the pohcy of Cle\'eland State Univ. ersxty that no membe] of the University ,
community shall enoage i sexual harassment. The Unw ,_151ty will not tolerate.sexual
Larassmient because it creates an unacceptable or injurious wor king or educatiohal
environment. Members of the University community - who believe that they have been
sexually harassed should seek resolution of the ploblam throuo“h the. Umvmsﬂy s
informal and forinal giievance procedures ‘

D eﬁniﬁoﬁ of -SeXual Haras's'me,'nt

Unwelcome sexual advances requests for- sexual favors, and other Verbal or phy swal
conduct of a sexual nature ¢onstitute sexial hatassment when: -

Submlssmn to such conduct is made elther e*{phcﬁly or Jmphculy a term or condition
: oymefit or pal’thlanOll m_ any Um\ er 51ty actwny

utllvexsltyacuvﬂy,
Such conduct has the purpose or: effect of unreasonab]y mterfeung thh an- -

individual’s academic or work perfmmance or creates an mtlmxdatmg, hostile
or offenslve Umvel sﬂy env1ronment : :

Addxtlonal mfomlatmn may be obtamed fxom the Afﬁxmatwe Ac’non Off' ce, the thce
of Minofity Affairs, the Department of Human Resotirces Development and Labor
Relations, the Department of Student Life and the Wotrien’s Compxehenswe Program.

The University has both formal and informal procedures for the resolution of sexual
harassment complaints. The procedures may differ depending upon who the affected
individual is: student, faculty or staff.

Informal Complaints
Any members of the University community who believe they have been
sexually harassed by another member of the University community- may seek
inforimal 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 hasan Ombudsperson who may be consulted by faculty, staff and
students, confidentially, for infor mal 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 théir 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 will the University Counseling Center and Employee
Assistance Plan. Students may also consult with faculty, faculty
administrators, 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 Women on Campus.

Formal Complaints and Grievances

If informal resolution is not possible, the individual alleging sexual
harassment (whether a student, faculty or staff) may file a formal written
complaint with the Affirmative Action Office. The Affirmatjve Action Office
will then conduct a thorough investigation and discuss its findings,
conclusions and proposed action with the complainant. If necessary, the
Affirmative Action Office may take appropriate action against the harasser at
this point. If the complajnant is not satisfied with the resolution by the
Affirmative Action Office, he or she may seek relief through several internal
formal grievance procedures.

Faculty may seek relief through the Equal Opportunity Grievance Procedures,
adopted by the Faculty Senate and the Board of Trustees in 1979, See Section
8.1.16 of the Faculty Personnel Policies and Bylaws . Professional Staff
members may appeal directly to the President, as provided in Section 8.5.9 of
the Proféssional Staff Policies. Bar gaining unit professional employees may
seek relief under Article 11T, Secticn 6 of the collective bargaining agreement
between Cleveland State University and Serviceé Employees International
Union, District 1199 WV/KY/OH, AFL-CIO. Classified civil service
employees may use the employee grievance procedures set forth in Section
6.2 of CSU and You. Ifthe complainant is a student, the case is submitted by
the Affirmative Action Office to the Student Grievance Board. 1Bick to the top]

YOUR RIGHTS UNDER
THE FAMILY AND MEDICAL LEAVE ACT
(FMLA)
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Family and Medical Leave Act(FMLA) requires Cleveland State University to-
provide up to 12 weeks of unpaid, 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 of work over the previous 12
months.

REASONS FOR TAKING LEAVE: Unpaid leave must be granted for any of the
following reasons: ' .

To care for the employee’s child or thé émployee's
registered same-sex domestic partrier” s* child after
bmh or placement for adoptlon or 105 t er cale

To care for the employee’s spouse, 1e015teied same-sex
domesuc partner®, son or daughtel or palent who has
a serlous health conditich; or

For'a sérious Health condition that makes the emp10\ ee
unable to perform thie eimployeé’s job. '

Certain kinds o_f paid leave must be substitute_d fofoﬁpéid leéve.

ADVANCE ]\OTICE AND MEDICAL CERTIFICATION T he employ ee is Jequn ed to
prowde advance leave notice and medical cemﬂcanon

The employee 01d111a1 ymust provide 30 days advance
L noti ‘hen theleave is “foreseeable .
CSU will require medical certific cation fo support a S
request for leave because’ ‘of a'serious health
condition and may require second or third opinions
(at CSU’s expense) and. ﬂtness for dutv 1epoxt to
retum to woxk S

JOB BENEFITS AND _PROTEC‘TION:

F01 the du1 a‘oon ot FMLA Ieave CSU must mamtam the

employee’s. health cover: age undEI any “gtoup health
plan” and lhe ernployee must con‘[mue the employee s
contubutlon (ifany.

Upon return from FMLA ledve, most employees must be
restored to their original or equlvalem positions with
qulv'ile_otpay,,benef' ts, and other employment terms.

The use of FMLA leave cannot result in loss of any
employiment benefit that accrued prior to the start of an
employee’s leave.




Cleveland State University Professional Staff Policies Page XXXV

UNLAWFUL ACT BY CSU: FMLA makes it unlawful for CSU to:

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

discharge or discriminate against any person for opposing
any practice made unlawful by EMLA or for
involvement in any proceeding under or relating to
FMLA.

ENFORCEMENT:

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

An eligible employee may bring a civil right action against
CSU for violations.

FMLA does not affect any Federal or State law prohibiting
discrimination, or supersede any State or Local law or
collective bargaining agrcement which provides gréater
family or medical leave rights.

\
\
\
|
|
\
|
ADDITIONAL INFORMATION; For a complete copy of Cleveland State University's
FMLA policy, please contact the Department of Human Resotirces Development and

Lahor Relations, FT 210, 687-3636.

You may also contact the nearest office of the Wage and Hour Division listed in 'most
telephone directories under U.S. Government, Department of Labor.

% A Same-Sex Domestic Partner is considered “Registered” upon completion and filing with
the Department of Human Resources Development and Labor Relations, an “Affidavit of
Domestic Parinership”. [Back to the top]
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CLEVELAND STATE UNIVERSITY
FAMILY MEDICAL LEAVE ACT OF 1993 (FMLA) POLICY

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

DEFINITIONS: Definitions are found at the end of this policy.
L An Eligible E‘mployee__ji‘s éntiffled to:

A. Twelve (12) weeks of FMLA leave in a twelve (12) month period
under certain circumstances. Except to the extent that accrued vacation or

sick time must be used as described herein, or the employee elects to use
comipensatory | time, the FMLA leave is unpdid. During unpaid FMLA leave,
the University will it contribute to rétirement plans.” While full-time Ehgzble
.Employees are éntitled fo twelve workweeks of FMLA leave (60 days), pait-
time Eligible Employees are entitled t6°a prorated nimber of days equal to
their part-time schedule, e.g., an Eligible Employee who works 3 days/week

is entitled to'36 FMLA leave days Unused FMLA leave cannot be carried
ovel ﬁom yeaL to }ear -

The tw el\e (12) month- penod of F MLA leave is considered a “rolling year” in
which the effective date’of the leave triggers the beginning of the 12-month
period.. For instance, if an Eligible Employee fakes 12 weeks of leave,
. __'be:gmmnor on Malch 1, more FMLA leave wi sould bg: avaﬂab]e begmnmg the .
) ,_follo ving ] Much 1

B. . Takethe FMLA leaveall at once, or, if mechcally necessary,
mtenmttently oti‘a feduced ‘seliedule. FMLA leaves described below i inC.
1. and C. 2. shall not be takén by an Eligible Employee interfnittently or ori a
reduced leave schedule without the written conseit of the Department Head

or Dean and VICG Pr 631dent or Provost

G FMLA leave due to the following:

1. Birth of a son or daughter of the Eligible Employee or the Eligible
Employee’s Registered Same-Sex Domestic Partner* and to care for
the son or daughiter, including the son of daughter of their registered
Same-Sex Doiestic Partner (Parentdl/Child Care Leave). FMLA
leave must be taken all at one time and within twelve (12) months of
the birth, Medical documentation is required.

An Eligible Employee is required to use all accrued vacation time for
all or any part of the twelve-week period of such FMLA leave.
Accrued sick leave time may not be used. Compensatory time may
be used at the Employee's option.




O

“levelnnd State University Professional Staff Policies Page XXXVII

For FMLA leave due to the medical condition of the mother, see [.C 4,
below.

2. Placement of a son or daughter with an Eligible Employee
or the Eligible Employee’s Registered Same-Sex Domestic Partner*
for adoption or foster care (Child Care Leave). FMLA leave must be
taken all at one time and within twelve (12) months of the placement.
Legal documentation is required.

An Eligible Employee is required to use all accrued vacation time for

all or any part of the twelve-week period of such FMLA leave.
Accrued sick leave time may not be used. Compensator\ time may
be used at the Employee's option.

3. Care of an Eligible Employee's Spouse, Son, Daughter, Parent
or Registéred Samé-Sex Domestic Partner®, or the dependent(s) of
their domestic partner with a serious health condition (Family
Medical Leave).. FMLA leave may be taken intermittently or on a
reduced schedule anly if the schedule is needed for medical

- reasons. A physician's statement is required and must contain
certification of the family member's condition, the necessity of the
intermittent or reduced schedule (if applicable), that the Eligible
Employee is needed to care for the family member, and an
estimate of the amount of FMLA leave time needed. CSU may
require, at its own expense, the opinioi of a secorid health care
provider, designated or approved by CSU.

An Eligible Employeé is required to use all accrued sick and vacation
for all or any part of the twelve-week period of such FMLA leave.
Coinpensatory time may be used at the Employee's option.

4. A serious health condition that makes the Eligible Employee
unable to perform the functions of the position (Medical Leave).
FMLA leave may be taken intermittently or on a reduced schedulé
only if the schedule is needed for medical reasons.

A physician's statement is tequired and must contain certification of the
Eligible Employee's condition, the neeessity of the intermittent or reduced
schedule (if applicable), the inability of the Eligible Employee to perform
the functions of his or herjob, and an estirate of the amount of FMLA
leave time needed. If'the 'Univcls'ity doubts the validity of the
certification, CSU may require, at its own expense, the opinion of a
second health care provideér, designated or approved by CSU.
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II.

L.

Iv.

VI,

F orese : ab_le Internnttent Leav o
-Jf an Ehglble Employee requests

¢an spl1t between them Howeve1 each spouse or same-sex :cl
‘entitled to 12 full workweeks of FMLA leéve for his/het

An Eligible Employee is required to use all accrued sick and vacation time
for all or any part of the twelve-week period of suech FMLA leave.
Compensatory time may be used at the Employee's option.

* A Same-Sex Domestic Partner is considered “Registered” upon completion
and filing with the Departuient of Human Resources De}'elc)pment and Labor
ReIatlons, an-“Affi idavit af Doiiestic Parmel shi ip”.

Resolutxou of Conflicting Oplmons

In any case if which thé second opinion described in Sectlons 1 C 3 and 4
above differs from the original medical certification pxowded by-the Eligible
Employee the Umvemt) may require, at CSU's | ‘expense, that the Eligible
Employee obtaii a third medical opinion ﬁ‘om a physician approved by both
the Eligible Employee and CSU. Thatt hird opinion shall be, ﬂnal and binding -
on bolh the Eligible Employee anid the University.

vadopuon or.planne medx'ca 1eatment'

Ellglble Emplo}ees are 1equ1red 10 malge a reasonable effart to schedulc a
foreseeable FMLA leave 50 as not to dlsmpt unduly the opelamons'of the
Unxve151ty. - . : :

' "_:FMLA leave.
oii a reduced schédule under I. C. 3 the University may require the
Eligible Employee 10 transfer tempoxauly to an avallable alternative posmon with
equwalen’c pay and benef ts that bettex accommodates 1eculrmg peuods of FMLA

Spouses and Salme- i
Humhan. Resources, Dev opment and Labor Relatlons vvho are both employ ed by
Cleveland State Umversﬁy are elxglble for a combmed total of l2 wokaeel\s of

"1est1c paxtnel is
illnessor to care for
a-sick child, spouse or same-sex dothestic. partner:

M'untenance of Health. Benef' ts -

The University will continue coverage under the Ehclble Employee s group
health plan(s) (medical, dental, vision, medical I‘Cll]’lbul sement account) for
the duration of the 12 workweeks at the level and iinder the conditions
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coverage would have been provided if the Eligible Employee had continued
in employment continuously during the FMLA leave.

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 histher share of the
premium payments during the FMLA leave period, coverage will be
terminated.

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

Extending Approved Leave Beyond 12-week FMLA Leave

Those Eligible Employees whose conditions or obligations persist beyond the
12 week FMLA leave period may continue on approved University leave
according to University policy with appropriate medical documentation and
approval of the Department Head or Dean and Vice President or Provost's
approval. The 12 workweek FMLA leave will be counted toward any total
Extended leave which is approved.

Return from Leave

Prers VY

7
4

)%

e

An Eligible Employee who takes FMLA leave shall be entitled upon return from

such FMLA leave:

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

2. to be restored to an equivalent position with equivalent benefits, pay

and other terms and conditions of employment.

If a substitute faculty member(s) needs to be hired to cover an Eligible
Employee's classroom responsibilities during the Eligible Employee's

b

FMLA leave it will be within the University's discretion to not return the

Eligible Employee to teach course(s) during an academic quarter or
semester.

If an Eligible Employ¢e’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
working at the time of the termination,

B. Eligible Employees will not be entitled to accrual of any employment
benefits during the period of FMLA 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



Medical Leave.

FMLA DEFINITIONS

A Serious Health Condition means an illness, injury, impairment, or physical or mental
condition that involves one of the following:

1. Hospital Care R :
Inpatient care (e.g. an overnight stay) ina hosplial hosplce or residential
“medical care f; acﬂ]ty mcludmﬂ any penod of iricapacity or subsequent

it in,co ing cuon wnh or consequent to such mpatlent care- o

Abseuce Plus Tr catment co :

A period of incapacity of more than ihrée corsecutive- calendal days
(including any subsequent treatment or period of i mcap“lc 1’Ly 1e]atmo to the
same condltlon) that also mvol’ves '

Treatiment™® two or more tites.by a health care pr -ovidet, by a nurse
or physwlan s assistant under direct supervision of a health care

'1 ""'ot hea]th’" |

_sewlces (e.g. physmal

:1§1,e-r', or b.y;a 'p’.r

3. Pregnanc) ‘
Pregnancy is defined as any period of incapacity due to pregnancy, ot-for
pr enatal care.

Chronic Condltxons Reqmrmg T1 efltments. :

A clnomc condition which:

(a)  Requires periodic visits for ueatment by ahealth care p10v1del or
by a nurse ot physician's assistant under direct supervision of a
health care provider;

(b)  Continues over an extended period of time (including recurring
episodes of a single underlying condition); and

|
| Cleveland State University Professional Staff Pelicies Page XL
University may recover from the Eligible Employee the premiums paid
by the University for continuously maintaining group health coverage.
D. CSU may require certification from a physician that an Eligible
Employee on a Medical Leave is able to return to work from such
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(¢)  May cause episodic rather than a continuing period of incapacity
(e.g., asthma, diabetes, epilepsy, etc.).

5. Permanent/Long-term Conditions Requiring Supervision
A period of incapacity that is permanent or long-term due 1o a condition
for which treatment may not be effective. The employee or family
member must be under the continuing supervision of, but need not be
recejving 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 penod of recovery
there from) by a health care provider 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 (chemotherapy, radiation, etc.), severe arthritis (physical
therapy), kidney disease (dialysis).

* "Treatment” includes examinations to determine if a serious 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
allevidte the health condition. A regimen 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 without a visit
to a health care provider. [Backtothetop]
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OHIO REVISED CODE
Student or Staff Members Arrested for Ceitain Offenses

Section 3345.22 College student of staff member arrested for certain offenses to be
afforded a hearing; suspension; appeal

A student, faculty or staff member, or employee of a college or university
which receives any state funds in support thereof arrested for any offense
covered by division (D) of section 3345.23 of the Revised Code shall be
afforded a hearing, as provided in this section, to determine whether the
person shall be 1mmedlately suspended from the college or university. The
hearing shiall b¢ held within not more thian five days after the arrest, subject
to reasonable-continuances for good cause shown whlch continnances shall
not e\ceed a total of tei days. - -

The arresting authouty shall unmedlately notify the president. of the colleoe
or university- of thie arrest of a student, faculty or staff member, or emiployee
of such college or university for any offense covered by division(D) of
secfion 3345.23 of the Revised Code, and the president shall. immediately.
notify the chaiicellot 6f the Ohio Board of Regents of such arrest. The
Heariig to determine whether the person shall be 1mmed1atelv suspcnded
shall be held in the county where the’ co]legc oriniversity is located, béfore a
referee appomted by the Board of Regents. Such referee shall be an attorney
admitted to the practice of law in Ohio; but he shall not be atforney for; or a

faculty or staff membex or employee of any colleue or umve1 sny 1 mnedmte-

The ref‘elee may administer oaths issue subpoenas 1o compel the attendance
of witnesses and the production of evidence, and enforce such subpoenas as
well as préserve the ordér and decorum of the proceedings over which he
ptesides, by means of contempt proceedings in the court of common pleas as
provided by law.

The hearing shall be adversary i nature and shall be conducted fairly and
1mpama11y, but the formalities of the crimirial process are not required. A
person whose suspension is beifig considered has the right to be represented
by counsel, but counsel need not be furnished for him. Such person also has
the right to cross-examine witnesses against him to testify, and to present the
testimony of witnesses and other evidence in his behalf. In the absence of a
waiver of the right agamst compulsory self-incrimination, the testimony of a
person whose suspension is being considered, given at such hearing, shall
subsequently be used in any criminal proceeding against hini. The referee
may require the separation’of witnesses, and may bar from the proceedings

any person whose presence is not essential to stich proceedings, except that
members of the news média shall not be barred from such proceedings.
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Upon hearing if the referee finds by a preponderance of the evidence that the
person whose suspension is being considered committed 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 university will not be prejudiced or compromised thereby, the referee may
permit the person fo return to the college or university on terms of strict
disciplinary probation. Subsequent violation of the terms of the probation
automatically effects a suspension. A person suspended under this section
may be readmitted pursuant to division (A) of section 3345.23 of the Revised
Coded. A suspension under this section is in effect until the person is
acquitted or convicted of the crime for which he was arrested. If convicted,
he is dismissed pursuant to section 3345.23 of the Revised Code.

Upon acquittal, or upon any final judicial determination 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 reinstated and the record of the suspension expunged from his'
college-or university record.

An order of a referee pursuant t6 this section may be appealed on questions
of law and fact to the cowst of common pleas of the 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 terms of
striét 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
certain offenses.

The conviction of a student; faculty or staff member, or employee of a
college or university which receives any state funds in support thereof, of any
offense covered by division (D) of this section, automatically effects his
dismissal from such college or university, except as provided in division (E)
of this section. A student dﬁmxssed pursuant to this section may be
readmitted or admitted to any other college or university which receives state
funds in support thereof, at the discretion of the Board of Trustees, buit

only upon the lapse of one calendar year following his dismissal, and only
upon terms of strict disciplinary probation. The contract, if any, of a faculty
or staff member or employee dismissed pursuant to this section is terminated



Clevelind State University Professional Staff Policies Page XLIV

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 of Trustees, but only upon the lapse of one calendar
vear following his dismissal.

Upon conv 1ct10n ofa student, faculty or staff member or employee of a
college or university which receives state funds in support thereof, of any
offense covered by division (D) of this section, the court shall immediately
notify the college or University of such conviction. The Pr esident, or other
adniinistrative official designated by the Board of Trustees, shall
immediately notify such person of his dismissal. The notice shall be in
writing ‘and shall be mailed by cemﬁed mail to the person's address as shown
in bothi the court'and the university récords If such person has been
suspended pursuant to. section 3345.22 of the Revised Code; and not
per'm'itted to return to thie college or university, the period of his dismissal

: shall it} fxem the: date of such suspenslon

No degrees or hon015 shall be confeued upon no mstruchonal credit or
grades shall be given to; and no student. assistance scholalshlp funds, salaries,
or wages shall be paid credited to any student; faculty or staff member, or
employee; ifi respect of the pension puxsuant to section 3345.22 of the
RGVISECI Code.

: Wlthout hmxtmg the bxounds fm dlsnnssal suspension or othel disciplinary

action against a student; faculty or staff member, or employee. of a college or

" university which receives any state finids iri ‘support theteof, thie commission

of an offense OF VIOLENCE AS DEFINED IN Division (I)(1) OF
SECTION 2901.01 OF THE REVISED CODE OR A SUBSTANTIALLY

: EQUIVALEN T OFFENSE UNDER MUNICIPAL ORDINANCE, WHICH

OFFENSE IS COMMITTED: ON OR AFFECTS persons of propetty on
stich eollege of university, or WHICH OFFENSEIS. COMMITTED IN THE
IMMEDIATE VICINITY OF A COLL]:GE OR UNIVERSITY WITH
RESPECT TO WHICH an emergericy has been declared AND IS IN
EFFECT pursuant to gection 3345.26 of the Revised Code; is cause for
distnissal pursuant to this section or for suspension pursuant to section
334522 of the Revised Code; Criminal cases resulting from arrests for
offenses coveted by . division (D) of 1hii section shal I take precedence over all
-civil matters and proceedmos and over all other criminal cases.

If a final Judxcxal detexmmatlon results in an acqmtta] or 1f 1he conviction is
réversed on appeal, he or she shall be reinstated and the college or university

shall expunge the record of his or her dismissal from his or her college or
university records, and the dismissal shall be deemed never to have occurred.
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Revised Code as follows:

2903.01 Aggravated Murder

2903.02 Murder

2503.03 Voluntary Manslaughter

2903.04 Involuntary Manslaughter

2903.11 Felonious Assault

2903.12 Aggravated Assault

2903.13 Assault

290321 Aggravated Menacing

2903.22 Menacing

2905.01 Kidnapping

2905.02 Abducting

290511 Extortion

2907.02 Rape

2907.03 Sexual Battery

290202 Aggravated Arson

2909.03 Arson

2909.04 Disrupting Public Services

2909.05 Vandalism

2911.01 Ageravated Robbery

2911.02 Robbery

2911.11 Aggravated Burglary

297112 Burglary

2917.01 Tnciting Violeice

2017.02 Aggravated Riot

2917.03 Riot

291731 Inducing Pain

2921.03 Intiinidation

2921.34 FEscape

2923.35 Aiding Escape or Resistance to Authority

2923.12 Carrying Concealed Weapon
2923.13 Having Weapons While Under Disability

Acts of violence referred to in Section D of 3345.23 are listed in the Ohio
|
|
|
|
|
|

{Back to the top]
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DRUG FREE WORKPLACE

Cleveland State University is committed to a campus free of unlawful drug and alcohol
use. The unlawful possession, use, distribution, manufacture or dispensation or of
providing funding for illicit drugs, controlled substances and alcohol or drug related
paraphernalia by students and employees on University propetty or as part-of University
activities is prohibited.

The University in accordance with the appropriate University disciplinary procedures
will impose sanctions fof violations of the above prohibitions. Sanctions for employees
may include orie or more of the following: an oral or written reptimand from the
employee’s immediate supervisor or department head, a reduction in pay for a definite or
indefinite period of time, suspension with or without pay for a definite or indefinite
period of time, paiticipation in and satisfactory completion of a drug and/or alcohol
rehabilitation program, restitution or payment for damages to property or termination
from employment: In addition to these sanctions, the University in appropriate cases
may fefér individuals to the appropriate jurisdiction for criniinal prosecution.

The IMPACT Employee Assistance Plan (EAP) provides confidential counseling and
referral for pérsonal and work-related problems for employees and their houseliold
members. [Backiothe top] : '

OHIO CODE OF ETHICS LAW

Cleveland State University employees are public employees and as such are subject to
the Ohio Ethics Law and related statutes which are found in Chaptér 102-and Sections
2921.42, 2921.421, and 2921:43 of the Ohio Revised Code, which can be viewed on the
internet at htip:/www.ethics.state.oh.us. As a public employee you are responsible for
reading and understanding Ohio’s Ethics Law, - .

8. The “General Prohibition” section of Ohio’s Ethics Law is reproduced below.
Although nota subsﬁtut_e_for the entire text, the “General Prohibition™ provides soine
guidance for public employees. For access to the complete text please visit:
http://www ethics.state.oh.us.

9. The Ohio Ethics Connission admiinisters the Ohio Ethics Law. The Ohio
Ethics Commiission provides free advice and assistance to public officials and employees,
and to the public and-press, in the state of Ohio. If you have any questions about this
information, or about the Ethics Law in general, please contact The Ohio Ethics
Commission.
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GENERAL PROHIBITIONS
From The Ohio Ethics Law

The Ohio Ethics Law contains provisions restricting conflicts of interest that involve
nepotism, post-employment, representation, influence peddling, confidentiality, and
supplemental compensation. Among other restrictions, the law provides that each public
official and employee is prohibited from:

v 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;

= Receiving any benefit from a contract éntered 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,

= Disclosing or using information deemed confidential by law;

= Representing parties, before any public agency, in a matter in which she
was involved as a public servant, 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 you have any questions about thi§ information, or about the Ethics Law in
general, please contact The Ohio Ethics Commission. [Back to the top]



GUIDELINES:
USE OF UNIVERSITY COMPUTING RESOURCES

Users of University computing resources, whether on Campus or from remote locations,
are required to:

A. Comply with all federal, Ohio, and other applicable laws; all generally
applicable University tu]es and pohc1es and all apphcab]e contracts and
licenses

B. Use only those computmg resources that they are authcnzed to use and

use them onlv in the manner and to the extent authouzed

C. Respect the privacy of Dﬂ‘l@l users and then accounts, regatdless of’
w hethe1 those accounts are secutely ptotected

D. Respect the ﬁmte capamty of thosé regources and limit use so as not to
' © consuime 4n tinredsctiable amount of tesources or to mtet fete
“unt easonably with the activity of other users. ~ :

"E.  Refrain from uising those r'e's"otlrce's' -'fcr .no.li-Universitv ’ac'ti\,rities.

ko Rcﬁam ﬁom statmv or 1mplymg that they speak on behalf of the

authouzatlon to do so

F01 a complete copy of the Umvetslty s “Security Pohcy or & copy of the University®s
“Appropriate Use of Computmﬂr Resoutces” Policy (w! nch is presently pendmg Faculty
Senate rev lew) conhct Infmmatmn Servwes and Teclmology Serwces at 687—2181 [Back

|
|
)
|
\
|
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SMOKE FREE ENVIRONMENT 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 of the University community and their guests
are required to abide by the policy and refrain from smoking inside our buildings
and bridges. [Back fo the top]

PROFESSIONAL STAFF PERFORMANCE APPRAISAL
GUIDELINES

Responsibilities of the Evaluator

A. Review apptopriate 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 written evaluation, including-any supplementary
reviews, to the Professional Staff employee at least 24 hours before
conducting a discussion of the evaluation.

E. Discuss the supervisor’s evaluation with the émployee and the employee’s
self-evaluation, discuss differences and agree on the job description and on
goals for the next evaluation process. Appropriate time should be accorded
to the evaluation process.

F. Sign the evaluation document verifying that it has been discussed,

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

A. Write a self-review of performance using the approved form for the
evaluation period. Attach supplemental materials as appropriate.

B. Write an individual goals statement for the next evaluation pex_'iod.

C. Meet with the primary evaluator to discuss the evaluation, update the job
descri 1pt1on and agree on futme goals o

D. SlUn {he evaluation document verifying that it has been recen ed and
discussed.
ack {0 the 1o

SUMMARY OF OTHER EMPLOYEE BENEFITS -
Group Health and Inisurance Benefits |

The University offers a comprehensive beriefits program to firll-time staff with fegular
appomﬁnents that continuie for six’ moths or Johger. . The program includes: health, dental,
vision, life and disability insurance. Part-time staff w 1th regular appointments of six
thonths or longer and regularly scheduled to work at least 20 hours perw ieek, but less than
40 hours per week, may purchase HMO health care coverage and life insurance benefits at
full cost.. Both full-time and part—tlme employees eligible for beneﬁts may partx(:lpqte in
Medical and/or Dependent € Care Flexible Spenclm0 Accounts and are enrolled in the
University’'s Emplovee Asmst‘mce Plati, '

Benefit entoliment f01 s must be completed and refurned fo the. Department of Human
Resources Development and Labm Relatiéns within31 days of hire or transfer to a
benefi tS-Gl]glb & position: Addltlonal information is available ﬁom the Department of .
Human Resomces Development and Labor Relanons

Employee Assmtance Plau -

The IMPACT Empl )ee Assxstanee Plan. (EAP) pmwdes conﬁdentlal counselmg and
referral for personal and. work-refated problems for employees and theu household
members.

Contmuatlon of Health Car e Coveraoe (Consohdated Ommbus Budget
Reconciliation Act, 1986 (COBRA)) .

Staff participating in health care benefit plans that leave employment at the University for
any reason other than gross misconduct, who change from full-time to part-time status or
who go on an unpaid leave of absence (other than FMLA leave) or dependents of
employees who cease to be eligible may continue participation i the University’s group
program under COBRA. Employées midy continue the medical, dental, vision, employee




I

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 of loss 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 of Human Resources Development and Labor Relations,
within 60 days of the event to preserve his/her rights to COBRA continuation coverage.

| Voluntary Tax Deferred 403(b), Annuity and 457 Deferred Compensation
Retirement Arrangements

| Tax provisions allow employees of a nonprofit educational institution to voluntarily reduce
i their salaries before taxes and direct the University to pay the reduction into aqualified

| retirement contract. Public employees may also participate in the State of Ohio Deferred

| Compensation Plan. The University neither encourages nor discourages an employee's

| decision to elect a tax-advantaged retirement savings plan. The University does not offer

| any-endorsements or recommendations about plan providers registered with the University
| or underlying investments. The representatives of plan providers are not permitted to

| solicit business during an employee's work schedule. Any appointments to do so are
considered personal and should not be held o 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 tax-free earnings and tax-deductible state contributions for Ohio taxpayers.

For'more information or to enroll, 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 retirement programs for University employees.
Retirement plan choices may include traditional defined benefit options or defined
contribution options, including an Alternative Retirement Plan (ARP). Staff members do
not contribute to the federal Social Security System; however, employees who were hired
after April 1986 contribute to the Medicare program, presently at 4 rate of 1 A5% of their
grossé salary.

Unemp103 ment and Workers’ Compensaﬁon

Emplovment at Cleveland State Umveisny is cover ed undet the Unemployment
Compensation Act, which may provide income in the event of inemployment under
certain circumstaitces, The Workers’  Compensation laws of the Stafe of Ol110 also cover
employees in the event of a quahfyma on—tlme-Job accident or injury.

Employees are requlred to nmnedlately report 11101dents of wmkplace 1llness or m_;ury to
theit Superwsor 1In addition, employees are required to complete. the “CSU Repofc of
Iiness/Injury” form, obtain their Supervisor’s signature, and submit a copy of the report to
the Department of Hutman Resources Development and Labor Relations and the
Depax“cment of Safety and Environmental Services within twenty-four (24) hours of the
incident, The “CSU Report of lness/Injury” form i is available from Depal“cment of
Human Resources Development and Labor Relations, and the Department of Safety and
ces by phone, orat th d artments websxtes :

Benéf"l:t‘vsi fdf D(lniesﬁc Eért“rie'rs and Th'e_u D _epe_ndents .-

A samié sex domesuc partnfn of @ Professional Staff member who complete an “Afﬁdavlt
of Domestic Pal’mei ship” may pamclpate in the following benefit plans/policies:

% Fariily and Medical Leave Act (FMLA)
Professional Staff members who are eligible for FMLA leave imay apply for
FMLA (and Extéended Leave beyond FMLA) for situations involving a
same—sex ‘domestic partrer and the dependents of their domestic partner.

#  Sick Leave
Professional Staff members who are eligible for sick leave may apply to use
sick leave (and unpaid leave upon exhaustion of sick leave) for situations
involving their same-sex domestic partier and the dependents of their
domestic partner.
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| = Optional Life Insurance
| Professional Staff may 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.
)
|
|
|
|

= Employee Assistance Plan (IMPACT EAP)
The IMPACT Employee Assistance Plan (EAP) is available to eligible
Professional Staff members and members of their household, including a
domestic partner and the dependents of their domestic partner.

The “Affidavit of Domestic Partnership™ is available from the Department of Human
Resources Development & Labor Relations, or at the department’s website. [Back to the top]






Cleveland State University

Office of the Provost and Senior Vice President

Mermorandum

To: Mr. Steven Liss, 4452 Donna Drive, ViIA E-MAIL AND CERTIFIED MATL
Richmond -Heig\htf QH 44143 ' ' )

g 45 L j}:&u ) .
From: Georgaﬁalker, nterim Provost and Senior Vice President for Academic Affairs

Date: December 4, 2012
Re: Response to Step 2 Grievance

Filing and Respeonse
This Step 2 grievance was filed on October 5, 2012, in accordance with Section 8.5.9.3.3 of the
Cleveland State University Professional Staff Policies (“Policies™). The grievance cemplies with the
. Policies which require the Step 2 gifevance to be filed within ten (10) working days after recaipt of
the Step 1 response. The Policies specify that a grievance meeting be held within ten {10) working
days. In compliance with the Policies, the grievance mesting was held on November 16,2012, 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 stipulate ther I shall issus a written fesponse
to the Step 2 grievance within fen (10) working days after the grievance meetin g. This
memdrandum represents my writfen response.

The Grievance

The grievance alleges that “7 am filing this grievance on the basis of unfair scrutiny, diserininatory
treatment, and termingtion due 1o age discrimination, as well as retaliation for complaining about
diserimination against inyself and my colleagues. I was also illegally teriminated in violation of the
ERISA rules.”

Praposed Remedy
The proposed remedy is that you be reinstated to your position or rehited into the same or simjlar
position.

Discussion :

Atthe grievance meeting held on November 16, 2012, you had the opportunity to substantiate and
provide any evidence 10 support your allegations. But you were unable to do so. In summary, you
stated that you were a dedicated employee for [9 years (1993 through 2012), received very good
performance evalvations in all years, and you were 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 responsibilities that the thres laid off employees had.

Mailing Address 2121 Euclid Aveave, AC 333 « Cleveland, Okio 44115-2214 — Z
G Loncertion: Paskee Hannifin Admindsteacion Cenrer, Rm 333 + 2300 Euclid Ave. » Cleveland, Oltie : PLAINTIFF'S
Telephone (216) 587-3588 EXHIB]T

%20




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

It is my conclusion that vour jayoff is sart of an overall reoreanization of the Departmen: of Stadent
o J o =
Lifs.

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

Ce: Dr. James Drnek, Dean of Students and Vice Provost for Student Affairs
lesse S. Drucker, Assistant Vice President, Human Resources and Chief Negotiator
Denise Mutti, Manager, Labor Relaticns
Steven Vartorella, Human Resources Generalist



Cleveland State University

Department of Human Resources Development and Labor Relations

January 7, 2013

Steven Liss BY REGULAR MAIL AND E-MAIL: seliss630@egmail.com
4452 Dorma Drive
Richmend Heights, Ohio 44143

RE: Siep 3 Grievancs Response
Degr Mr, Liss:

A request for a Step 3 hearing in the above referenced matter was timely filed and received in this office.
The heating was held in the offices of the Department of Human Resources on December 14, 2012. This
constitutes the formal response pursuant to Section 8.5.9.3.3 of the Cleveland State University Professional
Staff Personnel Policies.

On or ahout September 5, 2012, you received notice that your position as Director of Student
Involvement was being eliminated effective October §, 2012, Grievance hearings were held at Step 1 and Step
2 on October 16, 2012 and November 16, 2012, respectively.

At our mesting you essentially reiferated the circliinstarices piesenited at thie Stép 1 Hearing, that you had
been a dedicated CSU employee for the past 19 years; that your performance evaluations have all been positive
during your time at CSU; and you perceive that the loss of your job was retaliatory because you defended the
performante of two employees who reported to you.

Itds a basic management right fo recrganize departments in the manner deemed appropriate for
operational needs. Unforfunately, this may involve a reduction in force when positions are eliminated or
changed. "At our meeting you presented no evidence that the need for reorganization was unwarranted. As
stated in Dr. Berkman’s letter to you dated Sepfember 5, 2012, the decision to eliminate your position was not
performance based. ’ '

In addifion, you have taken the opportunity to apply for vacancies at CSU and have interviewed for

3

several positions, By your dwn admission, you turned down two interviews.

~ You have proposed as a remedy that you be reinstated to your position or rehired into the same or
similat posfiton. Under the circumstances cited above, the University cannot honar your request. As aresult,

your grievance is denledi. . . . e oL L
" :. . - i St . oo et PR I e e DU S PLAINT‘F "
et D Naymyyes, T 8 Veie

AT UNIVERSITY

. - )»\ssis‘tant Vice Presiderit - Human Resources
Muiling dddress: 2121 Buclid Avenve, AC 113 » Cleyeland, Ohia 441152214

Guinpaus Lezaiion: Packer Haonifin Administration Center « 2300 Euclid Avenue, Suite 113 « Cleveland, Ohio 44115

e ? wivw.esushioeda/HRD » (216) 6873638 « Fex (216) 687-5334
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Steven Liss VIA E-MAJL AND CERTIFIED MATT,

4432 Donna Drive
R:chmond Heights, OH 44143

Desar Steve,

On October 3, 2012 I received a timely filed Step | grievance appealing your layoff from the
position of Director of Student Involvement effective October 6, 2012. Pursuant to Section
8.5.9.3.3 of the Professional Staff Personnel Policies, the grievance meeting was held on October
16, 2012. The attendees included you, me and Diape Dilliard (your suppart person and former
CSU Desn of Students),

T your ‘.m tien grievance submission to me on Octoher 3™, you sonténded that you were:

. .. filing this grievanice on the basis af unfwir smﬁ*mv discriminatory treatment, and
rermination due io age discrimination, as well as retaliation for complaining about
discrimination against myself and my colleagues. I was also illegally terminated in
violation of the ERISA rules. I believe that I should be veinstated iito my position or
rehired into the same or similor position.”

During the grievance meeting, you did not present any evidence supporting your assertions.
Instead, your appeal consisted of limited rationale (as follows) to support your request for
reinstaternent.
s ¥ou have been a dedicated CSU employee for the past 19 years.
e Your performance evaluations have all been positive duriig your time at CSU.
¢ You perceive that the loss of your jobr was retaliatory becazzse you “protected” your
colleagnes/divect reporss Mary Myers.and Rill Russell.

As I stated at the grievance meeting, and as outlined in the leftter from President Berkman dated
September 5, 2012, the decision to eliminate your position wasnot performance based. Rather,
it was due to a deparimental recrganization,

With respect to your alleged discrimination claims, you reported that you have conferred with
Sanali Wilson (CSU’s General Counsel) as to the investigation process available through CSUs
Affirmative Action Office.

In conclusion, your requested grievance remedy is that vou be ieinstated into your same or
similar position. Howsver, since your layoff was due to reorganization, placing you into the

Mailing Address: 2121 Buclid Avépue, 5C319 » Clevddand, Ohjo 441152214
Crmipus Locerion: Stadent Center, Room 519 » 2121 Fuclid Avenye s Clevaland, Ohio
www.csuohifo,edufstudentlife » (216) 687-2048 « Fax (216) 687-5441



same Of equivalent position is not possible. While you are encouraged to apply for any
vacancies at CSU which interest you and for which you consider yourself gualified, your 1'eque§t
10 be reinstated or to otherwise be placed into a vacancy cutside of CSU’s standard recruitment
process is hereby denied.

I'thank you for your contributions and service to CSU, and muly wish you the best in your future

pursuits.
Sincerely,
/f'
J—
(/ L
Dr. Jim Droek

Dean of Students & Vice Provost for Stodent Affairs

ec:  Sonali Wilson, General Counsel
Denise Mutii, Mandger of Employes/Labor Relaticns
teve Vartorella, Human Resources Generalist



Cleveland State University

Affirmative Action Office
March 6,2013

Mr. William Russell
627 Meriner Village

PLAINTIFF'S
Huron, OH 44839

EXHIBIT

Dear Mr. Russell:

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 Dmek, Dean
of Students and Vice Provost for Student Affairs, Dr. Willie Banks, Associate Dean of Students,
Steven Vartorella, 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. Vartorella stated that the concerns that you
raised with him abqut Dr. Banks were related to a report that Dr. Banks requested from you.

Mailing Address: 2121 Euclid Avenue, AC 236 » Cleveland, Ohio 44115-2214
Campus Location: Administration Center, Rm 236 ¢ 2300 Euclid Ave. « Cleveland, Ohio
Telephone (216) 687-2223  Fax (216) 687-9274
CSU is an Affirmative Action/Equal Opportunity institution. No person will be denied opportunity for employment or education or
be subject to discrimination in any project, program or activity because of race, color, religion, scx, sexual orientation,
national origin, age, handicap or disability, disabled veteran, Victnam era veteran status or other protected veteran status.



Page Two

On November 27, 2013, T also met with Dr. Dmek. 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
reporting 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 was age related. In my review of drafts of email correspondence .
between Steve Liss, your immediate supervisor, and Dr. Banks, there is no reference or inference
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 support that your termination was due to age discrimination
and/or retaliation that would be in violation of CSU’s Affirmative 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 Affirmative Action, Yulanda McCarty-Harris, Esq. at
216-687-2223 and/or ymccartyharris@csuohio.edu. She would be able to apprise you of any
appeal rights if you do not agree with these findings.

Sincerely,

Donna M. Whyte, Ph.D.
Interim Affirmative Action Officer (former)

Cce: Ms. Sonali Wilson, General Counsel
Dr. James Drmek, 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

Office of the President

April 1, 2013

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

Dear Mr. Russell:

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,
[ 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,

L ’ ’f_'———\ °
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

PLAINTIFF’S
EXHIBIT

ALL-STATE LEGAL®Y

Mailing Address: 2121 Euclid Avenue, AC 302 ¢ Cleveland, Ohio 44115-2214
Campus Locasion: Parker Hannifin Administration Center, Rm 302 ¢ 2300 Euclid Avenuie # Cleveland, Ohio
Telephone (216) 687-3544 * Fax (216) 687-9333
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