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[. INTRODUCTION

Welcome to Hiram College

In joining the staff of Hiram College, you join a close community
that has been characterized by its good humor as well as a spirit
of respect and mutual understanding among all employees
regardless of rank or title. Through good communication and a
spirit of collaboration, we believe that the College and its
employees can achieve success in all their endeavors.

Professional staff refers to employees whose work is
supervisory, administrative, or professional and who are exempt
from overtime payment. This handbook has been prepared to
provide Hiram Collegebs professional
about the policies and practices of the College. The policies
contained herein are intended to improve communication and
foster mutual respect between the College and its employees.
This handbook is a source of general information; it does not
detail individual job or departmental responsibilities. We ask

all employees to become familiar with the areas that apply to
their employment.

If you are a new employee, we are pleased you have joined the
College; we look forward to the contributions you will be making
toward your future success and
with previous service at Hiram College, we are pleased you have
made the decision to continue your employment here.

Hiram College values its employees and encourages individual
initiative so that each employee may achieve his or her greatest
potential. The College sincerely hopes that your effort will help
build on past accomplishments and achieve a bright future for
the mutual benefit of Hiram College, its students and its
employees.

Richard J. Scaldini
President

Hi rambs.

This is Hiram College!

Hiram College was founded in 1850. Since that time,

Hiram College has earned itsreputation as one of the
nationds most distinguished
colleges. An innovative interdisciplinary curriculum and a
diverse intellectual community are cornerstones of a

Hiram College education. Today, students come from all
parts of Ohio, the United States and the world. Active

al umni help to support the
mission.

II. EMPLOYMENT POLICIES AND PROCEDURES
st aff with informati on

Salary and Compensation Goals

The College will endeavor to create a salary and benefit
structure that rewards excellence as well as long and loyal
service to the institution. The ongoing compensation goal
for Hiram College is that salaries and benefits should
enable the College to attract and retain a quality staff.

The dolle@ dsesHe follotvihg i bidtiMitoss for

determining employee eligibility for certain
compensation, benefits and employee service purposes:

1. Compensation Plan and Employee Service
Recognition and Retirement Plan is based on
years of employment of half-time or more, the last ten
(10) years of which must have been fulttime and
without a break in service. Approved leaves without
pay do not constitute a break in service, but such leave
time does not count in calculating years of service.
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2. Retiree Medical Insurance is based on years of
full -time continuous service. Approved leaves without
pay do not constitute a break in service, but such leave
does not count in calculating years of service.

3. The following items are a permanent part of the

Coll egebs c omp eongea tity :0$4,008 y st e m.

increase to base salary for all fulktime employees upon
completion of 20 years service, and another $1,000
increase to base salary for all fulktime employees upon
completion of 25 years service. Retirement Plan:
College contribution increa ses to 8% for all full-time
employees with 20 years service, and increases to 9%
for all full -time employees with 25 or more years
service.

Salary Administration

The College has a salary administration structure to
provide for the administration of sala ries which takes into
consideration the varying skill requirements and
responsibilities of different jobs. Market values are also
reviewed to ensure jobs are being paid with these factors
in mind.

It is the College policy to compensate employees for ther
performance, consistent with what is possible for the
College to pay under changing economic and other
conditions.

Newly-hired employees are paid a salary related to their
immediate responsibilities in their job level. From then
on, salary progress degends on job performance and

responsibilities of employees and

capacity.

The College believes that objective analysis of work
related performance, along with candid feedback, can
make a major contribution to improve employee

motiv ation and job performance. The College utilizes a
formalized performance appraisal system to evaluate
performance and to develop in employees a better
understanding and acceptance of performance. New
employees are normally evaluated prior to completion of
two (2) months of employment, and approximately
annually thereafter. However, an employee performance
appraisal can be conducted as often as a manager feels
necessary to aid employee motivation and further
development. Employees are asked to actively prticipate
in this process. Job performance appraisals are discussed
with the employee by the empl oy
supervisor and/or department head to give the employee
feedback and to help establish objectives for self
development and improved performan ce.

Employees are classified, concerning overtime status, in
accordance with the requirements of federal law (Fair
Labor Standards Act). Professional staff employees are
exempt from overtime payment. However, if an employee
is required to work an unreasonable number of hours as
determined by the College or if his/her schedule is
increased for an extended period of time, he/she may be
granted time off with pay on an ad hoc basis upon
recommendations from the empl oy
Director of Human R esources and with the approval of the
vice president who has overall responsibility for the
department in which the employee works.

Notice of all job vacancies is communicated to the campus
by the Human Resources Office to generate interest and
awarenessabout the job opening and search process. All

t hjeb ofewnirigd acegesi@dson the Human KResautces web

page and can be accessed on the
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(www.hiram.edu). Excellent performance, experience and
education may provide opportunities to apply fo r
positions with increased responsibilities and
compensation.

Salary checks are paid on the last working day of each
month. Employees may elect to have their net pay directly
deposited on payday in their checking or savings account
in a financial institu tion of their choice. Any bank, savings
& loan, or credit union which participates in the

Automated Clearing House network throughout the

country may be used. Each payday employees will receive
an earnings statement which provides a record of gross
pay, deductions and the amount of net pay deposited into
their account. Changing banks or accounts can be done at
any time with the completion of an authorization form
which is available in the Human Resources Office and the
Payroll department.

Attendance

All employees are expected to maintain regular attendance
at work. When it is necessary to be absent from work,
employees must notify their supervisor as promptly as
possible, explaining why they will be absent and when
they expect to return to work in ord er to obtain approval
for such absence. Natification should be no less than one
hour before their work starting time except for unusual
circumstances.

As a residential college, Hiram College rarely closes due to
inclement weather. However, each employeemust
determine if he/she can travel safely due to adverse
weather conditions and should not put oneself at undue
risk. Employees can check the status of the College on bad
weather days by calling a snow closing hotline
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(330-569-5959). The message wilbe updated by 6 AM.
The College will also make an attempt to communicate
any delays or closing on local television and radio stations.
An employee who is unable to report to work because of
adverse weather conditions, when the College is not
closed, should use available vacation days.

Standards of Conduct

The College believes that mutual regard and respect by
and for individuals is necessary to foster a healthy
environment for both work and education related
purposes. A diverse workforce and student body is one of

an institutionbds greatest resou

unnecessary to have a long list of regulations establishing
standards of personal behavior. However, there are a few
areas of conduct that are common to all types of
organizations and which we feel are important to mention.
Most important are the College standards against
insubordination, theft, dishonesty, intoxication or
substance abuse at work, discrimination and sexual
harassment. Violation of standards, such as but not
limited to these, as well as unacceptable quantity or
quality of work, attendance, or violation of College
standards, will be sufficient grounds for disciplinary

action ranging from reprimand to immediate discharge,
depending upon the seriousness of the ofense as judged
by the College.

Employment At Will

It is the policy of Hiram College that all professional staff
empl oyees are employees fat
All employees may terminate their employment at any

time and for any reason and for no reason. Similarly, all

6
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employees are subject to termination at any time, for any record. This information is retained in a permanent

reason and for no reason, with or without cause or notice. confidenti al personnel file. Keeping the information in
this record correct and up-to-date is important to

No College representative other than the President in a employees and Hiram College.

signed written statement is authorized to mo dify this

policy for any employee or to enter into any agreement, Employees need to notify their supervisor and the Human

oral or written, contrary to this policy. Supervisory and Resources Office of any change in their:

management personnel have no authority to make any

representations to employees or applicants that alter the e Address or Telephone Number

fat wi |l | 0 ploynentarienplyttat disamarge e Marital Status, or Name

will occur only for cause.  Beneficiary or Dependents

e Person to notify in case of emergency

This policy may not be modified by any statements « Education or training

contained in this Handbook or any other handbooks,
employment applications, or other materials provided to
applicants and employees in connectionwith their
employment. None of these documents, whether singly or
combined, are to create an express or implied contract of
employment for a definite period, nor any express or
implied contract concerning any terms or conditions of

employment. Similarly , Hiram College policies and as a condition of employment, or arising out of an

procedures are not to k|>e conski)dlergd as cre_ating any h Col l occupationally related injury or disease. These records are
contractua 0 lgation on the 0 € Irfafiidined & Separale’and ohfidential files in the
instituting a requirement that termination will occur only Human Resources Office. .Upon written request

for Ajust cause.o Statements of sp ee‘?‘nbliyéeg an@HeiP dédigfated rfeftesentatives have the

termination set forth in the Handbook.or any other right to see or copy the contents of such medical records.
documents are examples only, not all inclusive lists, and

Medical Records

Hiram College must maintain accurate medical records,
including medical reports on results of physical
examinations and any other medical information required

. : ing cost of $,05 be ch dt
are not intended to restrict theNCoI rﬁgﬁ%‘%ﬁézge%hatmsi@gﬁgﬁt{éﬁ}/teecralgq?noate
empl oyees under this employment dat w 0O policy.
Safet
Employment Record arey
Al | empl oyees are covered by

The employment resume and/or application an employee
completed and other forms he/she filled out at the time of
hire containing various information concerning
himself/herself have become part of his/her employment

insuran ce which is effective on their date of hire. This
insurance covers work related injuries and illnesses.
Hiram College recognizes the prevention of employee

7 8



injuries as one of its highest obligations and strives to
provide safe working conditions and equipment.
However, there is a certain amount of precaution and
good judgment which employees must take to avoid
injury. We ask for the fullest cooperation in working
carefully at all times and promoting safe practices among
all employees.

Employees mug report any hazardous situation or unsafe
condition to their supervisor and refer any safety related
guestions to their supervisor. Suggestions regarding
safety and health are appreciated, and will be reviewed.
Employees are required to immediately report to their
supervisor any injury of any kind, to himself/herself or
any other individual, no matter how slight. Any medical
treatment received due to a work-related injury or
occupational disease must
compensation claim. Our Health Center is equipped with
first aid supplies for treating minor injuries. Serious cases
should be attended to by a physician.

Smoking Policy
Rooms in college buildings
Smokingo, ASmokingo or
classrooms, restrooms and those rooms housing computer
equi pment are ANo Smoking
of fices are designated as
individuals have health conditions which make it difficult
to be any smoking environment. Courtesy and common
sense in smoking areas will be appreciated.

Grievance Procedure
The College recognizes that from time to time, as in all
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human affairs, personal problems or questions in
connection with work may arise. It is essential in such
matters for the employee to communicate with the College
through the channels identified in this procedure, which is
the method for the resolution of employee grievances as
defined in this procedure.

A grievance is defined as an allegation by an employee, or
a group of employees, that there has been a breech,
misrepresentation, or misapplication of College policy

such as compensation, benefits, or administrative-related
matters. The College encourages the informal and prompt
settlement of grievances. If time elapses after an
employee knew or reasonably should have known the facts
or event giving rise to such matter, it may not be possible
to utilize witnesses or evidence that may have been

aapplicablevif imely atilization of the channels identified in

this procedure had been followed. Grievances that are not
submitted timely may | i mit
make it more difficult or sometimes impossible to obtain
information.

If an employee should have a problem, special request or a

work-related question, there are several ways to seek a

d e s i gsatsfacony anawser. RoNsuch purposes, the following
by aYanues grecopen and émployAds are encouraged to use

on

Ti

me s 0 .
Deci sion Siepl:OccUpaonugd.

them as follows:

Personal

t heomenplioyee
Ordinarily an employee would discuss the
matter with hi s/her supervisor. The
supervisor normally will respond to the
employee within ten (10) working days.

Step 2: Through the empl oye<

While it is suggested that it is better for an

employee to discuss these matters with

10
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Step 3:

Step 4:

his/her supervisor first, if the
circumstances warrant, he/she may go
directly to his/her department head to seek
a solution. Furthermore, in any case where
discussion with the supervisor does not
produce a satisfactory solution, an
employee may appeal the matte by

reviewing it with the department head. The Step 5:

department head will normally give his/her
answer to the employee within ten (10)
working days.

Through the Human Resources Officei If
the foregoing steps do not resolve the
problem, or if these avenues do not seem
appropriate for the particular situation, an
employee may contact the Human
Resources Director to obtain assistance.
The Human Resources Director will
attempt to obtain a suitable answer to any
guestion or resolve any conflict.

If these discussions fail to produce a

president normally will make a written
response to such employee within ten (10)
working days following receipt of such

empl oyeeds writtdal reques

also be submitted to the Human Resources
Office.

A final appeal may be made to the
President. Employees need to attach a
copy of all prior written correspondence
with a memorandum specifying the
reason(s) such employee believes an
unsatisfactory situation exists and the
remedy sought. A copy normally should
also be submitted to the Human Resources
Office. The President, normally within
thirty (30) days of receipt, shall issue the
final determination. This will be
communicated in writing to the employee,
Human Resources Office, and other
appropriate personnel who have been
involved in the process.

satisfactory solution, an employee may Please refer to Section Ill for grievances involving sexual

submit in writing the complaint or concern
to the vice president with overall
responsibility for the department in which

harassment or other harassment complaints.

the employee works. Such written report Multiple Relationships and Role Conflict S
should contain the name of employee(s)

involved, alleged violation(s), date(s) of Employment - Persons who are relatives may be
alleged violation(s), facts of the case, employed provided that they are qualified and that there
name(s) and date(s) of individual(s) is not a supervisory relationship to the other. The term
involved in the above steps, and remedy relative, for use in this section, includes persons who are
sought. If desired, an employee may related by blood or marriage, have a demonstrated long

request assistance in preparing this report.
A copy normally should also be submitted
to the Human Resources Office. The vice

11

term committed relationship, or external business
relationship. Familiar relationship to another employee
constitutes neither an advantage nor a deterrent to

12



appointment by the College, and does not affect other
terms or conditions of employment.

No individual may be assigned to a department supervised
by a relative who has or may have a direct effect on the

with other activities that detract from the obligation to the
institution either in terms of employee effort or loyalty.
Employees who are exempt from the overtime provisions
of the federal Fair Labor Standards Act are expected to
devote 100% of their professional effort to the College.

individual 6s progress or perfor man c eProfesskrmal etiott is moedefinaed & nems of hours worked

work for the same immediate supervisor without prior
written ap proval of the President.

Academic- In the context of academic evaluation,
individuals are precluded from evaluating the progress or
performance of relatives. Employees should refrain from
having relatives enroll in a class where the employee is the
instructor of record or would be instructed by the relative.

If this is not possible, another employee with the
appropriate expertise will serve in a support role.

Employee Conflict of Interest and Conflict of
Commitment

Hiram College expects that work for and commitment to
the institution will take precedence over other work or
service commitments. The situation most likely to create
a conflict of interest concern is taking on outside work. A
conflict of interest situation is one in which an employee
influences or is in a position to influence College decisions
for personal financial gain or benefit. A conflict of
commitment situation is one in which outside activities
substantially interfere with
institution. Itis unde rstood that situations which carry
potential for conflict need not in fact always lead to an
actual conflict because of careful attention to ethics on the
part of the employees and the College. Conflicts of
commitments arise out of situations in which the loyalty
and effort devoted to the College are in apparent conflict

13

per week or per day, but rather in terms of the effort that a
competent professional would be expected to expend on
behalf of the institution. It is inappropriate for any
employee to devote effort to a competitor of Hiram
College without the consent of the President.

Each situation is different and many variations are
possible. When in doubt, and even if the employee has no
doubts but thinks that others may, discuss these plans or
situations with the vice president who has overall
responsibility for the area in which the employee is
employed. Disclosure is the single most appropriate and
acceptable method of addressing potential conflict of
interest.

As a result of employment with Hiram College, an
employee may have access to and use information and
knowledge which Hiram College deems to be unique and
private to the College. Employees mustnot use this
information in any detrimental way during or following
termination of their employment, or disclose it to any
third -party. Employees are not permitted to copy or
remove, without express consent of the President, any
confidential information of any type or description. The
useyoe dis@lasurecobainyi ngnguiblic informétion withiowe
the Presidentds consent is
The use of such information could cause significant
damage to the College and the College will look tcan
employee and any party to whom he/she discloses this
information for damages if he/she disseminates
confidential material. When in doubt, employees should

14



discuss any questions with the vice president who has
overall responsibility for the area in which they are
employed.

Professional Liability

Except as prohibited by law, the College will defend,
indemnify and hold harmless its employees as specified
below.

Procedure for Indemnification. Defense and
indemnification are conditional upon the delivery to the
office of the Vice President for Business and Finance of the
original or any copy of the summons, complaint, process,
notice, demand, or pleading within ten (10) working days
after service of such document. Also, the College must be
given the absolute and continuing right to direct any
litigation, to appoint counsel, and to settle any and all
claims in a manner deemed appropriate by the College.
The College shall give prior notification to the employee of
any settlement proposals, shall dlow the employee the
opportunity to comment upon the proposal, and shall give
reasonable consideration of such comments. To the
extent that it is within its control, the College shall

maintain the confidentiality of all settlement proposals

and agreements. Finally, the College and its counsel are to
be given full assistance and continuous cooperation of the
employee throughout the defense of any covered claim or
litigation. In deciding whether an employee will be
defended or indemnified, the College shdl presume that
the employee is entitled to indemnification until evidence
to the contrary proves otherwise. Indemnification for the
expenses of defense may be in advance of the final
disposition of the action, suit, or proceeding. The
individual to be in demnified may be required to furnish a
general, unsecured obligation to repay the College if it is

15

ultimately decided by the College wholly at its discretion,
that the individual is not entitled to be indemnified.

Scope of Indemnification. Any indemnified person and

such persondés heirs or other

indemnified and held harmless by the College for all costs,
expenses, attorneyb6s fees,
amounts in settlement, and liabilities imposed or
reasonablyincurred in connection with or resulting from
any claim, action, or other proceedings, or in any other
way arising out of conduct covered by this policy. This
provision is in addition to and shall not affect any other
rights to which the individuals invo Ived or the College may
be entitled, except that no individual shall be entitled to be
reimbursed or otherwise to recover (including by
insurance) twice for a single cost, expense, or liability.

Indemnified Conduct. For indemnification to be
provided, th e individual must have acted in good faith,

]

| e

ud

within the scope of the employe

manner that the individual reasonably believed to be in
the best interest of the College; and with respect to
criminal action or proceeding, the individual m ust have
had no reasonable cause to believe that the conduct was
unlawful.

The College reserves the right not to defend or indemnify
an employee where the injury or damage results from
intentional wrongdoing, gross negligence, or willful
violation or disr egard of college polices and procedures.
Nor will the College defend or indemnify an employee (1)
in the event that the action or proceeding on a claim is
brought by, on behalf of, or in the right of, the College or
(2) in the event that the action or pr oceeding of the claim,
the employee is aligned as a party adverse to the College.
Acts or failures to act by employees rendering medical,
dental, nursing, legal, or other professional services not

16



within the scope of their employment or not part of
authorized or assigned duties are not included herein.

No trustee, officer, or academic officer of the College shall
be indemnified or held harmless with respect to any
amounts which such person shall be required (either
through judgment by compromise o r settlement) to pay to
or on behalf of the College.

Indemnification will not take place for any of the

following:

e A breach of duty or loyalty to the College.

e An act or omission not in good faith or that
involves intentional misconduct or a knowing
violation of the law.

e A transaction from which the individual
derived an improper personal benefit.

e An act of omission that is grossly negligent.

Acceptable Computer Use Policy

The following section gives a summary of the Hiram
College Acceptable Computer UsePolicy. This summary
outlines principles of acceptable computer use. It is not
an exhaustive list. Users are expected to understand the
principles of these policies and apply them in any
instance. A complete exposition of this policy is given at
http: //home.hiram.edu .

The computer facilities at Hiram College are available to
the faculty, staff, students and other members of the
College community to be used solely to further the mission
of the College. All use of these facilities must be in accord
with this purpose; all other uses are prohibited. By
accessing the computer facilities of the College, a user is

17

agreeing to be bound by the principles and conditions of
this policy. These facilities are a shared campus resource.
They must be used insuch a way that no one user takes an
inordinate share of these resources.

The electronic representations of information placed on
the Hiram College computing facilities become the
property of Hiram College except as provided by license.
The College mayuse this information as it deems fit to
further the mission of the College. This policy does not
give the College ownership of information once it leaves
college computing facilities (e.qg., either by being printed,
or by electronic information transfer).

Users may utilize the College computing facilities
whenever they are available. They should not, however,
expect that the College computing facilities will always be
available all of the time. Users should be prepared for
unannounced outages. Typically,these outages are due to
hardware or software problems, to electrical power
problems, or to lack of capacity.

The College computing facilities have the capability for
storing information for the convenience of the user. This
information may not always be retrievable or kept with
integrity. Users should always keep their own backup
copies of information stored on College computing
facilities.

Information put on College computing facilities should

not be regarded as being private or secure. Hiram Colege
monitors, collects, and retains information pertaining to
the activities of the users of its system. The College
reserves the absolute right to review, audit, and disclose
all information that uses its computing facilities in any
way. Knowledge so gined may be used as prima facie
evidence that violations of College policies have occurred.
Users should not put any information on these facilities

18



that needs to be kept private or secure.

The College prohibits the use of its computer systems for
activities that violate local, state, or federal laws. Any use
of the College computing facilities for pornographic,
offensive, obscene, harassing, abusive, or improper
conduct is prohibited. The use of these facilities for
solicitations is prohibited. U se of the computer facilities
to store inappropriate content, to access files without
explicit authority, to connect unapproved devices, to
conduct commercial business, or other abuses of the
facilities are prohibited.

Users are legally and financially responsible for everything
that happens through their accounts. Accounts are given
for the sole use of the authorized user and may not be
transferred. Users are expected to safeguard their
accounts with confidential passwords known only to
themselves and onstructed in such a way as to essentially
prohibit anyone except the authorized user from ever
using the account.

No server or other devise may be connected to the
network without prior authorization.  Software piracy or
copyright infringement is prohibi ted. Examples of some
of the activities prohibited by this policy are:

unauthorized copying of software, loading software not
owned by Hiram College on College computing facilities in
violation of the license agreement, or copying software on
the computing facilities in violation of the license
agreement signed by the College. The only copying of
software permitted under this policy is that of software
that is in the public domain, or software that is licensed to
allow copying. Users are responsible forensuring that the
software they install on College computing facilities is in
the public domain or that the

College properly licenses it. lllegal copies of the software
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found in the account of a user, or on College computing
facilities controlled by the user is ipso facto evidence of a
violation of this policy.

Administrative control of the Hiram College computing
systems is vested in the Dray Computer Center. Users are
bound by the administrative policies and procedures of

the Center. Before accas is granted to the College
computing facilities, users are required to sign a form
acknowledging that they have read, understood, and will
abide by, the College acceptable use policy. Violations of
this policy may result in disciplinary action up to and
including discharge form employment.

Employee Death

In the event of the death of an employee, a payment will

be made to an employeeds benefi

period beyond the pay period in which the death occurs.
This payment will also include any vacation amount which
the employee earned but had not taken at the time of
death. Group Life Insurance and COBRA provided

medical and dental benefit options will be reviewed by the
Human Resources Office with

Employee Cond olence Policy

Part of the distinctive character of life at Hiram College is
the family atmosphere we enjoy. There are special
relationships which exist in a college such as Hiram that
are difficult to find in larger institutions. Because of our
sense ofcommunity, in times of sorrow, we should
recognize our bonds together and draw strength from one
another.

20
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The Employee Condolence Policy described below will
support our faculty and staff when a member of this
college community dies. The policy alsoreaches out to
express the communities support when a spouse, parent,
or child of an employee dies, the following should occur:
1. The Human Resources Office should be notified
and provided with the name of the deceased and
the funeral arrangements so that flowers can be
sent of behalf of the Hiram College Community.

sho
as
t o

The employeeds supervi
Presidentdos Office as
of sympathy may be mai
family.

sor
soon
| ed

It is intended that this policy will be supportive to the
people who make up the Hiram College community.

Resignation

All employees who desire to terminate their employment
are asked to provide the College with written notice at
least two (2) weeks prior to their last day worked. The lagt
day worked will be the date used to determine benefits
eligibility and effective dates. Payment to eligible
employees for any accrued and unused benefit which is
eligible for payment wil/
final paycheck. An employee must reimburse the College
or have an amount deducted from his/her final paycheck
for vacation which has been taken but is not earned at the
time of termination. All other obligations an employee
has pending with the College must be completed to the
satisfacton of the Coll ege prior t
worked. An exit interview must be conducted by the
Human Resources Office

be

(0] an

prior to
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termination to review all employment matters, obligations
and benefits.

Il STATUTORY REGULATIONS

Equal Employment Opportunity

It is the policy of Hiram College that employment
determinations are made without regard to race, color,
ul d raligion, indtignal origirg age, gender, sexual orientation,
p o ;enijdb Felatedshandida ax disakality.cTae Gbllege
t h e eecoupages gnglaydesto seek advancement and provides
opportunity for upward mobility to higher positions by
hiring the best qualified individuals.

Hiram College will not tolerate harassment, prejudice,

abuse or discrimination by or of its students, faculty or

staff. The College promotes a productive work

environment and will not tolerate conduct by any

employee that harasses another employee, disrupts or
interferes with another employe
creates an intimidating, offensive, or hostile environment .

The College also prohibits the use of racial or ethnic slurs
and statements directed toward
gender, ethnic or national origin that are intended to

i ncl ud edeémeamor dintinish tieabpersoa gnd thab Iave the effect of

creating a hostile work environment.

If an employee believes that the actions or words of a
manager, supervisor, another employee, or a non
employee constitute unwelcome harassment of him/her or
e m pflamother endployed, thesetnployee has a responsibility to
immediately report the suspected harassment to the
eDirectoroofyHureah Resources, a department head or
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college officer. If an employee believes that he/she or
another employee has been discriminated against, the
employee has an obligation to report the suspected
discrimination to the Director of Human Resources, a
department head or college officer.

The College will investigate complaints of discrimination
promptly. Employees are required to cooperate in any
investigation. The College will communicate the findings
of the investigation to the parties involved. Retaliation
against any employee for filing a complaint or
participating in an investigation is prohibited.

Any employee, supervisor, or manager who is found to
have engaged in harassment or unlawful discriminatory
conduct will be subject to disciplinary action up to and
including discharge.

Harassment -Free Workplace !

Hiram College is committed to creating and maintaining
An educational and work environment which is free of all
forms of unlawful harassment. Any form of unlawful
harassment will be considered unacceptable conduct, is
prohibited, and will not be tolerated.

This policy defines what constitutes prohibited
harassment and explains the procedures that the College
will utilize to respond to allegations of violations of this
policy. In addition to issuing and enforcing this policy, the
College constantly strives through education and
programs to inform College faculty, staff and students
about the nature of prohibited harassment and to help
insure that both preventative and corrective measures are
in place. Every employee of the College has a
responsibility to adhere to this policy and assist the
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College in its enforcement. Doing so assists the College in
maintainin g an academic and social environment which is
based upon the principles of human dignity and respect.

Forms of Prohibited Harassment

The College prohibits all forms of unlawful harassment.
This includes harassment based on sex or gender.

It includes h arassment based upon race It also includes
harassment based upon age, religion, disability,

sexual orientation, veteran or military status, national
origin, ancestry, and any other status protected

by law.

Sexual Harassment. Sexual harassment includes

any unwelcome sexual advance, request for sexual

favors or other verbal or physical conduct of a sexual

nature that explicitly or implicitly involves a

condition of oneds empl oymen:
purpose or effect of either unreasonably interfering

with an individual 6s work per
an intimidating, hostile, or offensive working

environment. Sexual statements, including

comments about an individual
sexual jokes and unwanted physical touching will

not be tolerated.

Romantic Relationships with Students. Implicit in
the concept of professionalism is the recognition
by those in positions of authority that their
relationships with students include an element of
power. It is incumbent on those with authority to
neither abuse nor to seem to abuse the power with
which they are entrusted. Consequently, an
employee who has direct professional or
supervisory responsibility for a student may not
initiate or consent to a romantic or sexual
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relationship with such a student. Direct
professional responsibility for a student includes
assigning grades, making writing
recommendations, advising, coaching, directing
performances, teaching, supervising, awarding
financial aid, disciplining, and any other action
that may affect the student's current or future
study or employment.

Romantic Relationships Between Employees Any
supervisor who has direct professional or
supervisory responsibility for another College
employee may not initiate or consent to a romantic
or sexual relationship with such an employee. In
addition, the College strongly discourages the
initiation or consent to a romantic or sexual
relationship between employees where there is not
a direct professional or supervisory responsibility.

Ethnic Harassment. Ethnic harassment may
include verbal or physical conduct that is directed at
a persondés race,
and which has the purpose or effect of either
unreasonably interfer.i
performance or creating an intimida ting, hostile, or
offensive working environment. Racial or ethnic
slurs or statements having the purpose or effect of
denigrating persons because of their race, religion,
ancestry, or national origin will not be tolerated.

Other Forms of Prohibited Haras sment. Other
forms of prohibited harassment include verbal or
physical conduct that i
disability or veteran or military status and has the
purpose or effect of either interfering with an
individual 6s
intimidating, hostile or offensive working
environment. Statements having the purpose or
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effect of denigrating persons because of their age,
disability or veteran or military status will not be
tolerated.

AEl ectr oni c OEadd formaofpommibaed t .

harassment is equally prohibited if it is done

fifel ectronicallyo. The
which consists of the public display or sharing of
sexually, racially, or ethnically offensive and
unwelcome audio or visual materials, emails,

int ernet web sites, web
pornographic images.

Off-Campus Harassment. This policy prohibits all
forms of unlawful harassment regardless of the
location of the employee or student. College
employees shall not engage in prohibited
harassment of other employees or students during
any off-campus trips or during any College-related
events or activities away from campus.
national origin
Retaliation Prohibited. In addition to prohibiting
ur¥aivdl Hafabsfént it¥e®, th&kCollege also
prohibits all form s of retaliation taken against any
person who reports an allegation of prohibited
harassment or who participates in the investigation
of any allegation of harassment.

Reporting Harassment

Any employee who believes they have experienced or

di r ect edopgetvedary ddfdlicBwhithQislated ®i€ policy is

wor kngaar f or mance

or

obligated to report the alleged violation.

[9afagsmdnt Policy Officer. The College appoints a staff

me mber
This person has the responsibility to do the following :

to act as the
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e Provide information about the possible avenues for Confidentiality. Although the College will strive to maintain

resolution of allegations of harassment. the confidentiality of the investigation to the fullest extent
practicable, it cannot guarantee absolute confidentiality.
e Provide information about the interpretation and Each person involved in the investigation of an allegation of
enforcement of this policy. harassment will be required to maintain con fidentiality.
Investigation Process. The person investigating the
e Provide education about prohibited harassment allegation will investigate the allegation in a manner
and methods of maintaining a har assmentfree that is prudent and thorough under the circumstances.
workplace and preventing prohibited harassment. Ordinarily, the investigation will involve the interview
of the persons whoallegedly experienced and observed the
* Investigate allegations of violations of this policy. reported act of harassment and the persons alleged to have
engaged in the prohibited conduct. In addition, written
Reports to Harassment Policy Officer or College Supervisors statements ordinarily will be required of each person
or Managers. An employee who believes they have either believed to have relevant knowledge or infamation which

experienced or obseved any conduct which violates this could aid the investigatoros inv

policy is required to promptly report the information they Finally, the investigator ordinarily will prepare a written

have which leads them to believe that a violation has report memorializing the facts gathered during the - _
occurred to the Harassment Policy Offi”(‘!@ls,t'ﬂﬁé_'Qﬁ‘]plaa_geé5‘§ Il nvestli gat
supervisor, a human resources manager, or ary other whether or not a violation of the policy has occurred.

College employee with managerial or supervisory
responsibility with whom the reporting employee is

comfortable speaking about the issue. Supervisors, . o o .
managers, or any other person with supervisory The person investigating the alleged policy violation will

responsibilities are then responsible for reporting the share the results of the investigation with the College

incident to the Harassment Policy Officer. employees who have supervisory responsibility over the
person alleged to have violated the policy who will then be

responsible for determining whether or not corrective
measures will be taken and, if so, what corrective measures

Allegations of policy violations will be promptly investigated will be taken. The person investigating the allegation will
by the Harassment Policy Officer. If the allegation of hot participate in any decisions regarding the employment
harassment involves the Harassment Policy Officer in a way status of any person alleged to have violated this policy
t hat would make the Harassment Pol i cPuto assisttaeCgliggeinimplementingany corrective
investigation of the allegation inappropriate or not measures which are taken as a result of the results _
objective, then the College will appoint a different person to of the investigation. Any person found to have violated this
act as the investigator. pollcy will be subj_ect to disciplinary action which
may include termination of employment. Any person
disciplined as a result of a violation of this policy may

Corrective Measures

Investigating Harassment Allegations
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request that that decision be reviewed by the College
President.

Drug an d Alcohol Policy

A separate handbook called theHiram College Drug and
Alcohol Policy is available to all employees and may be
obtained from the Human Resources Office. This booklet

provides additional information concerning the policy
adopted by the college, procedural guidelines, health risks
associated with alcohol and drug abuse, federal and state
penalties and resources for receiving assistance.

The following statements are taken from the Hiram
College Drug and Alcohol Handbook : As an educationd
community, Hiram College is committed to the life of the
mind. The abuse of substances is contradictory to the
purpose and goals of the institution.

The Collegebs intention is
fosters personal development and autonomy through
individual choice. However, that freedom of choice exists
with the understanding that each member is expected to
obey state law, to comply with College policies, and to take
full responsibility for his/her conduct as a member of the
College community. Every individual, whether or not
under the influence of substances, is accountable for
his/her behavior. Every effort will be made to enforce
College policy consistently, and to provide education
related to the informed use or non-use of substances.

The policy adopted by Hiram College states that no
employee shall, except as required at a college approved
event, distribute, dispense, possess, use or be under the
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influence of any alcoholic beverage, malt beverage or
fortified wine or other intoxi cating liquor at a school-
approved event, or manufacture, distribute, dispense,
possess or use or be under the influence of any narcotic
drug, hallucinogenic drug, amphetamine, barbiturate,
marijuana, anabolic steroid or any other controlled
substance, asdefined in schedules | through V of section
202 of the Controlled Substances Act before, during or
after college hours at college or in any other college

district | ocation. ACol |l ege

building or on any college premises; in any college-owned

vehicle used to transport students to and from college or
college activities; off college property at any college
sponsored or collegeapproved activity or function, such
as a field trip or athletic event, where students are under
the jurisdiction of the college; or during any period of time
such employee is supervising students on behalf of the
college or otherwise engaged in college business.

Family and Medical Leave Act (FMLA)

provide an environment that

An employee who has been employed for at least 12
months and for at least 1,250 hours during the previous
12-month period is entitled to an unpaid leave of absence
of up to 12 continuous weeks during any 12month period
(measured backward from the date an employee uses
FMLA leave) for one of the following reasons:

o

1. the birth of the employeebs

for such a child;

2. the placement of a child with the employee for
adoption or foster care;

3. theneedtocaref or t he empl oyeeobs
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4. or parent, if such family member has a serious

5. health condition; or

0. a serious health condition that makes the
employee unable to perform any one of the
essenti al functions of

Application for FMLA Leave

An eligible employee applying for leave must request and
complete an Application for Family or Medical Leave. No
leave may be taken unless the employee submits the

completed application to his/her supervisor at least 30
days in advance of the leave or as soon as practicable.

The College also reserves its right to designate leaw, paid
or unpaid, as FMLA leave as soon as the College discovers
that the reason for the leave qualifies under the FMLA.
Certification for FMLA Leave

If the employee is requesting leave for the purpose for

caring for a spouse, child, or parentor forthe e mpl oy eed s

own serious health condition, the employee must provide
a certification issued by t
provider certifying that the employee is, as appropriate,
either 1) needed to care for his/her spouse, child, or
parent because the fanily member has a serious medical
condition or 2) is unable to perform the functions of
his/her position due to a serious health condition. An
eligible employee must request the applicable Health Care
Provider Certification and have it completed by the
appropriate health care provider before leave begins if the
employee has given 30 days notice of leave or within 15
days after the request for leave, unless it is not practicable
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t

he

he

despite the employeeds diligent

If the College has reason to doubt the validity of the

certification provided, it may require the employee to

obtain at the Collegebs expense
physician selected by the College. If the second opinion is

e mp | o yinecenBi with thesfirst, thedCollege may requir e the

empl oyee, at the Collegebs expe
agreed upon health care provider to give a final and
binding opinion.

Intermittent FMLA Leave/Reduced FMLA Leave
Schedule

An employee who is taking a leave of absence in order to
careforaspos e, c¢chil d, or parent of f
own serious health condition may request intermittent

leave or a reduced leave schedule. To request such a leave,

the employee must complete the Health Care Provider

Certification for Intermittent Leave or Reduce d Leave

Schedule.

An employee may not request intermittent leave or a
reduced leave schedule for leave taken for the birth or
placement of a child.

e mp | o yExlmdsson ¢f PagdiLeave c ar e

An employee may substitute any available paid leave to
which he/she is entitled for unpaid FMLA leave.

For leave taken because of the birth or the placement of a
child, the employee is required to first exhaust all accrued
paid vacation as a part of the 12week period. Any
remaining portion of the 12 -week period will be unpaid.
For leave taken to care for a spouse, child, or parent or for
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the employeeds own serious
employee is required to use all accrued vacation, personal
and sick leave first as part of the 12week period and then

any remaining of the 12-week period will be unpaid.

If the employee uses paid leave, the College will provide
enough unpaid leave to total 12 weeks.

The employee will make a reasonable effort to schedule
any leave taken for the purpose of caring for a spouse,

childorparentorf or the empl oyeeds
con_dition so as not to wund
operation.

Employee Benefits under FMLA

The employeeds status, sal

maintained during leave to the extent required by law.
The employeewill continue to receive group health
benefits during the term of the leave. The employee must
pay his/her contribution to group health benefits
according to the payroll deduction schedule and related
practices. If the payment is over 30 days late, coveage
may lapse after 15day notice.

The College may recover its contribution to the health
benefits during the leave period if the employee does not
return to work after the leave for a reason other than
continuation, recurrence, or onset of a serious hedth
condition or other ci
control. This refund can be recovered either by
withholding from the
employee paying the College directly.

During the leave of absence under this policy, no
employee will accrue seniority or enhancement in
employment benefits during the period of the leave except
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Return to Work from FMLA
During the employeeds | eave,
writing on a monthly basis to his/her superviso r on the

empl oyeebs status and intent

If an employee goes on leave due to his/her own serious
health condition, the employee must obtain and present a

s e r i ocertificatiom &admtthie health care provider that the

employee is able to resume workbefore returning to work.
the coll egeds

The employee must have his/her health care provider
complete the Certification of Ability to Return to Work.

Upon return from FMLA leave, the employee will be
brestored, to thes extant régliredobg law, to his/her position
or an equivalent position.

and

Key Employee under FMLA

A key employee is a salaried employee eligible for FMLA
leave who is among the highest paid 10 percent of all
employees. The College reserves its right to deny
restoration to any key employee if it determine s that
substantial and grievous injury will result if the employee
is reinstated.

b e yI¥. LHAVESGF ABSENCEO y e € 6 s

| a s tA leave®falisenoerfronbwork tméwyde granted, depending
upon circumstances, with or without pay. Any leave of
absence must be approved by the depantnent head, the
appropriate vice president, and the president. The
Human Resources Office should be advised and consulted
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when a leave of absence is requested in order to maintain
the proper records and consistent implementation of this

policy.

Medi cal Leave

Any absence from work extending beyond one (1) week,
because of personal iliness or injury, must be covered by a
medical leave of absence. Should an employee become ill
or disabled, he/she must request a medical leave from
his/her supervisor wh o will make arrangements with the
Human Resources Office to place him/her on medical

leave. Please also refer to the provisions of the Family and
Medical Leave Act Policy (FMLA). This medical leave
provision is administered concurrently with any provis ion
covered by FMLA.

An empl oyeebs | eave wild|l be
his/her department head and the Director of Human
Resources. Evidence of disability, satisfactory to the
College, to substantiate medical leave or continuation of
medical leave isrequired.

Salary continuance up to six (6) months will be granted.
Employees who are disabled over six (6) months may
become eligible for Long Term Disability benefits under
the insurance program.

Employees who remain off work over six (6) months
becaus of personal illness or injury will, upon written
request and evidence of disability, be granted an extended
medical leave of absence without pay for a period of up to
an additional six (6) months, or up to a maximum of one
(1) year from their last day worked. Employees who

return to work following an approved medical leave of
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absence will, provided that business conditions permit,
return to the same or equivalent job and compensation. If
business conditions do not permit, or if the job has been
filled on a permanent basis, an employee may be offered a
job opportunity based upon qualifications and availability
within the College.

Medical, dental, life and LTD premiums will be continued
by the College for up to the first six (6) months of medical
leave of absence. These premiums will be continued by
the College for up to an additional six (6) months based on
one month for each full, continuous year of employee
service, or by the employee whose continuous service does
not qualify for additional conti nuance by the College.

Employees who do not return to work within one (1) year
of their last day worked will have their employment
relationship with the College terminated. The Human
Resources Office will review and provide benefit

revi e we decontiruation@ptions aslslicl a timg.

Personal Leave

A leave of absence for personal reasons (other than
illness) and not covered by the Family and Medical Leave
Act Policy (FMLA) may be granted, depending on
circumstances. Should an employee require a leave of
absence forpersonal reasons for any length of time,
he/she is to request approval for such leave and state the
reason to his/her supervisor. Generally, personal leaves
are not granted with pay or for more than thirty (30) days,
nor are they granted to enter other employment.

Military Leave

Employees who are required to attend a summer
encampment of the Reserve of the Armed Forces or the
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National Guard will be granted a leave for such purposes.
If an employee has one or more years of service, and has
to fulfi Il an annual active duty military training obligation,
the College will pay the difference between the base
service pay and the regular base salary for a period not to
exceed two (2) weeks (80 hours) in any calendar year.

If any employee is inducted, recdled, or enlists in the
United States Armed Forces, Hiram College will provide
reemployment rights in accordance with applicable laws.

Jury Leave

Employees who are summoned for jury duty or
subpoenaed as a witness (other than in connection with
another job or business of such employee) will be excused
from work and will continue to receive their regular salary
or regular daily rate while absent for such service.
Employees must notify their supervisor when a summons
is received and submit documentation as evidence for
record keeping purposes.

Employees are expected to return to work if released or
excused from duty on any day or portion thereof. Upon
returning to work, employees must present written
verification of the day(s) served as a juror or subpoenaed
witness.

Funeral Leave

Should a death occur in an
(spouse, child(ren), mother, father, brother, sister,
employees grandfather or grandmother, mother -in-law,
father-in-law, grandchild(ren), step -child(ren), brother -
in-law or sister-in-law) reasonable time off from work
with pay will be granted in order to attend to the funeral
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arrangements and funeral. The amount of time off will be
dependent upon the individual circumstances but will
generally not exceed three (3) cays. An employee may be
required to give evidence of a death and of his/her
relationship to the deceased before payment can be made.
Approval of time off should be requested through the
empl oyeebs supervisor.

V. EMPLOYEE BENEFITS

Benefits are approvedby the Board of Trustees, upon
recommendation of the President, after study and
consultation by faculty, staff and administration.
Periodically, they are reviewed and revised to meet
changing needs and objectives. They are not to be
construed as a contractual obligation of Hiram College.

Vacation

Newly hired, full -time professional staff employees who
begin employment prior to April 1, will earn a pro -rated
amount (1 and 2/3 days) of vacation, beginning with the
first month following their month of hi re, for each full
month of employment during their first year of
employment through the end of the fiscal year (June 30).
Vacation time will then be calculated on a fiscal year basis
(July 1 through June 30). Employees hired from April 1
through June 30 are first eligible for vacation beginning
July 1.

emp |l oy e e 6Rlll-time mzndonttaproéessibralrstafl egnployees are

eligible for twenty (20) days of vacation each fiscal year.
Employees are vested for vacation eligibility beginning
each fiscal year according to the bllowing schedule:
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Vesting Dates Vacation Eligibility
July 1 5 days
October 1 5 days
January 1 5 days
April 1 5 days

Total 20 days

Professional staff employees who are eligiblefor vacation

but are employed less than a 12month basis will earn a
pro-rated amount of vacation based on the above
schedule. Any employee whose employment is terminated
for any reason will be entitled to any vacation for which
he/she has earned at the time of termination. If an
employee has taken vacation which is not earned at the
time of termination, such employee must reimburse the
College or have such amount deducted from his/her final
paycheck.

All vacation must be taken within the fiscal year earned.
Vacation cannot be accumulated from one year to the

next. Vacation pay is calcul

salary.

All vacations must be scheduled with and approved by the

empl oyeebs supervisor. Choi

totheapproval of the empl oyeeds
with work requirements. Vacations will, so far as

practical, be granted as requested by the employee with
preference given to employees with seniority if there is a
scheduling conflict.

Examples:

1. An employee is hired February . He/she is
eligible to earn vacation beginning March 1st. Such

39

2. employee will be eligible for 6 2/3 (rounded to 7)
days of vacation (a pro-rated amount) which must
be taken by June 30. Beginning July 1, such
employee, along with all other full -time, 12 month
professional staff employees, is vested for 5 days of
vacation.

3. An employee who is vested for 5 days of vacation
effective July 1 and who terminates his/her
employment as of September 26 will be paid for up

to 5 days ofany untaken vacation. The amount of any

vacation time taken over 5 days must be reimbursed to the

College.

Holidays
The College observes the following holidays:

Independence Day
Labor Day
Thanksgiving
a n Dag aftpriTlagksgevings b a s e
Day before Christmas
Christmas Day
Day before New Year 0s

vacat New Yéeameds sDawbject
super vi sor iMuartiraLotheoKing,armag

Good Friday (1/2 day)
Memorial Day

Holiday observance dates and work schedules are
communicated to employees each year. Certain offices
must remain open for business, with suffici ent staff, on
holidays when students will be on campus and when
classes are in session. If an employee is required to work
on a paid holiday, he/she will be granted an alternate
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work day off with pay. Health Maintenance Organization (HMO). Both Plans
provide comprehensive medical benefits including
hospitalization, p hysician fees, lab work, prescription

Group Insurance Program drugs, and much more. Depending upon the plan the
employee chooses, outof-pocket expenses are limited to

Hi ram Col | ecg prdgeamd intiade a \ariety of certain co-payments or deductibles provided you utilize
benefits for which all full -time employees are eligible. network physicians and facilities.
These include a choice of medical, dental, vision, basic and
optional life insurance, accidental death and Full-time employees pay a portion of their monthly salary
dismemberment insurance, and long-term disability (varies between 5% to 20% based
coverage. Eligible dependents or a domestic partner may salary, with the greatest benefit provided to the lowest
be enrolled at the empl oyeeds expen spademployees)dor snglelcoverage., The remaining cost
dental, vision and optional life insurance plans provided is paid by the College. If two-party or domestic partner
in the group insurance program. Costs of each plan vary coverage is desired, the employee pays the full premium
and are reviewed annually. Employees may elect to have for that coverage. The College contribution for family
their portion of certain benefit premiums deducted on a coverage varies between 5% to 20%, with the greatest
pre-tax basis. Flexible spending accounts are also benefit provided to the lowest paid employees. Check with
provided which permit employees to contribute on a the Human Resources Office for eligibility requirements
salary reduction, pre-tax basis, for certain medical and regarding dependents or domestic partners. New
dependent care experses which are not reimbursed by employees are eligible for coverage the first of the month
other insurance coverage. following their month of hire, or immediately if hired on

the first working day of the month.
Information and application forms may be obtained from

the Human Resources Office for all of the above As an additional benefit, the College will provide medical
mentioned plans. The College provides eligible employees insurance coverage to retiring employees 55 years or older
with summary benefit plan booklets which detail the many based on the schedule below.

features of these benefits. Please review benefit booklets

carefully and contact the Human Resources Office 5 to 15 years of fulttime continuous service

concerning questions. Highlights of the benefit programs - Retirees pays entire premium

are listed below.
15 to 20 years of fulktime continuous service
- Retiree pays %2 of the premium
Medical Plan 20 or more years of full-time continuous service

- College pays entire premium
A choice of medical plans is avalable. Medical coverage is
offered through a major insurance company which Employees are not eligible for dental, vision, life, or
features a Point of Service (POS) network and through a disability insurance following retirement except that
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which is provided by COBRA.

Employees who retire between the ages of 5055, with a
minimum of five years of continuous service, will be
eligible for medical coverage in the College plan but with
the retiree paying the entire premium.

Medicare eligible retirees will be covered by a Medicare
coverage plan offered through the College. Retirees who
opt for medical coverage that exceeds the cost of coverage
offered by the College must pay the difference in the
premium amounts.

Dental Plan

Dental coverage is provided for the employee. The full
cost for single coverage is paid by the College.
Preventative dental services are covered 100%. Other
services are covered on a sliding scale subject to
deductibles and calendar year maximums. If dependent
or domestic partner coverage is desired, the enployee
pays the full premium for that coverage. Please check with
the Human Resources Office for eligibility requirements
regarding dependents or domestic partners. Orthodontia
for dependent child(ren) is covered subject to a maximum
per child(ren) life time limit. New employees are eligible
for coverage the first of the month following their month
of hire, or immediately if hired on the first working day of
the month.

Life Insurance Plan
Term life insurance is provided in an amount equal to one
MDti mes the employeebds annual

next higher $1,000. Additional accidental death and
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base

dismemberment coverage in an amount equal to one (1)
ti mes the employeeds annual
next higher $1,000 is also provided to each employee at
College expense. New employees are eligible the first of
the month following their month of hire, or immediately if
hired on the first working day of the month.

The College also offers employees the option of purchasing
additional li fe insurance for the employee, spouse and
dependent child(ren). The cost of this voluntary coverage
is based on the insuredos
selected and whether or not the individual is a smoker.

Long Term Disability Income Plan

The College provides employees with a basic disability
benefit which is equal to 50% of their base monthly salary
(Il ess any amounts received
Compensation or any other disability program) with a
maximum monthly benefit of $1,000. Em ployees may
purchase additional disability coverage so that he total
benefit is equal to 60% of base salary minus any
exclusions listed above up to a maximum monthly benefit
of $6,000. The cost of the upgraded plan also provides an
improved definition of disability. Retirement income
protection is provided in both options.

If an employee becomes disabled because of illness or
injury and remains disabled for a period extending beyond
180 days, he/she will receive the monthly benefit until the
employeeis no longer disabled or the employee reaches
age 65 with the exception that benefits from disability due
to mental illness will not exceed 24 months of monthly
benefit payments. New employees are eligible the first of
s dhk manty following 8Qdcalehdat days ofleraployment.
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Vision Care Plan

Employees receive large discounts on eyewear purchased
through an exclusive network provider. Discounts for eye
examinations are also available if provided by a network
ophthalmologist or optometrist. Free audiologi st
evaluations and discounts for hearing aids are also
offered. This plan is voluntary, covers dependents and
requires an annual premium which is paid by the
employee.

Eye examination discounts though network optical
providers are also a part ofthe medical plan.

Flexible Spending Accounts Plan

Flexible Spending Accounts are available for employees
who wish to reduce taxes while being reimbursed for
certain medical and dependent care expenses which are
not reimbursed by other insurance coverage. Oneaccount
can be established for eligible expenses for medical,
dental, and vision costs of you, your spouse, or
dependents not reimbursed by other insurance coverage.
A second account can also be established for eligible
expenses for care of a dependent kild, under age 13 or a
spouse or other dependent who is physically or mentally
incapable of self care while you work.

Employees designate within allowable limits the amount
they wish to contribute, on a pre-tax basis, to their flexible
spending accounts. If an employee establishes both
accounts, funds and expenses cannot be transferred
between accounts. The College will deduct a prerated
amount each pay over the designated twelve (12) month
period on a pre-tax basis. Throughout this consecutive
twelve (12) month period, employees may submit claims
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for payment to a third party administrator and be
reimbursed up to the amount of money allocated to their
account. Careful planning is required on the part of each
employee. Any money left over at the end of the twelve
(12) month designated period cannot be refunded or
carried over to an individual employee. Employees must
decide if they wish to participate and, if so, the amounts,
which may not change until the beginning of a new twelve
(12) month period unless there is a change in family
status.

This is an optional plan. All full -time employees who have
completed one or more years of continuous service may
participate. The College pays the administrative and
participation fees associated with this plan. Please keep in
mind that reducing your taxable income may also reduce
your future Social Security benefits.

Retirement Plan

All employees who have been employed at least 12 months
and have completed one year of service must participate in
the College retirement plan. A year of service is a 12
month period in which the employee has at least 1,000
hours of service. The plan involves mutual participation -
the employee contributes a percentage of his/her regular
salary and the college contributes a percentage of the
empl oyeebs regular salary.

Eligible employees contribute to and receive contributions
from the College as follows:

Years of Employee College
Service Contribution Contribution
1-3 years 2% 2%
4-7 years 3% 4%
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8-11 years 4% 6%
12-19 years 5% 7%
20-24 years 5% 8%
25 or more years 5% 9%

When an employee first becomes eligible to participate in
the Plan, the employee may elect to contribute 5% of
regular salary. If the employee does so, the College will
contribute 7% of regular salary until a higher amount is
required under the Table above. Once an employee begins
to participate in the Plan, th e employee is not permitted to
change his or her election.

The current investment vehicle of the retirement plan is
the Teachers Insurance Annuity Associate (TIAA) and the
College Retirement Equities Funds (CREF). TIAA-CREF
offer a number of annuity and investment options for plan
contributions. Details about annuity and investment
options will be provided by TIAA -CREF directly to plan
participants.

Distributions under the retirement plan are not permitted
until termination of employment. Under the pla n and
federal law, spouses of plan participants may be entitled to
payments in the event of the death of the plan participant.
Subject to spousal rights, participants may elect a
beneficiary for receipt of t
may be payableupon death under the TIAA-CREF option
selected by the participant. The summary plan

description will provide you with more detail about
distributions from the plan, spousal rights and certain tax
matters associated with the plan.

All employees may also mrticipate in the Supplemental
Retirement Annuity Plan (SRA) to set aside tax-deferred
funds over and above amounts being accumulated under
the College retirement
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premiums remitted on a tax -deferred basis that do not

exceed certain limits of the Internal Revenue Code. All
employees, both full and part-time with less than one full

year of employment may contribute, upon hire, to the SRA

Pl an. SRAG6s can also be used
contribute morethan5%int o t he retirement
have the additional advantage of an attractive loan feature

which is available prior to termination of employment.

SRA funds consist of employee contributions only.

The employee may elect an investment vehicle offered by
the TIAA-CREF or the plan offered by the Pension Fund of
the Christian Church. Payment options under each plan
may vary.

Please refer to the summary plan description booklets for
the retirement and tax -deferred annuity plan for a
detailed explanation of the eligibility requirements and
benefit provisions.

Tuition Benefits Policy

Professional development and growth opportunities are
maj or advantages of the
The College encourages employees to continue their
farmab emlurcati 6nsin areastretatecets Hoth thdir aresent
position as well as future opportunities with the College.

Full-time employees or employees who have an annual
work schedule of at least 1,560 hours per year, their
dependent child(ren), and/or their spouses may enroll in
course work at Hiram College providing that there is space
in the course and that all admissions requirements are
satisfied. (A dependent child is defined as one who is not

married and is c¢cl ai med on t he

S R A 6 sretwrm.) eA separatd apptichtiorefor Bliram €ollefgetuwition
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benefits is necessary for each student each semester as
part of the registration process. Applications are available
at the Human Resources and Weekend College Offices.

During the first year of employment, fu Il-time employees
or employees working at least 1,560 hours per year, their
dependent child(ren), and/or spouse may take up to five
(5) hours per semester and summer session. If the

empl oyeebs anniversary date

employee, their dependent child(ren), and/or spouse will
be eligible to take more than five (5) hours during the next
subsequent semester. A semester is defined as a
combined 12 and 3 week period within the Hiram Plan. A
summer session is defined as any courses taken aring the
summer time and not a part of the fall or spring combined
12 and 3 week periods.

All dependent child(ren) of full -time employees or
employees who have an annual work schedule of at least
1,560 hours per year who wish to enroll in weekend
coursesand/or on a part -time basis, must apply to Hiram
College through the Weekend College Office. Child(ren)
must have been out of high school for at least two (2)
years to be eligible to enroll in the Weekend College. Each
application must be approved by the Dean of the Weekend
College.

Tuition benefits will be equivalent to current tuition less
any non-need based financial aid funding including, but
not limited to, the Ohio Choice Grant, Hiram Merit
Scholarships and Hiram grants of circumstance (Alumni
Grants).

All employees and/or their spouses must apply to Hiram
College through the Weekend College Office. Each
application must be approved by the Dean of the Weekend
College. Enrollment in Weekend College classes and
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workshops is approved on space-available basis.

If any of the classes that an employee registers to take are

scheduled during the empl oyeeds
consent of the employeeds super

employee will be required to make up any time missed due
to class sessions. No more than 136 semester hours (or
the equivalent) of instruction may be obtained through the

d utwitiomegemptiorsardnugtisntexcihange plang Unmarried,

dependent child(ren) of full -time employees of the College
may enroll in courses offered during the regularly
scheduled terms, including the summer session, provided
that all normal prerequisites and standards for admission
are satisfied. (There will be charges for fees, room and
board.)

A fee, presently $15.00 per credit hour, will be charged for
all Weekend College course work taken by eligible fult
time employees or employees working at least 1,560 hours
per year, their dependent child(ren), and/or their spouses.
This fee will be charged whether the student is taking the
course for credit or auditing the course. All applicable fees
will also be charged. Room and board fees will be charged
if the residence hall and dining service facilities are
requested.

Employees who voluntarily terminate their employment
while they, their dependent child(ren), and/or spouses are
enrolled in courses at Hiram College will be eligible to
receive a pro-rated amount of tuition benefit based on the
number of weeks completed in the school term prior to

their termination. A spouse or eligible dependent child,
who are also enrolled in courses at the time they lose
eligibility due to a change
dependent status, will also receive a prorated amount of
tuition benefit on the same basis as described above.
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The tuition exemptio n policy cannot be used for programs
offered through the Roush Center for Educational
Development. The Lifelong Learning Program and
Continuing Education Program are available to employees
and their families; however, there is no discount on the
required fees.

If a full -time professional staff employee with ten (10) or
more continuous years of service dies while actively
employed at the College, the College will provide its
tuition benefit policy (which is in effect at the time the
dependent child(ren) of such deceased employee would
qualify for admission and subsequently enroll at Hiram
College) for his/her child(ren).

Tuition Exchange Program

Hiram College is a member of the Tuition Exchange
Program. The program enables dependent, unmarried
child(re n) of full -time faculty and professional staff
members to attend other exchange college and
universities at reduced tuition costs. The annual number
of tuition exchange scholarships is limited. In case
requests for scholarships exceeds available scholahips,
priority will be as follows:

Group 1- Full-time faculty and professional staff with
ten (10) or more years of full-time
continuous services with preference based
on seniority. Employees in this group
whose dependent child(ren) have not
utilized this scholarship will be considered
before employees in this group who have
dependent child(ren) who have previously
utilized a Tuition Exchange scholarship.
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Group 2 - Tenured faculty with preference based on
seniority. Tenured faculty whose
dependent child(ren) have not utilized this
scholarship will be considered before
tenured faculty who have dependent
child(ren) who have previously utilized a
Tuition Exchange scholarship.

Group 3 - Full-time faculty and professional staff with
one (1) or more years of full-time
continuous service with preference based
on seniority. Employees in this group
whose dependent child(ren) have not
utilized this scholarship will be considered
before employees in this group who have
dependent child(ren) who have previously
utilized a Tuition Exchange scholarship.

For this benefit, full -time is defined as faculty or
professional staff employees who have an annual work
schedule of at least 1,560 hours per year. For complete
information, consult with the Director of Huma n
Resources.

Employee Mortgage Loan Program

Hiram College is aware of the need for some faculty and
professional staff employees for financial assistance in
securing a down payment for the purchase of a place of
residence. Requests for assistance in ssuring the down
payment will be considered on an individual basis by the
Board of Trustees with these conditions:

1. The loan shall be for assisting in making a down
payment for the initial
private residence.
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