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DISCLAIMER:

Nothing in this Employee Manual constitutes a contract, express or implied.
Temple University, in its sole discretion, may modify, alter, delete, suspend, or
discontinue any part or parts of the policies in this manual at any time, with
or without prior notice to its employees. Unless otherwise specified, any such
change to the Employee Manual shall apply to existing as well as future em-
ployees. The Human Resources Department is responsible for developing and
implementing personnel policies. Policies and procedures may change with
approval of the appropriate University Officer. No employee may rely on or
otherwise interpret a statement or promise by a supervisor, manager, or de-
partment head as constituting a change in policy, nor will any such statement
or promise constitute an agreement between the University and an employee.
Unless otherwise covered by a Collective Bargaining Agreement or written
contract with fixed terms of employment, all Temple University employees are
what the law terms “at-will” employees, and nothing in this Employee Manual
changes their “at will” employment status. An at-will employee may end his or
her employment at any time, for any reason, with or without notice to Temple
University, with or without cause. Likewise, Temple University may terminate
an at-will employee at any time, with or without notice, for any reason, with
or without cause. Further, an at-will employment relationship with Temple
University does not create an express or an implied agreement for continued

employment for any period of time.
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Introduction

1.1 | WELCOME TO TEMPLE UNIVERSITY

Welcome to Temple University and to what we hope will be a long, productive,
and deeply satisfying career at one of America’s finest urban research universities.

In 1884, Temple was founded to serve outstanding, motivated people of all back-
grounds. More than 120 years later, Temple still embraces the tradition of access to
excellence. Yet today’s Temple is also on the move. In recent years, academic stan-
dards, student enrollment, groundbreaking research, facilities construction, alumni
involvement, the vibrancy of campus residential life, and the University’s impact
on the surrounding community have all surged. Temple’s staff, faculty, and students
have developed an extraordinary amount of momentum; we hope you can feel

that energy.

This employee manual was prepared to help you become familiar with Temple and
its standards and procedures. Please read it carefully. If you have questions or con-
cerns, please speak with your supervisor, who should be able to answer most of your
questions or direct you to someone who can. If you need further information or
assistance, please contact Temple’s Human Resources Department at 215-204-5554,
or 1-5554 if you are calling from a campus telephone.

On behalf of Temple’s extended family, thank you for joining us. We look forward
to working with you.

Sincerely yours,

Ann Weaver Hart

President

2 | Subject to Disclaimer
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1.2 | ABOUT YOUR

EMPLOYEE MANUAL

The purpose of this Employee Manual
is to provide employees with a ready
source of information about Temple
University and the procedures and
policies it has established. Although
Temple University has tried to be
comprehensive, the manual does not,
and cannot, include policies which
address every situation that may arise.
Temple University has, and reserves,

the right to adopt new procedures and
policies, or modify, alter, change or
cancel existing policies and procedures
at any time. We are providing you with
a copy of this manual for your reference;
however, the official copy of all policies
and procedures in this manual, including
any that have been revised, are found on
the Human Resources web site at Www.
temple.edu/hr.

The policies and procedures set forth in
this manual apply to all faculty and staft,
including student workers and volun-
teers. Applicable collective bargaining
agreements or Board of Trustees’ poli-
cies included in the faculty handbook
may provide for variations in certain
matters, including employee benefits,
contained in the manual. In such cir-
cumstances, the benefits and policies set
forth in those authoritative documents
supercede the policies and procedures
contained in this manual with regard to
covered individuals. In addition, because
student workers and volunteers do not
receive fringe benefits, those sections

in this manual do not apply to these

workers. Student workers and volunteers

do receive all legally mandated benefits,

such as workers’ compensation.

An employee’s department may have
additional specific procedures for many
of the general policies stated in the

Employee Manual

manual. Each employee is expected to
learn his/her department’s procedures
and comply with them. In the event

of any conflict between policies in this
manual and departmental procedure,
however, the policies in this manual
supercede and control. Each employee is
also expected to conform to the profes-
sional standards of his/her occupation.
Questions regarding this manual or any
of the policies should be directed to your
supervisor, department head, or to the
Human Resources Department, located
in University Services Building (USB) at
1-215-204-5554.

October 2008
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About Temple University

2.1 | TEMPLE UNIVERSITY—OF THE
COMMONWEALTH SYSTEM
OF HIGHER EDUCATION

Based in Philadelphia, Pennsylvania,
Temple University—Of The
Commonwealth System of Higher
Education is a comprehensive research
university with approximately 35,000
students. Founded in the 1884 by
Russell Conwell, Temple University
became a state-related institution in
the Commonwealth System of Higher
Education in 1965 by act of the
Pennsylvania Legislature.

Temple University is comprised of 17
degree-granting schools and colleges,
including schools of Law, Medicine,
Pharmacy, Podiatry, and Dentistry, and
a renowned Health Sciences Center.
Temple is one of Pennsylvania’s three
public research universities, along

with the University of Pittsburgh and
Pennsylvania State University. As of
Spring 2007, Temple University was
the 27th largest university in the
United States, and it was the sixth larg-
est provider of professional education
(law, dentistry, medicine, pharmacy, and
podiatric medicine) in the country.

As of summer of 2008, Temple
University has seven Pennsylvania
campuses: (1) the flagship Main
Campus, (2) the Health Sciences
Campus, (3) the Center City Campus
in downtown Philadelphia, (4) a major
suburban campus—Temple University
at Ambler, (5) a suburban art campus—
Tyler School of Art—in Elkins Park,
(6) the Podiatric campus in downtown
Philadelphia, and (7) an education
center in Harrisburg. The Tyler cam-
pus is scheduled to move to the main

campus in Spring 2009.The University
has international campuses in Tokyo,
Japan, and Rome, Italy. Temple also
offers educational programs in the
People’s Republic of China, Israel,
Greece, Great Britain, France and

other countries throughout the world.

Through its various schools, col-

leges, and research programs, Temple
University offers a wide array of
undergraduate, professional, and gradu-
ate degrees as well as opportunities for
research fellowships and post-doctoral
fellowships in various disciplines.

Temple University is a national center
of excellence in teaching and research

with an international presence.

Temple’s talented faculty and its broad
curriculum of nearly 300 academic
programs provide superior educational
opportunities for academically talented
and highly motivated students, with-
out regard to their status or station in
life. Temple’s richly diverse student
population and the dramatic growth
of Temple’s residential campus com-
munity of student scholars enrich the
educational and extracurricular life of

all Temple’s people.

While the University especially serves
students from Greater Philadelphia,

it is enlivened by a rapidly increas-
ing number of students from across
Pennsylvania, throughout the nations,
and around the world.

A long-time leader in professional
education, Temple prepares the largest
body of practitioners in Pennsylvania
and is among the nation’s largest educa-
tors in the combined fields of medicine,

dentistry, pharmacy, podiatry and law.

In addition, Temple offers more than
four dozen doctoral and more than

100 master’s degree programs that
contribute to research and scholarship.
Temple seeks to create new knowledge
that improves the human condition and
uplifts the human spirit. To achieve this
goal, Temple maintains its commitment
to recruiting, retaining, and supporting
outstanding faculty that prize diversity
of thought, excel in scholarly endeavors,
and support the aspirations of capable
students.

Striving to fulfill its mission in this
new century, Temple will continue to
provide access to superior education for
committed and capable students of all
backgrounds and to develop its main
campus as a residential community of
student scholars. A new generation of
exceptionally qualified and talented
faculty will be recruited to join the
University’s current roster of fine
teacher-scholars.

Temple will enhance existing centers of
academic excellence, advance additional
targeted programs to national leadership,
broaden knowledge through research
and creative endeavors for the benefit
of society, and expand the Honors
program and other special learning
opportunities for undergraduates.

The creation and renovation of facili-
ties will support research and creative
work, advance instruction and marshal
knowledge to enhance the quality

of life for Temple’s fellow citizens in
North Philadelphia. The University will
develop stronger bonds with its alumni,
whose success embodies the transfor-
mational power of a Temple education.

Subject to Disclaimer
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2.2 [ VISION AND MISSION:
THE DEPARTMENT OF
HUMAN RESOURCES

THE HUMAN RESOURCES
DEPARTMENT’S VISION

Temple University’s Human Resources
Department operates as a strategic
partner and internal consultant to the
entire Temple University community,
supporting the University’s focus on aca-
demic excellence and research. It utilizes
progressive human resource practices to
foster positive change, anticipate needs
and establish processes that will best serve
its constituents. The Human Resources
Department develops, promotes and pro-
vides a framework for ethical, consistent
and fair treatment, constantly seeking

to hire, retain and support a diverse and
efficient work force.

THE HUMAN RESOURCES
DEPARTMENT’S MISSION

The mission of the Human Resources
Department is to sustain and advance
the University’s goals through the
attraction and retention of a quality
workforce. The Human Resources
Department accomplishes this mission
by providing exceptional core services
that are integrated and strategically
aligned to the teaching, research,

and social mission of the University.
Its benefits, payroll, compensation,
employment, employee relations, orga-
nizational development, training, and
labor relations services support orga-
nizational effectiveness and individual
achievement. The Human Resources
Department is committed to attract-
ing, hiring, supporting, developing, and
recognizing Temple University’s most
valuable resource: its PEOPLE.

2.3 | SUSTAINABILITY

Temple University is committed to
fostering a pervasive culture of environ-
mental responsibility throughout the
university. It is incorporating sustain-
ability principles (meeting the needs of
the present without compromising the
ability of future generations to meet their
own needs) into the university’s strategic,
operational, academic and service
priorities. The sustainability efforts will
encompass a balanced approach that
respects the environmental, economic,
social and communal aspects of its
choices to ensure that Temple designs
forward-looking, practical and affordable

programs for sustainability.

Employee Manual
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The Temple Community

3.1 | EMPLOYEE CLASSIFICATIONS

Temple University has developed classi-
fications so that employees understand
their employment status and benefit
eligibility. These classifications, in and
of themselves, do not guarantee
employment for any specified period

of time.

Most Temple University employees fall

within one or more of four classifications:

1.Full-time, part-time, introductory/
probationary or temporary,

2.Exempt or non-exempt,

3.Academic or non-academic, and

4.Bargaining unit or non-bargaining
unit.

In the academic environment of Temple

University, there are also specialized

classifications for some employees such

as volunteers, student workers, externs,

post-doctoral fellows, teaching assistants

and research assistants. Each classification

found within the Temple University

community is explained below.

3.2 | FULLTIME, PART-TIME,
INTRODUCTORY/
PROBATIONARY, AND
TEMPORARY EMPLOYEES

FULL-TIME REGULAR

Full-time regular employees are those
who are not in a temporary or intro-
ductory status and who are regularly
scheduled to work Temple University’s
full-time schedule. Generally, they are
eligible for Temple University’s standard
benefit package, subject to the terms,
conditions, and limitations of each
benefit program and any applicable
collective bargaining agreement.

PART-TIME REGULAR

Part-time regular employees are those
who are not assigned to a temporary or
introductory/probationary status and

who are scheduled to work at least 20

hours per week but fewer than 35 hours
per week. They receive all legally man-
dated benefits (such as Social Security
and Workers” Compensation insur-
ance) and pro-rated sick and vacation
time. They are not eligible for Temple
University’s other benefit programs
other than those specified in any appli-

cable collective bargaining agreement.

PART-TIME HOURLY

Part-time hourly employees are those
who are not assigned to a temporary or
introductory/probationary status and
who are scheduled to work fewer than
20 hours per week. While part-time
hourly employees receive all legally-
mandated benefits (such as Workers’
Compensation insurance and Social
Security), they are not eligible for any
of Temple University’s other benefit

programs.

INTRODUCTORY/PROBATIONARY
Introductory/probationary employees
are those whose performance is being
evaluated to determine whether further
employment with Temple University

is appropriate. (See Section 12.8).
Employees who satisfactorily complete
the introductory/probationary period
will be notified of their new employ-
ment classification by their supervisor.

TEMPORARY

Temporary employees are those who
are hired as interim replacements, to
temporarily supplement the work
force, or to assist in the completion of
a specific project. Employment assign-
ments in this category are of a limited
duration. Employment beyond any ini-
tially stated period does not in any way
imply a change in employment status
or any right to continued employment.
Temporary employees retain that status
unless and until notified in writing of
a change. While temporary employees
receive all legally-mandated benefits

(such as Workers’ Compensation insur-
ance and Social Security), they are not
eligible for any of Temple University’s
other benefit programs.

3.3 | EXEMPT & NON-EXEMPT

EMPLOYEES

Each employee is designated as either
NON-EXEMPT or EXEMPT from
federal and state wage and hour laws.

NON-EXEMPT employees are
entitled to overtime pay under the spe-
cific provisions of federal and state laws
and any applicable collective bargaining
agreement. EXEMPT employees are
excluded from specific provisions of
federal and state wage and hour laws
mandating overtime pay and, therefore,
will only receive overtime if required
under an applicable collective bargain-
ing agreement.

In addition to one of the above catego-
ries, most Temple University employees
belong to one of the employment

categories described below.

3.4 | ACADEMIC PERSONNEL

ACADEMIC ADMINISTRATORS
Academic Administrators are members
of management whose role is essential to
the academic and research functions of
the University, including, but not limited
to, the Provost,Vice-Provost, and deans
of the various schools and colleges.

FULL-TIME FACULTY

Full-time faculty members are persons
appointed to conduct the teaching,
research, scholarship or creative work,
and/or service activities of the
University. A tenured or tenure-track
faculty member is appointed by the
President of the University. A non-
tenure track faculty member is
appointed by the President, Provost
or Dean of a school or college.

10 |

Subject to Disclaimer

October 2008



ADJUNCT FACULTY

Adjunct Faculty members are persons
appointed to conduct the teaching,
scholarship or creative work and/or
service activities of the University on a
part-time basis. Such faculty members
are usually appointed by the Dean of
a school or college for one or more

semesters.

NON-FACULTY ACADEMIC
Non-Faculty Academic personnel are
full-time employees of the University
whose work is necessary or adjunct to
the teaching of students or to research
functions of the University, includ-
ing, but not limited to, librarians and

academic advisors.

CLINICIAN EDUCATOR TRACK FACULTY
Clinician Educator Track Faculty mem-
bers are non-tenure track faculty having
the potential for appointment and
reappointment for an aggregate period
of longer than seven years, but whose
service does not lead to the awarding
of tenure. This status is intended for
persons who are health care practitio-
ners and who hold an MD, DMD, DDS,
PharmD, MS or, under special circum-
stances, other doctoral degree.

POST-DOCTORAL FELLOWS
Post-Doctoral Fellows are persons
receiving additional research and
scholarly training in preparation for
an academic and/or research career.
Appointments are made to individuals
who were recently awarded a PhD or
equivalent doctorate in an appropriate
field. Post-doctoral appointments are
temporary, and, therefore, the initial
appointment and renewals generally
do not exceed six years. The post-
doctoral fellow receives training under
the supervision of a senior scholar or a
department. The duties of the post-

doctoral fellow involve substantially
full-time research or scholarship, and
the post-doctoral fellow has the
freedom, and is expected, to publish
the results of her/his research or
scholarship during the period of

appointment.

RESEARCH ASSISTANTS

Research Assistants are matriculated
students enrolled full-time in a gradu-
ate degree program of study at Temple
University and who are employed by
Temple University to perform research
duties and services. Research Assistants
may elect whether to receive a direct
academic benefit for their services to
the University.

TEACHING ASSISTANTS

Teaching Assistants are matriculated
students enrolled full-time in a gradu-
ate degree program of study at Temple
University and who are employed by
Temple University to provide teaching

duties and services.

3.5 | NON-ACADEMIC PERSONNEL

MANAGERIAL PERSONNEL

Managerial Personnel are those employ-
ees who provide leadership and profes-
sional services to Temple University

or who otherwise exercise supervisory
responsibility over non-managerial

personnel.

NON-MANAGERIAL PERSONNEL
Non-Managerial Personnel are those
employees who work within various
support functions at Temple University
including, but not limited to, clerical/
secretarial, security, facilities, house-
keeping, health services, technical and
research services, information and
media services, financial services and

student services.

Employee Manual

3.6 | BARGAINING AND
NON-BARGAINING UNIT

EMPLOYEES

Temple University recognizes several
unions as the bargaining representative
of various groups of employees. The
terms and conditions of employment of
bargaining unit employees are governed
by the applicable collective bargaining
agreements. To the extent they differ,
the benefits and policies set forth in the
collective bargaining agreement and the
applicable work rules adopted by Temple
University pursuant to that agreement
supercede this Employee Manual.

All employees not covered by a collec-
tive bargaining agreement are Non-
Bargaining Unit Employees.

3.7 | EMPLOYMENT OF STUDENTS
(OTHER THAN RESEARCH
ASSISTANTS AND TEACHING
ASSISTANTS)

STUDENT WORKERS

Student workers are students currently
enrolled at Temple University who are
also working for Temple University.
Consistent with Federal Regulations,
international student workers may not
work more than 20 hours per week
during the academic semester; all other
student workers may not work more
than 40 hours per week during the aca-
demic semester. Hours worked during
the academic semester in excess of 34
hours per week may be subject to Social
Security withholding. All students may
work up to 40 hours per week during
breaks and summer terms; however, all
students who work for Temple and do
not satisfy the minimum enrollment
requirements established for the student
FICA tax exemption or who are not
enrolled in any courses are subject to
Social Security withholding taxes.

October 2008
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The Temple Community

While student workers receive all legally
mandated benefits, such as Workers’
Compensation insurance, they are not
eligible for any of Temple University’s
other benefit programs. (Full-time
employees who are also attending
classes under Temple University’s tuition
remission policy are not student work-
ers.) Student Workers must be hired
through the automated Student Hiring
System which can be accessed on the
HR web site. The system enables a
department to post student worker

jobs and electronically upload new
student hires directly into the univer-
sity payroll system. The system can be
accessed through the HR web site at
www.temple.edu/hr.

UNDERGRADUATE INTERNS
Undergraduate interns are undergrad-
uate students currently enrolled at
Temple University who are perform-
ing work under the supervision of a
faculty member related to their aca-
demic studies for which the student
receives academic credit in addition
to the monetary compensation, if any,
paid by Temple University for per-
forming the duties associated with the
internship. The intern is responsible for
all tuition and fees charged by Temple
University for the credits associated

with the internship.

While interns receive all legally
mandated benefits (such as Workers’
Compensation insurance), they are
not eligible for any of Temple
University’s other benefit programs.

UNDERGRADUATE EXTERNS
Undergraduate externs are under-
graduate students currently enrolled

at Temple University who are perform-
ing work that may be related to their

academic studies under the supervision

of an individual who is not a mem-
ber of the faculty and for which the
student receives academic credit.
The extern is responsible for all fees
charged by Temple University for the
credits associated with the extern-
ship. While externs receive all legally
mandated benefits (such as Workers’
Compensation insurance), they are
not eligible for any of Temple
University’s other benefit programs.

GRADUATE INTERNS

Graduate interns are full-time graduate
students who have academic internships
of 20 hours/week or less. For a student
to receive an academic internship,
she/he must engage in academic/
professional/performance activities
that are central parts of the instruc-
tional program and directly related to
the student’s degree program and that
cannot be classified as either research

or teaching assistant.

GRADUATE EXTERNS

Graduate externs are full-time graduate
students. Externships of 20 hours/week
or less may be awarded if the student
provides service that may provide
academic and professional experience
or development, but where the activities
are not directly supervised by a faculty
member/preceptor in the student’s

degree program.

UNIVERSITY FELLOWS

University fellows are graduate students
who receive fellowships for which no
services are required. Such students may
voluntarily perform service in a labora-
tory in connection with the student’s
academic research. While performing
services in a laboratory, University
fellows are covered by the University’s
Workers Compensation insurance., but
are not eligible for any other benefits.

TEMPLE UNIVERSITY
UNDERGRADUATE SCHOLARS
Temple University Undergraduate
Scholars are students who receive
fellowships to perform research in a
Temple University laboratory. While
performing services in a laboratory,
the scholars are covered by the
University’s Workers Compensation
insurance. They are not eligible for

any other benefits.

3.8 | VOLUNTEERING TO WORK
AT TEMPLE UNIVERSITY

Volunteers perform services for Temple
University without promise, expecta-
tion or receipt of compensation and/
or benefits for services rendered.

A non-exempt employee may not
“volunteer” to perform services that
other employees are paid to perform.
Professionals who volunteer to contrib-
ute their services to academic interests
of the University may be appointed

as adjunct faculty without compensa-
tion. The hiring manager must advise
the Dean and/or Budget Unit Head
before engaging the volunteer to work.
The Department of Risk Management
should be consulted to discuss any
liability concerns. The hiring manager
must contact the Human Resources
Department to discuss the engagement
of a volunteer and/or the volunteer
classification before allowing any person

to volunteer.
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Starting Your Job

4.1 | EMPLOYMENT APPLICATIONS

AND OTHER FORMS

Temple University relies upon the
accuracy of information contained in
the employment application, as well as
the accuracy of other data presented
throughout the hiring process and
employment. New employees are asked
to complete the following forms and/
or furnish to Temple University the
following items:

1. Electronic Employment Application

2. W-4 Employee’s Withholding
Allowance Certificate

3. I-9 Employment Eligibility Form

4. Personal Data Form

5. Acknowledgment of Receipt of
Employee Manual

6. Employee’s Rights and
Responsibilities Form

7. Education Transcript

8. Authorization for Direct Deposit

9. Applicable Healthcare/Benefit Forms

10.Confidentiality Acknowledgment
Form

Current employees may be required

to update or execute any of the above

forms. Most of the forms are available

electronically on the HR web site at

www.temple.edu/hr. Any employee who

fails or refuses to complete the above

forms or to provide Temple University

with requested documentation may be

subject to discipline, up to and including

discharge from employment.

4.2 | BACKGROUND CHECKS

Temple University conducts back-
ground checks for individuals recom-
mended for hire in certain selected
positions. Examples of the type of posi-
tions for which Temple University may
conduct a background check include,
but are not limited to:

1. positions that are designated as
financially sensitive, such as billers,
medical receptionists/schedulers, and
cashiers,

2. positions that require driving as an
essential duty of the position, such
as drivers, coaches, refuse haulers,

3. positions that involve work with
children, such as youth develop-
ment specialists, CHP after school
program workers, time-out respite
care workers, and workers at pediat-
ric dental clinics,

4. positions that are safety sensitive,
such as security officers and police
officers,

5. positions that provide access to
student living areas, such as resi-
dent directors and student health
specialists.

Background checks include, depending

on the position, a criminal history check,

a civil litigation check, a driving record

check, a child abuse check, a credit/

bankruptcy check and/or drug/alcohol
screening. A complete list of positions
subject to these checks is available in
the Human Resources Department.

Information received will be considered

carefully in the context of the essential

duties of the position.

Information received through the back-
ground check process will not necessar-
ily disqualify the applicant from further
consideration or eventual hiring. The
results of any check will be considered
in light of surrounding circumstances,

including, and without limitation to,

the nature and gravity of the incident(s)
reported, the time that has passed since,
remedial actions taken by the individual,
and the nature of the position and the
potential impact of the incident(s) on
the person’s ability to safely and appro-
priately perform the duties of the job.

4.3 | ACCURACY OF PERSONNEL
INFORMATION

All employees are expected to provide
truthful and accurate information in
connection with their employment
and/or the employment of another
employee by Temple University.

Any falsification or misrepresentation
of information in connection with
application materials is a serious offense
and, therefore, is presumptively grounds
for discharge from employment or non-
selection of an applicant. An employee
has the burden of establishing an ade-
quate basis for an exception. University
employees must notify the Human
Resources Department within five days
of a plea of guilty or nolo contendere
or conviction for a felony, or any drug,
alcohol, or sex related offense. Failure to
disclose on an application or report any
such conviction is likewise presump-
tively grounds for disciplinary action
up to and including discharge from
employment. Supervisors should notify
the Human Resources Department
immediately upon being informed of
any such felony plea or conviction.

Falsification of any information while
an employee, including providing false
or dishonest information regarding
another employee, is presumptively
grounds for discharge from employ-
ment. An employee has the burden of
establishing an adequate basis for an
exception. See also Section 4.1

on Employment Applications and
Other Forms.
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4.4 | PRE-EMPLOYMENT

HEALTH ASSESSMENTS

After an employment offer has been
made, Temple University may require

a pre-employment health assessment,
including a drug screening or other
blood or urine test as it deems appro-
priate (See Section 13.10, Drug and
Alcohol Testing). This pre-employment
health assessment will be used to deter-
mine whether the applicant is capable
of performing the essential functions of
the position, with or without reasonable
accommodation. Upon request by an
applicant, Temple University will make
a reasonable accommodation for quali-
fied individuals with disabilities.

Jobs with exposure to lead, heavy metals,
pesticides and/or chemicals may require
baseline blood or urine testing. Positions
with potential exposure to asbestos or
other airborne hazards may require
respiratory tests and X-rays. Other jobs
may require TB and blood borne patho-
gen immunization. Work with some
wild or domestic animals may require a
medical screen. Positions with exposure
to noise levels above 85 decibels may

require a baseline audiogram.

The results of a pre-employment health
assessment will be considered in the
context of the essential functions of the
job. However, the actual report will not
become part of the official personnel
file, will remain confidential, and will
be maintained by the approved physi-
cian of record.

4.5 | EMPLOYMENT ELIGIBILITY

The Immigration Reform and Control
Act mandates that Temple University
verify the identity and work eligibility
of all employees. Therefore, within three
work days of the start of employment,

all employees must provide the Human
Resources Department with proof of
employment eligibility and identity and
sign the I-9 form. Any individual who
fails to provide necessary, original docu-
mentation to Human Resources within
three days of hire will be suspended
without pay pending termination. In
the event that an individual continues
to provide services to Temple University
without providing the required docu-
mentation to the Human Resources
Department, Temple University will
only compensate that individual at the
federal minimum hourly wage rate

for actual time worked, irrespective of
the actual salary or hourly rate paid

by Temple for the position, and the
individual is not entitled to any Temple
University benefits other than those
mandated by law. If the documentation
is produced after the three-day period,
the individual is considered a new

hire as of the date the documentation

is produced. The Human Resources
Department has a list of documents
that establish identity and/or employ-
ment verification.

4.6 | SPONSORSHIP OF FOREIGN
NATIONALS FOR U. S. LAWFUL

PERMANENT RESIDENCE

This policy is intended to provide
guidance to applicants for employment,
employees and hiring departments
regarding the application for and spon-
sorship of foreign nationals by Temple
University. To see the entire policy, go
to the HR web site, management sec-
tion, at www.temple.edu/hr.

Under Federal law, there are strict
requirements applicable to Permanent
Residence status for foreign nationals
who intend to reside in the United States
permanently. There are several ways in

which a foreign national may apply for

Employee Manual

Lawful Permanent Residence status.
The Human Resources Department is
responsible for processing all applications
for Lawful Permanent Residence based
on employment and can only do so
when it is appropriate for the University

to function as the sponsor/petitioner.

The process is lengthy and complex,
potentially involving various govern-
ment agencies. Sponsorship includes
filing ETA Form 9089, Application for
Permanent Employment Certification
with the Department of Labor and
Form I-140, Immigrant Petition for
Alien Worker with the Department of
Homeland Security, U. S. Citizenship
and Immigration Services (USCIS), and
fulfilling the requirements as mandated
by the Department of Labor as well as
all Immigration regulations in employ-
ment-based cases. Questions concern-
ing the application of the policies to a
particular employee should be directed
to the Human Resources Department.

4.7 | IDENTIFICATION CARDS

The Human Resources Department
will issue a photo identification card

to all employees. Every employee is
required to display his/her identifica-
tion so that it is visible when entering
University buildings, offices, and facili-
ties. Any employee refusing to show his/
her Temple ID when requested will be
subject to disciplinary action up to and

including discharge from employment.

Any employee losing his/her ID card
should notify the Human Resources
Department immediately. A fee may be
charged to replace a lost card.

The ID card remains Temple University
property and must be returned along
with all other University property when
an employee leaves employment at

Temple University for any reason.
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4.8 | NEW EMPLOYEE ORIENTATION

During the first few weeks of employ-
ment, an employee must attend a ben-
efits orientation program and a general
orientation program conducted by the
Human Resources Department. During
orientation, each employee will receive
information and training regarding
University policies (including Temple
University’s anti-discrimination and
anti-harassment policies), compensation
and benefit programs, and other general
information about the University.

Each employee must also complete all
employment paperwork, such as retire-
ment and insurance enrollment forms,
beneficiary designation forms and
appropriate federal and state tax with-
holding forms. The orientation program
is a way to learn about the University
and applicable employment policies and
benefits. Supervisors are required to
permit employees to be excused from
their regular job duties to attend these
orientation programs. Departments

are also expected to provide a new
employee with a more specific orienta-
tion about the department and the

specifics of each job assignment.
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Reporting to Work

5.1 | OFFICIAL UNIVERSITY
OFFICE HOURS

The standard University workweek

is defined as a seven-day period that
begins at 12:01 a.m. Monday and ends
at 12:00 midnight, Sunday. Standard
hours of operation in most administra-
tive office areas are from 8:30 a.m.

until 5:00 p.m.The office hours of
administrative offices that serve evening
students may be expanded at the discre-
tion of Temple University.

5.2 (a) | REGULAR WORK
SCHEDULES

Temple University has a standard
workweek of forty (40) hours per
week, excluding time oft for lunch or
other personal breaks. Although the
scheduled hours for employees may
vary from department to department,
all full-time, non-exempt employees
generally work a Monday through
Friday schedule of forty (40) hours
divided into five (5) eight-hour work-
days, unless the employee’s appointment
letter expressly provides for a different
schedule or the Human Resources
Department otherwise approves a
different schedule in writing. Exempt
employees have been hired to perform
particular duties associated with a posi-
tion, without regard to specified hours.
As a result, exempt employees are
expected to work the hours necessary
to complete their assigned work to the
satisfaction of their supervisor without
regard to scheduled hours and without
expectation of additional compensation.
To properly serve students and the pub-
lic, exempt employees are expected to
be at work during normal office hours,
regardless of any other regular schedule.

Certain bargaining units, departments,
areas and functions, due to differing
needs and circumstances and/or having
employees hired prior to July 1, 2004,
may have less than 40 hour schedules
and alternative and/or flexible work
arrangements. Schedules with fewer
than 35 hours per week are considered

part-time.

Lunch periods must be taken, are
unpaid, and are not included in calculat-
ing the hours worked in a particular pay
period. While a one-hour lunch period
is recommended, the lunch period must
be at least 30 minutes. Departments
have the responsibility as well as the
flexibility to determine the lunch
schedule.

5.2 (b) | TRANSITION PLAN TO
MOVE TO STANDARD
40 HOUR WORKWEEK

As of July 1, 2004, approximately 42
percent of all administrative and staft
employees had work schedules of fewer
than 40 hours per week. The inconsis-
tency caused confusion with benefit
calculations that are based on pay, with
new hire salaries, with salary surveys,
with salary scales, and with vacation
and sick time.

Effective July 1, 2004, Temple University
began the transition to standardize the
workweek for full-time employees at
Temple University. Employees currently
working on one of the many schedules
of fewer than 40 hours per week may
be affected and should be familiar with
the transition plan.

1. The standard hours of operation for
most administrative office areas are
from 8:30 a.m. to 5:00 p.m. Depart-
ments have flexibility in determin-
ing employees’ work schedules, which
may begin before 8:30 a.m. or end

after 5:00 p.m. to ensure the 8-hour
workday plus the unpaid lunch period.
2.All non-bargaining unit employees
who are currently classified at a level
of T26 and above have been hired
to perform a specific job and are
expected to work the necessary time
to complete the job. These employees
will be notified that their workweek
is being revised to 40 hours, while at
the same time acknowledging that
they may work in excess of 40 hours
per week to fully perform their job
responsibilities.

3. There will be no global/across-the-
board shift to a 40-hour workweek
schedule for existing employees who
are at levels T21-T25. These employ-
ees will have an option to retain their
present work schedule for as long as
they stay in their current position.
An employee at this grade level who
is interested in moving to a 40-hour
workweek may discuss the possibility
with his/her supervisor. The supervi-
sor can evaluate various factors, in-
cluding budget and workload, before
approving the schedule change.

4.Each department head should assess
workload, budget and the presence of
a collective bargaining agreement to
determine the feasibility of moving
non-exempt and/or exempt posi-
tions at levels T-21 through T-25 to a
40-hour workweek. Where feasible,
the department will be encouraged to
make the change. Where bargaining
unit positions are involved, the depart-
ment manager should contact the
Employee Relations/Labor Group in
the Department of Human Resources
at 1-1319.

5. All positions posted, whether for new-
ly created or existing vacant positions,
will be based on a 40-hour workweek
schedule. All new hires will be hired
for a 40-hour workweek schedule.
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Current Temple University employees
who post for promotions or transfers,
and who subsequently accept the
new position, will begin their new
position on a 40-hour workweek
schedule, regardless of their prior
work schedule.

6.One result of this transition is that de-
partments may have employees doing
similar work, some working 40 hours
and some working schedules fewer
than 40 hours. Departments having
staff employees on varied schedules
should structure the work hours of
employees to ensure service to stu-
dents and the public.

7.The Human Resources Department
will work with each department as
openings occur to provide guidance
in this transition phase to a 40-hour
workweek.

a. In instances where the workload
is sufficient but the budget will
not support moving all employees
to a 40-hour workweek, Human
Resources will encourage the depart-
ment to change the work schedule
for an existing employee who may
want to work the additional hours
on a regular basis. The department
will be encouraged to review such
requests on an individual basis.

b.In instances where the workload
is not sufficient to accommodate a
40-hour week for all employees,
Human Resources will encourage
the department manager to restruc-
ture the department, distribute the
workload to the existing staft, and
rather than hiring another person,
move the existing staff, with their
approval, to 40-hour workweek
schedules. The hiring of a regular
part-time person for 20 hours per
week may also be an option.

8. In instances where a bargaining unit
position may be affected by this
transition, department management
should consult with the Employee
Relations/Labor Group in the
Department of Human Resources.

9. The exception to the above may
be in grant-funded positions. In
such cases, the Human Resources
Department will work with the
hiring department on an individual
basis.

10.This transition plan does not
affect faculty, research assistants
or teaching assistants.

5.3 | FLEXIBLE WORK SCHEDULES

Temple University supports the
principle of flexible scheduling for its
employees in order to balance their
needs with the service and workload
demands of the department.

A flexible work schedule is any alter-
native work schedule for employees
who normally work the traditional
five-day workweek. Flexible schedul-
ing refers to a range of flexible formats,
including varying start or stop times or
varying the number of hours worked
on a particular day. Flexible work
scheduling is neither mandatory nor
an entitlement. Any department and
employee taking advantage of a flexible
scheduling opportunity must ensure
that the department can maintain satis-
factory service to customers during all
hours of the official workday, all work
gets done, no weekly overtime other
than what might normally be needed
is performed, and weekly/monthly

work time for each employee is tracked.

An employee requesting a flexible
work schedule should consult with
his/her supervisor. The department
head has final approval on any flexible

work schedule.

Employee Manual

5.4 | ATTENDANCE AND
PUNCTUALITY

Temple University expects employees

to be reliable and punctual in report-
ing for scheduled work. Unscheduled
absenteeism and tardiness place a burden
on students, the public, other employ-
ees and on the University. In the rare
instances when employees cannot avoid
being late to work or are unable to work
as scheduled, they should notify their
supervisor as soon as possible in advance
of the anticipated tardiness or absence.

All employees are to be ready for work
no later than their scheduled starting
time. Bargaining unit employees must
abide by the terms of their collective
bargaining agreements.

Temple University recognizes that there
are occasions when illness or other per-
sonal events result in an unscheduled
absence from work. Accordingly, Temple
University has a sick leave policy that
provides employees with paid time. (see
Section 6.3).

Poor attendance and repeated tardiness
are disruptive. Repeated tardiness and/
or absences may lead to disciplinary
action, up to and including discharge
from employment. Absences that are
approved under the University’s Family
and Medical Leave Act (“FMLA”)
policy (See Section 6.6) will not be
considered in determining whether dis-
ciplinary action is appropriate. However,
once employees have used all paid leave
(sick, personal and vacation), any addi-
tional approved sick time or leave will
be unpaid. Employees should contact
the Human Resources Department in
the event that they believe an absence
or lateness is covered under Temple
University’s FMLA policy.

Bargaining unit employees are subject
to the attendance provisions of their
collective bargaining agreement and
work rules.
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Time Away From Your Job

6.1 [ HOLIDAYS

The University recognizes the following
paid holidays for all full-time employees
not covered under a collective bargain-
ing agreement:

* New Year’s Day

* Memorial Day

* Independence Day

» Labor Day

* Thanksgiving Day

* Friday after Thanksgiving

* Day before Christmas

* Christmas Day

Three (3) additional personal holidays,
which may be scheduled in accordance
with an employee’s personal preference
and prior department approval, are also
provided to employees each fiscal year.
Employees are eligible for paid holidays
from their date of hire; however, during
an employee’s first year with Temple
University, personal holidays are pro-
rated in full day increments.

Part-time employees regularly working
20 hours or more per week are eligible
for pro-rated holiday pay. Any employee
absent without pay the workday before
or after the holiday is not entitled to
holiday pay. It is the responsibility of
the supervisor to ensure that the depart-
ment is adequately staffed in order to
continue to provide effective services

at all times.

Bargaining unit employees are subject
to the holiday provisions in their collec-

tive bargaining agreement.

Employees who leave Temple University
during the fiscal year are not entitled to
receive pay for any unused personal days

or holidays.

6.2 [ VACATION

Temple University grants paid vaca-
tion time each fiscal year to all

eligible employees based on their
length of service and their employ-
ment classification. The approval of the
employee’s supervisor is required before
requests for vacation will be granted.
Supervisors and employees have the
responsibility to plan vacation schedules
that do not interfere with the opera-
tional requirements of the particular
office or department. Employees are
required to verify that any time not
worked is properly recorded as vacation
time. The University has the right to
designate any time not worked by the
employee as vacation time in the event

the employee fails to do so.

NEW HIRES

For Salary Grade Levels T21-T25:
During the entire introductory/proba-
tionary period, including any exten-
sions, employees will accrue vacation
at the rate of one day per month to a
maximum of 10 days per year. At the
completion of the introductory/proba-
tionary period, employees will accrue
vacation for the remainder of the fiscal
year at the rate of 1.5 days per month

to a maximum of 15 days per year.

For Salary Grade Levels T26

and above:

During the entire introductory/proba-
tionary period, including any exten-
sions, employees will accrue vacation
at the rate of two days per month to a

maximum of 20 days per year.

During their introductory/probation-
ary period, newly hired non-bargaining
employees will be able to use vacation
that has accrued. Temple University will
not advance vacation time to introduc-

tory/probationary employees.

EXISTING EMPLOYEES

For Salary Grade Levels T21-T25:
At the beginning of the first full fiscal
year of service, employees are eligible
to accrue 15 days of vacation per year.

At the beginning of the 12th full fiscal
year of service, employees are eligible to
accrue twenty days of vacation per year.

For Salary Grade Levels T26
and above:

Employees are eligible to accrue an
annual vacation benefit of 20 days

per year.

Part-time employees, who regularly
work in excess of 20 hours per week,
are entitled to paid vacation on a
pro-rated basis, calculated based on
the number of hours worked.

Non-exempt employees may take
vacation days in two-hour increments

Oor more.

Vacation time is accrued monthly,
however, vacation does not accrue
during any month in which the
employee is not paid. Employees who
have successfully passed their introduc-
tory/probationary period may have
vacation time advanced effective July
1st of each fiscal year with the under-
standing that if employment terminates
prior to June 30th of the fiscal year, an
employee’s allocation of vacation time
will be determined on a pro-rated basis
according to the active service they

have completed during that year.

Unused vacation time will not carry
over into the next fiscal year. Likewise,
vacation pay in lieu of time off will
not be permitted. It is the responsibil-
ity of the supervisor to ensure that
employees have the opportunity to
use their eligible vacation time and to
accurately record vacation time used
in the University’s electronic leave
collection system. It is also the respon-

sibility of the supervisor to monitor
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vacation scheduling to ensure that the
department is adequately staffed to
provide effective services at all times.
Recognizing that an unforeseen situa-
tion may arise in the department pro-
hibiting an employee from being able
to use all of his/her accrued vacation
time by fiscal year end, the division Vice
President is authorized to grant the
following exception to the University

vacation policy:

Exception: In the event an employee
is not able to take his or her remain-
ing vacation time by fiscal year end,
the employee will be permitted

to carry forward up to 5 vacation
days to be used during the month

of July. A formal request must be
prepared by the employee’s supervisor
providing justification for the request
and approved by the division Vice
President. The vacation days carried
forward must be tracked manually by
the department timekeeper, and the
time used during the month of July
must not be recorded in the leave

collection system.

Employees are required to provide

at least two (2) weeks notice of
resignation. Employees who are
terminated or employees who resign
with appropriate notice will be
entitled to receive pay for earned but
unused vacation, provided that they
have completed the probationary/
introductory period and do not owe
Temple University reimbursement
for days taken but not earned. At

the time of employment separation,
vacation time earned but not used
will be paid out in an employee’s
final paycheck or no later than the
next regularly scheduled payroll. If
an employee has used more vacation
time than he or she has earned when
the employee’s employment is termi-
nated (for any reason), an adjustment
for the overage will be made in the
final paycheck, as permitted by law.

Employees covered under collective

bargaining agreements are to comply
with the vacation provisions specified
in their respective union agreements.

6.3 | SICKLEAVE

Temple University recognizes that
employees may have unexpected
absences from work due to their own
illness or the illness of an immedi-

ate family member. For purposes

of this policy, “family members”
include: (1) the employee’s spouse,

(2) the employee’s parent, and (3) the
employee’s natural or adopted child or

dependent stepchild.

To provide employees with continued
income during unexpected absences for
illnesses, each non-bargaining full-time
employee will receive 10 sick days per
year. Non-bargaining introductory/
probationary employees will accrue sick
days at the rate of one day per month
up to 10 days during their first year of
employment. Part-time employees, who
regularly work in excess of 20 hours
per week, are entitled to sick days on a
pro-rata basis, calculated on the number
of hours they work. Bargaining unit
employees’ entitlement to sick leave is
governed by the applicable collective
bargaining agreement.

All sick days are for illness and are not
simply “extra days” oft with pay from
work. Temple University expects that its
employees will use their annual sick days
only for their own personal illness or the
illness of an immediate family member.
Accordingly, Temple University does not
compensate employees for any unused
sick days. Rather, all unused sick days are
contributed to a paid sick leave bank at
the end of the year which can be used in
subsequent years for an employee’s own
illness. An employee who leaves Temple
University is not entitled to payment for
any unused sick days.

Employee Manual

An employee is cautioned to use sick
days sparingly. Unless on FMLA leave,
University medical leave, or other
University Leave that is approved prior
to the absence in accordance with this
Employee Manual, an employee who
uses more than five of his or her allotted
sick days in any fiscal year or otherwise
demonstrates a pattern of abuse by using
sick time to extend weekends, holidays
or vacation time may be subject to pro-
gressive discipline, up to and including
discharge from employment. Although
Temple University does not typically
require medical documentation for the
use of regular sick days, it reserves the
right to do so if the Human Resources
Department believes an employee is
demonstrating a pattern of abuse. An
employee will be notified in writing by
his/her supervisor if he/she is required
to provide medical documentation for
regular sick day use.

Employees are encouraged to build a
bank of sick days to help them with
salary continuation during their own
serious illness. Employees may use sick
days from the sick leave bank for their
own serious illness prior to exhaust-
ing vacation and/or personal days.
The elimination period for long-term
disability is six months. In order to
receive salary and benefit continuation
during the entire elimination period,
an employee will need 140 banked sick
days. To ensure that an employee has
coverage during a second major illness
period, there is no cap on the number

of sick days that an employee may bank.

Temple University policy strictly
prohibits the use of sick days to extend
weekends or holidays unless approved
by the employee’s supervisor and/or
the Human Resources Department.
Accordingly, the Human Resources
Department will monitor the use of
sick days for patterns of sick days clus-
tered around weekends or holidays.
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Although sick days are earned through-
out the year at a rate of one day per
month up to a maximum of 10 days for
full-time employees, Temple University
will advance employees all 10 sick days
on July 1st of each fiscal year (pro-rated
for new hires), with the understand-
ing that if employment terminates
prior to June 30th of the fiscal year, an
employee’s allocation of sick days will
be determined on a pro-rated basis
according to the active service they
have completed during that year. At

the time of employment separation,

an adjustment for the overage will be
made in the employee’s final paycheck,
as permitted by law.

Bargaining unit employees are subject
to the provisions in their collective

bargaining agreement and work rules.

6.4 | BEREAVEMENT LEAVE

A full-time and regular part-time
non-bargaining unit employee will be
granted the following paid bereavement
leave to attend the funeral or mourn the
recent death of a family member.

Relative Days of paid leave

Spouse, parent,
child, dependent
stepchild, sister,
brother

4 Days

Grandparent,
grandchild,
father-in-law,

3 Days

mother-in-law,
child of a sibling

Grandparent-in- | 1 Day
law, sister-in-law,
brother-in-law, or

directly-related

aunt or uncle

An employee shall make every effort

to notify his or her supervisor prior to
taking such leaves. Temple reserves the
right to demand proof of any death and
relationship for which leave is taken.

6.5 | JURY DUTY/COURT
APPEARANCE

Temple University will excuse any
employee who is called to jury duty
from assigned work duties on the

day(s) the employee reports to court. If
excused from jury duty for any reason
during a workday, the employee must
return to work to receive pay for that
day. Employees called to jury duty shall
be required to present a statement issued
and signed by the Clerk of the Court
stating the number of days the employee
was on jury duty. Provided that the
employee provides this documenta-
tion, Temple University will treat this
absence as a paid leave for up to 20 days.
Temple University does not require the
employee to turn over any fees paid to
the employee by the Court for jury duty.

Bargaining unit employees will be
compensated in accordance with the
applicable collective bargaining agree-
ment which may include remitting any
fees paid to the employee by the court
for jury duty.

6.6 | FAMILY AND MEDICAL LEAVE

Temple University recognizes that it
sometimes may be difficult for employ-
ees to balance the demands of a job
with personal and family needs. The
Family and Medical Leave Act of 1993
(“FMLA”) requires Temple University
to allow eligible employees to take

up to 12 weeks of leave (paid and/or
unpaid) to care for a newborn or newly
adopted child, to recuperate from their
own serious illness, or to care for a seri-
ously ill family member. For purposes of

this policy, “family members” include:
(1) the employee’s spouse, (2) the
employee’s parent, (3) the employee’s
natural or adopted child or dependent
stepchild. In addition, new provisions
of the FMLA require employers to pro-
vide up to 12 weeks of FMLA leave to
eligible employees who are the immedi-
ate family members (spouses, children
or parents) of reservists or members of
the National Guard who are called to
active duty in the U.S. Military and up
to 26 weeks of unpaid leave to eligible
employees who are providing care for
family members wounded while serving
in the U.S. military.

An eligible employee is one who has at
least 12 months of service with Temple
University and has worked at least 1,250
hours for Temple University during the
previous 12-month period. Eligibility

is determined at the time the employee
requests the leave.

An eligible employee, as defined by
the FMLA, may take up to 12 weeks
of family and medical leave during a
rolling backward 12-month period for
specified family and medical reasons.
Eligible employees are entitled to 12
workweeks of FMLA leave during any
12-month period. Under the rolling
backward method, the 12-month period
will be measured backward from the
date an employee requests FMLA leave
to determine whether the employee is
eligible for any additional leave.

Family and medical leave may be
requested for:

* Birth, adoption, or foster care—
A new parent or foster parent may
apply for leave within one year after
the child is born or placed in the
parent’s home. If both parents work
for Temple University, they will be
entitled to a total of 12 weeks be-
tween them.
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* The employee’s serious health
condition, as defined by law—This
includes an employee who requires
inpatient treatment, has a chronic
health problem, is incapacitated for
more than three calendar days while
receiving medical treatment, or has
a non-chronic health condition that
could result in a period of incapac-
ity for more than three calendar days
without medical treatment and/or is
pregnant (including prenatal care).

* A family member’s serious health
condition, as defined by law.

Time can be taken on a continu-

ous, reduced-hour or intermittent

basis depending upon the situation.

Employees should contact Human

Resources to request reduced-hour or

intermittent leave.

Temple University requires employees
to use all unused annual sick days (if
appropriate in accordance with the Sick
Leave Policy, Section 6.3), vacation, and
personal holidays during any FMLA
leave, unless the employee has sick leave
accumulated in his/her sick leave bank
which is available for use in accordance
with the Sick Leave Policy, Section

6.3 or is otherwise receiving payments
from Workers’ Compensation or other
University-sponsored disability plans. If
an employee has exhausted all paid leave
and is not receiving disability benefits
through Temple University, the balance
of the FMLA leave is unpaid.

Whenever possible, employees should
apply for family and medical leave by
submitting a request to their immedi-
ate supervisor 30 days prior to the start
date of the requested leave. If the need
for leave is unforeseeable, the employee
should submit the request as soon as
possible. It is the employee’s respon-
sibility to notify his/her supervisor in
advance if he/she needs to extend the
length of his/her FMLA leave beyond
the leave period initially granted.

If an employee requests FMLA leave to
care for an immediate family member or
his/her own illness, the employee must
attempt to schedule the leave, where
reasonably possible, so as not to unduly
disrupt Temple University’s operations.

Temple University may agree to inter-
mittent or reduced-schedule FMLA
leave when requested by an employee
following the birth, adoption, or foster
care placement of a child provided that
the employee’s supervisor agrees to

the schedule.

When an employee requests FMLA
intermittent or reduced-schedule leave
for any reason, Temple University may
temporarily transfer the employee to
another available position with equiva-
lent pay and benefits if such a transfer
better accommodates the employee’s
need for a reduced schedule or inter-

mittent leave.

Temple University requires periodic
medical certification from the employee
regarding either the employee’s own
serious health condition or that of a
family member.

Temple University also requires peri-
odic reports on the employee’s status
and intent to return to work. However,
if the minimum duration of the period
of incapacity specified on a certifica-
tion for leave is more than 30 days,

or if the leave is intermittent or on a
reduced-leave basis, Temple University
may not request recertification until
the minimum period specified in the
certification has passed, unless: 1) the
employee requests an extension of
leave, (2) circumstances have changed
significantly, or 3) Temple University
receives information that casts doubt on
the continuing validity of the certifica-
tion. Temple University may also con-
tact the employee’s health care provider
for the purpose of clarifying and/or
verifying the authenticity of the

Employee Manual

medical certification. Both the FMLA
and Health Insurance Portability and
Accountability Act (HIPAA) require
that Temple obtain authorization prior
to seeking this information from the
employee’s health care provider. The
employee is not required to sign the
authorization, but if he/she does not,
Temple University may not be able to
adequately evaluate the request for leave.
Under such circumstances, Temple
University may deny the request for
leave based on the information provided
in the employee’s health care certifica-
tion or require the employee to obtain

a second opinion from a health care
provider retained by Temple University
at its expense.

An employee will not accrue sick days,
vacation days, or personal holidays while
on an unpaid FMLA leave. While on
unpaid intermittent or reduced-sched-
ule FMLA leave, an employee’s accrual
of sick, vacation and personal days will
be pro-rated in accordance with the

intermittent or reduced work schedule.

Upon return from family and medi-

cal leave, the employee is entitled to

be returned to the same position held
when family and medical leave com-
menced or to an equivalent position
with equivalent benefits, pay, and other
terms and conditions of employment. In
the event that an employee’s position is
eliminated as part of a scheduled reduc-
tion in force while the employee is on
leave, Temple University is not obligated
to reinstate the employee unless there is
an open equivalent position available at
the time the employee is able to return
to work and for which the employee is
otherwise qualified.

Certain key employees, as defined by
law, may be denied restoration to their
jobs when that restoration would cause
substantial and/or grievous economic

injury to the University’s operations.
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An employee who is considered a key
employee under the FMLA will be
notified of that fact at the time he/she
requests a leave of absence.

If an employee is covered under Temple
University’s insurance plans, then medi-
cal, dental, and other insurance benefits
will continue while the employee is on
FMLA leave provided that the employee
continues to pay his/her share of the
cost of such coverage. The University
may terminate an employee’s coverage
for failing to make premium contribu-
tion payments while on leave if the pre-
mium is more than 30 days overdue and
the University has given the employee
written notice that the payment has not
been received at least 15 days prior to
the date coverage ceases. Retirement
savings plan participation may also con-
tinue during any period of paid leave.
Employees cannot contribute through
the University to any retirement savings
plan while on unpaid leave.

If an employee fails to return to work
following the leave for any reason other
than the continuation, return, or onset
of a serious health condition or other
circumstances beyond the employee’s
control, the University is entitled to
recover the cost of the premiums it paid
to maintain the employee’s health care
coverage during the period of unpaid
FMLA leave. Temple University may
not, however, recover the premiums
paid with respect to any period of paid
leave. If it becomes known that the
employee is not returning to work and
therefore ceases to be entitled to FMLA
leave, the University’s obligation to pro-
vide health benefits (except as provided
under COBRA, see Section 7.12) and
to restore the employee to work will

cease at that time.

An employee who exhausts his/her

12 weeks of FMLA leave may apply

for other Temple University Leave (see
University Medical Leave, Section 6.7 or
University Personal Leave, Section 6.8).
It is the employee’s obligation to notify
his/her supervisor if he/she seeks addi-
tional leave under another University
policy. The granting of additional leave
by Temple University does not extend to
the employee’s right to reinstatement to
the same or equivalent position.

Bargaining unit employees are subject to
the terms and conditions of the appli-
cable collective bargaining agreement.

6.7 | UNIVERSITY MEDICAL LEAVE

In addition to FMLA leave (Section
6.6), Temple University also provides
eligible employees with an opportunity
to apply for a University medical leave.
Although a University medical leave
may be taken in addition to FMLA
leave, the combined duration of any
such leaves, including FMLA, vacation,
sick days, and personal days may not
exceed one year.

To be eligible, an employee must be
either a full-time or regular part-time
(20 hours or more) non-bargaining
employee and have completed at least
six months of continuous service.
Granting of a University medical leave
is a discretionary determination by the
University. A University medical leave

is unpaid, unless the employee has paid
sick, vacation or personal days available
(See Section 6.3, Sick Leave). In such
cases, the employee will be required

to use these days until no more are
available.Vacation, personal holidays, and
paid sick time do not accrue during any
unpaid leave of absence.

Employees may apply in writing to

Human Resources for a University

medical leave for their own serious
health condition, if any of the following
circumstances apply:

1. They have six months, but less than
one year, of continuous service with
the University and are, therefore, not
eligible for FMLA;

2.They are not eligible for FMLA
for other reasons;

3.They have exhausted their
FMLA leave.

An approved University medical leave

does not guarantee that an employee

may return to his/her position and
does not extend any right to rein-
statement under the FMLA policy. If
the employee returns from the leave
within the leave period, the University
will make reasonable efforts to place
the employee into an open position
for which he/she is qualified. If no
positions are available, the employment
relationship will end.

If an employee is covered under Temple
University’s insurance plans, then medi-
cal, dental, and other insurance benefits
will continue while the employee is

on paid leave of any type. Benefits will
be continued while an employee is on
unpaid leave of any type if the employee
pays the entire cost of such coverage.
The University may terminate an
employee’s coverage for failing to make
premium contribution payments while
on University medical leave. Retirement
savings plan participation may also
continue during any period in which
the employee continues to receive pay-
ment for accrued sick or vacation time.
Employees cannot contribute through
the University to any retirement savings
plan while on unpaid leave.

University medical leaves for employees
in collective bargaining units are gov-
erned by the terms of their respective
bargaining agreements.
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6.8 | UNIVERSITY PERSONAL LEAVE

Any full-time or part-time non-
bargaining unit employee (20 hours
or more) may apply in writing to the
Human Resources Department for an
unpaid University leave for personal
reasons if he/she has completed at
least one year of continuous service
for Temple University and has used all
accrued vacation time. The length of
total leave time approved, including any
paid time (such as vacation time) will
not exceed one year.

Approval of a request for a University
personal leave is a discretionary deter-
mination by the University. If granted,
a University Personal Leave does not
guarantee that an employee may return
to his/her position. If the employee
returns from the leave within a year
from the date the leave started, the
University will make reasonable efforts
to place the employee in an open posi-
tion for which he/she is qualified. If no
positions are available, the employment
relationship will end.

Vacation, personal holidays and paid sick
time do not accrue during any unpaid
University Personal Leave. Benefits will
be continued while an employee is on
unpaid University Personal Leave pro-
vided that the employee pays the entire
cost of such coverage. The University
may terminate an employee’s coverage
for failing to make premium contribu-

tion payments.

Upon approval from the Provost and
other designated University Officers
(and the President in cases where the
request is greater than one year), a fac-
ulty member may request a University
personal leave to pursue other personal
opportunities for which compensation
is received. In general, a request for a
University personal leave is for less than

one year in duration. Temple, after care-
ful and due consideration, shall grant or
deny the request.

University personal leaves of absences
for employees and faculty in collective
bargaining units are governed by the
terms of their respective bargaining

agreements.

6.9 | MILITARY LEAVE

Temple University recognizes
that National Guard and Reserve
Component Forces may be called or

ordered to active duty.

Any employee who is called to or
enlists for active duty in the Army, Navy,
Marine Corps, Air Force, Coast Guard,
Public Health Service commissioned
corps, and the reserve components of’
these services and the National Guard,
in response to call-ups to aid with our
nation’s security and defense needs,
automatically shall be granted a leave
of absence in accordance with the
provisions of the Uniformed Services
Employment and Reemployment
Rights Act of 1994, for up to five
years. This leave can be extended if the
national emergency continues beyond

that period.

Except when required by military
necessity or when it is otherwise im-
possible or unreasonable, an employee
must give advance notice to his/her
supervisor either orally or in writing
of any need for a military leave of
absence. A copy of the “official orders”
must be submitted to the employee’s
supervisor as soon as possible after
receipt by the employee.

Military leaves without pay for employ-
ees in collective bargaining units are
governed by the terms of their respec-

tive bargaining agreements.
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An employee may use accumulated
vacation or personal days prior to
beginning the military leave of absence.
For employees whose active service is
31 days or more, the University will
continue the employee’s health benefits
coverage for a period of 30 days from
the date military leave begins, after
which time the employee will have the
option of continuing such coverage at
his/her own expense while on active

military leave.

Applicable tuition benefits for depen-
dent children and a spouse will remain
in effect for the duration of an employ-

ee’s military leave.

With regard to employee pension ben-
efit plans maintained by the University,
any person re-employed after military
service under this policy will be treated
as having no break in service for the
period of military service. Time served
in the military will be deemed to
constitute service with the University
for vesting purposes.

Upon completion of active military
duty, the employee shall be restored

to his or her former position or one

of equal status and pay without loss of
service credit or seniority, provided he/
she returns to work within 90 days after
discharge from active military service.
The individual’s original hire date will
be maintained for determining length of
service, including vacation entitlement
and seniority. Pay increases and other
benefits that accrue while the employee
is on leave will be granted upon
reinstatement to active employment. In
the event that an employee’s position is
eliminated as part of a scheduled reduc-
tion in force while the employee is on
leave, Temple University is not obligated
to reinstate the employee unless there is
an open equivalent position available at
the time the employee is able to return
to work and for which the employee is
otherwise qualified.
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Understanding Your Benefits

7.1 | THE BENEFITS OFFICE

Benefit plan coverage is available to full-
time employees and faculty members.
Specific benefit plan eligibility is based
on job classification, and the effective
dates of coverage will vary depending
on the type of benefit and, for repre-
sented employees, on the terms of any
collective bargaining agreements that
are in force. Employees and faculty
members must complete the applicable
enrollment process in order for coverage

to be in effect.

Employees and faculty members should
contact the Benefits Office in the
Human Resources Department for
detailed information about plans and
costs. The Benefits Office may be
reached at 215-204-1321.The office is
in USB, Room 608, and is open Monday
through Friday, from 8 a.m. to 5 p.m.
This information is also available on the
HR web site at www.temple.edu/hr.

7.2 | NOTICE OF PRIVACY
REGARDING PERSONAL
HEALTH/MEDICAL

INFORMATION

Temple University values each employee,
and the protection of employee privacy

is very important. In conducting busi-
ness, the Benefits Office in the Human
Resources Department may create and
maintain records that contain protected
health information about an employee
and the health care provided as a member
of a benefit plan.

“Protected Health Information” is personal
information about an employee or his/her
dependent(s) which can reasonably be used
to identify the employee and that relates

to the employee’s past, present, or future
medical condition, the provision of health
care, or the payment for that health care.

The Human Resources Department
protects each employee’s privacy by main-

taining health related information separate

from the main personnel file. Human
Resources limits disclosure of this informa-
tion to those on a need-to-know basis. The
University will produce this information

to a third party upon receipt of a duly
executed consent by the employee or a

lawfully served subpoena or court order.

7.3 | PERSONAL DATA CHANGES

Each employee must promptly notify
the Human Resources Department

in writing of any changes in his/her
personal data. Personal mailing addresses,
telephone numbers, number and names
of dependents, individuals to be con-
tacted in the event of emergency, educa-
tional accomplishments, and other such
information must be kept current and
accurate at all times. Mailing addresses,
phone numbers and emergency contact
information may be updated elec-
tronically on the Employee Self Service
(ESS) site. ESS may be accessed from the
HR web site at www.temple.edu/hr.
In the event of a name change, a copy
of the employee’s new Social Security
card must be submitted to the Human
Resources Department to change the
name on the payroll.

7.4 | HEALTH INSURANCE BENEFITS
The University offers eligible employees

medical insurance, which is generally
effective upon hire date, subject to the
employee’s completion of the enroll-
ment process. For information regarding
the choice of carriers available, please
see the HR web site at www.temple.
edu/hr. In addition, the University
offers certain prescription drug cover-
age benefits, dental insurance benefits,
and vision care benefits as part of the
employee benefit program. Additional
information on these programs is avail-
able on the HR web site or by con-
tacting the Benefits Office within the
Human Resources Department.

Eligible employees may elect single cov-
erage or may elect to cover their spouse
and legally dependent children (biologi-
cal, adopted, or step). The University
subsidizes, in part, the cost of the group
medical coverage for single coverage
and/or the coverage for a spouse or
dependent child, with employees and
faculty members contributing a per-
centage of the premium. Coverage and
co-payments vary by job classification
and by bargaining unit.

Legally dependent biological, adopted,
and stepchildren are covered through age
19, or to age 23 if a full-time student.

When an employee returns from any
unpaid leave, regardless of whether he/
she elected benefit continuation during
the unpaid leave period, the benefit
coverage for that the employee received
prior to the start of the unpaid leave

will be reinstated as follows:

1. When the return to work date is on
or before the 15th of the month, ben-
efits will be reinstated as of the first
of that month;

2.When the return to work date is after
the 15th of the month, benefits will
be reinstated on the first day of the
following month.

An employee can elect to pay the full
cost of the benefits during the unpaid
leave period. An employee who elected
to continue benefit coverage during the
unpaid leave can continue to do so until
benefits are reinstated.

7.5 | LIFE AND DISABILITY BENEFITS

The University provides eligible
employees with group term life insur-
ance that is non-contributory. The
amount of the basic life insurance var-
ies, depending upon the job classifica-
tion and/or any applicable collective

bargaining agreement in effect.

Eligible employees may elect to
purchase additional life insurance in
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the amounts of 1.5, 2, or 3 times their
salary. The maximum amount of life
insurance, including the basic amount,
varies between $300,000 and $500,000.
Employees pay the full cost of this addi-
tional insurance, with the rates based on
age. If additional life insurance is elected
within 31 days of initial eligibility, there
is no requirement to produce medical

evidence of insurability.

Eligible employees may elect to
purchase accidental death and dismem-
berment insurance coverage. AD&D
coverage amounts range from $10,000
to $150,000, and employees may enroll
or change coverage elections effective
the first of any month, with no medical

evidence required.

Short-term disability benefits provide a
level of income and benefit continuation
for employees who are unable to work
due to a disability and who have
exhausted their paid sick time. Eligible
employees pay the full cost of this
benefit. If coverage is elected within

31 days of eligibility, there is no
requirement to produce evidence of
insurability. The short-term disability
benefit provides 60% of base salary after
4 weeks of disability. Income replace-
ment may continue for a maximum of
22 weeks per occurrence. The
University will continue coverage in all
benefit plans in which the employee was
enrolled prior to the disability.

Long-term disability benefits provide a
level of income replacement, as well as
continued benefit plan coverage, after six
months of an inability to work. Eligible
employees share the cost of this insur-
ance with the University, with employ-
ees paying 50 percent of the cost. If
long-term disability coverage is elected
within 31 days of initial eligibility, there
is no requirement to produce medi-

cal evidence of insurability. The LTD
benefit provided varies, depending on
the job classification and/or any appli-

cable collective bargaining agreement in
effect. In some instances, supplemental
disability benefits are oftered.

Benefits may vary based on the bargain-
ing unit. Members of a bargaining unit
should consult their collective bargain-
ing agreement.

For more information, employees can
refer to the HR web site at www.
temple.edu/hr or contact the Benefits
Office in the Human Resources
Department.

7.6 | RETIREMENT PLAN AND
TAX DEFERRED 403(B)
CONTRIBUTIONS

The University offers several differ-

ent types of retirement plans, which
vary depending on job classification
and collective bargaining agreements.
Employees and faculty members should
contact the Benefits Office in the
Human Resources Department for
information regarding their eligibility.

All employees paid on the University
payroll system may voluntarily elect
to make pre-tax contributions to a
tax deferred 403(b) account. There
are several investment options from
which to choose. The maximum
amount an employee may contribute
in any calendar year is limited by IRS
regulations. For more information,
employees can refer to the HR Web
site at www.temple.edu/hr or con-
tact the Benefits Department in the
Human Resources Department.

7.7 | FLEXIBLE SPENDING
ACCOUNTS

Eligible employees may elect to par-
ticipate in flexible spending accounts.
There is one plan for health expenses
and a second plan for dependent

care expenses.
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Under both plans, employees make an
election every December to contrib-
ute funds on a pre-tax basis for the
subsequent calendar year. Funds are
deducted from an employee’s paycheck
on a pre-tax basis for federal and FICA
purposes. Employees submit their claims
for reimbursement directly to the third

party administrator.

Under the Health Care Account,
employees may contribute an amount
up to $5,000, depending upon the bar-
gaining unit, per calendar year for pay-
ment of unreimbursed medical, dental,
vision, pharmacy, and hearing expenses.
Under the Dependent Care Account,
employees may contribute up to $5,000
per calendar year for eligible child or
elder care expenses. In accordance with
IRS regulations, employees may only
submit expenses incurred during the
specific calendar year. Any remaining
money left in the account at the close
of the calendar year will be forfeited.
The maximum contribution amounts
may change based on changes in appli-
cable laws or regulations.

For more information or to enroll,

employees should refer to the HR web
site at www.temple.edu/hr and select
Flexible Spending Accounts located in

the Benefits section.

7.8 | TRANSPORTATION BENEFITS

Temple University offers employees
the ability to enroll in transportation
benefits. Payments for these benefits
are deducted through payroll deduc-
tions. Employees who leave Temple
University must ensure full payment
for these benefits and are obligated to
reimburse Temple University for ben-
efits received but not yet paid for. For
more information, employees can refer
to the Wageworks web site at
www.wageworks.com.
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Temple University also allows employees
to pay monthly parking costs in any of
the Temple lots on a pre-tax basis. For
more information, employees can refer
to the Office of Parking Services at
www.temple.edu/parking.

7.9 | TUITION REMISSION

Temple University offers tuition
remission benefits for certain regular
full-time employees, including faculty
and their spouses and eligible depen-
dents subject to the course taken and
the requirements of being in academic
good standing and being in compli-
ance with all academic standards and
policies. Employees may not use tuition
remission benefits unless the account
is current or the employee has made
arrangements to pay any past due bal-
ance in full by the end of the current
semester. Forms authorizing Temple
University to advance the outstanding
balance on the employee’s behalf and
deduct this amount in equal install-
ments beginning with the next payroll
period and continuing through the
last pay period prior to the end of the
semester are available in the Bursar’s
office. Misrepresenting any information
on this form may result in discipline
including, but not limited to, ineligi-
bility for further tuition remission or

termination from employment.

The following persons are eligible
to participate in Temple University’s
tuition remission program for courses

taken at Temple University:

* Full-time faculty, subject to the collec-
tive bargaining agreement between
TAUP and Temple University;

* Research and teaching assistants;

* Regular full-time administrative and
non-administrative staff;

* Spouses of tenured, tenure-track
faculty, and faculty “grandfathered”
as Special Appointment Faculty;

* Spouses of regular full-time
administrative staff (T-26 and above);
and

* Legally dependent children of
full-time faculty and regular full-
time staff, including natural, adopted,
or non-adopted stepchildren of the
employee who are less than 24 years
of age when initially enrolled in a
Temple University undergraduate
degree program.

Tuition benefits begin the first day

of the semester after hire date or date

upon which the faculty member or

staff member becomes a full-time
employee. Employees who terminate
employment with Temple University
prior to the beginning of the semester
for any reason other than official retire-
ment are not entitled to any further
tuition remission benefits. Employees
whose employment with Temple

University is terminated for any reason

(other than official retirement from

Temple University) after the start of

the semester will continue to receive

the tuition remission benefit through
that semester only. Employees and their
eligible dependents receiving tuition
remission must remain in academic
good standing and must have paid all
balances due on the account for fees
that are not otherwise paid through the

tuition remission benefit.

Full-time faculty and administrative staft
who retire from Temple University
remain eligible for the same tuition
remission benefits for which they

were eligible as employees on the day

of retirement.

No tuition remission is given for
courses taken in Temple University’s
Schools of Law, Medicine, Dentistry, or
Podiatric Medicine, with the exception
of specially designated graduate courses
as determined by the Dean’s office of
the specific professional school. In the
School of Pharmacy, tuition remission

is limited to undergraduate programs.

Graduate tuition benefits may be
considered a taxable benefit. The value
of graduate tuition benefits will be
included in the employee’s taxable
wages, and all applicable taxes will be
withheld during the year the tuition
benefits are received.

The benefit entitlement for eligible
employees and eligible dependents is
as follows:

* Employee—100 percent tuition remis-
sion for eligible Temple University
courses, up to eight (8) credits for
undergraduate and/or graduate
courses per semester.

* An Employee’s Spouse—50 percent
tuition remission for eligible Temple
University courses.

* An Employee’s Dependent Children—

* Fall/Spring Semesters. 100% tuition
remission for up to 10 semesters to
complete their degree in a Temple
University undergraduate program.
Dependent children may be full-time
matriculated students, or they may
be part-time matriculated or non-
matriculated students.

» Summer Sessions. An eligible de-
pendent child who is a full-time
matriculated student at any univer-
sity, including Temple, may receive
tuition remission for Temple
University courses taken over the
summer sessions. For purposes of this
policy, either one or both consecu-
tive summer sessions are counted as
a single semester, and therefore, will
be counted as one of the 10 semes-
ters for which a dependent child is
eligible under Temple University’s
tuition remission program.

» Temple Abroad. An eligible dependent
child who is a full-time matriculated
student at any University, including
Temple, may receive tuition remission
for Temple University courses taken as
part of Temple Abroad provided that
he/she applies for and is accepted into
the program through Temple Univer-
sity’s standard admission process.
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If faculty members or employees hav-
ing at least 10 years of service become
deceased prior to retirement while still
in full-time employment status, their
children are eligible for the tuition
benefits for up to 10 semesters, includ-
ing any semesters already completed at
the time of the parent’s death.

Employees may register for any class
that does not interfere with the
employee’s regular work schedule. Upon
request, a Vice President or Dean may
approve a flexible work schedule for an
employee to allow the employee to take
a course during normal work hours.
Under such an arrangement, the flexible
schedule must not negatively impact the
functioning of the office. In addition,
the employee’s regular work schedule
must be adjusted to account for the

time spent at class.

In any given semester, the value

of tuition remission benefits on a
per-credit-hour basis shall equal the
per-credit-hour rate of the least costly
program at Temple University offering
the degree. For instance, the calculated
rate of tuition remission per-credit-
hour for the Executive MBA (EMBA)
program will not exceed the standard
per-credit-hour rate for the traditional

MBA program.

Bargaining unit members should refer
to the collective bargaining agreement.

710 1 MEDICALLEAVE
DONATION-POLICY

Employee Manual
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Understanding Your Benefits

7.11 | SEVERANCE

It is not mandatory for Temple
University to award severance but it
may be awarded, if approved by the
Human Resources Department, to full-
time, regular, non-bargaining employees
whose employment is involuntarily
terminated by Temple University due
to job elimination or reduction in
workforce. Employees discharged for
poor performance or reasons other
than layoff due to lack of work are not
eligible for severance payments under
this policy. Introductory/probationary

employees are not eligible for severance.

The following table sets forth guidelines

for severance:

Length of service | Weeks paid of
severance
0-1 year 0 weeks
1-3 years 2 weeks
3-5 years 4 weeks
5-7 years 6 weeks
7-10 years 8 weeks
10-15 years | 10 weeks
15-19 years | 12 weeks
20-24 years | 15 weeks
24-29 years | 18 weeks
29 and over | 21 weeks

7.12 | HEALTH BENEFITS UPON

TERMINATION (COBRA)

Upon termination of employment for
any reason other than discharge due to
violation of Temple University’s Rules
of Conduct, a qualified employee and
any dependent enrolled in Temple
University’s health and dental care plans
may elect continuation of coverage
known as “COBRA.” Under COBRA,
the employee or family member may
extend coverage for an additional 18
months (or 36 months, if applicable)

on a self-pay basis at 102 percent of the
total coverage cost.

Bargaining unit members should refer
to specific applicable contract language
for information relating to this issue.

7.13 | DOMESTIC PARTNER

BENEFITS
Temple University offers domestic part-
ner benefits to all of its non-bargaining
unit employees and to any bargaining
unit employees whose contract provides

for such benefits.

To be eligible for any benefits under
this policy, an eligible employee must
certify that he/she is a member of a
domestic partnership under Temple
University’s domestic partnership policy.
Information concerning the certifica-
tion criteria and procedures is available
in the Benefits Office and is posted

on the Human Resources web site at

www.temple.edu/hr.

Certified domestic partners are eligible
for health insurance, dental insurance,
and vision care. In addition, certi-

fied domestic partners are eligible for
any benefit that would otherwise be
available to/for a spouse under the
Tuition Remission Policy (Section 7.9),
Bereavement Leave Policy (Section 6.4),
Sick Leave Policy (Section 6.3), Family
and Medical Leave Policy (Section 6.6),
Health Benefits Upon Termination

(Section 7.12), and Payment of
Outstanding Wages Upon Employee’s
Death (Section 16.9). Children of certi-
fied domestic partners are eligible for
benefits on the same basis as dependent
step-children (i.e., the employee must
demonstrate that the child is the legal
dependent of the employee’s certified
domestic partner and that the employee
has assumed financial responsibility for
the child of his/her domestic partner).

The premium charged to employees
who are eligible for and elect insurance
coverage for their certified domestic
partner and/or dependent children of

a certified domestic partner under this
policy are the same co-pays charged to
University employees electing insurance
coverage for their spouses and/or their

covered children.

7.14 | EMPLOYEE HOME

OWNERSHIP PROGRAM
Temple’s Employee Home Ownership

Program strengthens the University’s
commitment to the community by
helping employees invest in home
ownership.

Temple provides access to several
financial programs for full-time staft
and faculty who purchase and reside in
single family homes in the communi-
ties surrounding the Main and Health

Science campuses.

Full-time employees are eligible to
receive forgivable loans of $4,000

or $5,000 from Temple toward the
purchase of a single family home

in selected zip codes. Loans will be
forgiven over a 4 or 5 year period.The
City of Philadelphia, through its Home-
Buy-Now program will match Temple’s
contribution. The City’s match is a
grant and does not need to be repaid.

For more information, employees
should refer to the HR web site at

www.temple.edu/hr.
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The Unforeseen Injury

8.1 [ WORKERS’ COMPENSATION

All employees and supervisors must
promptly and properly report Workers’
Compensation incidents, and employees
must receive appropriate medical treat-
ment for work related injuries and/or
illnesses. For the purposes of this policy,
the following definitions apply:

1. Workers’ Compensation Act: A law
defining the liability of an employer
to pay damages for injuries and/or ill-
nesses received by an employee in the
course and scope of employment,

2.Employee: Any salaried or hourly
employee of Temple University as
defined by the law,

3.Panel: Refers to the posted list of at
least six health care providers des-
ignated by Temple University to be
utilized by injured and/or ill employ-
ees during the first 90 days of medical
care, if needed. Additional informa-
tion on the panel is included on the
Human Resources web site at www.
temple.edu/hr.

Temple University strives to ensure that
all employees who are injured on the
job will receive proper medical treat-
ment as required under the Workers’
Compensation Act. Every occupational
illness and/or injury must be reported,
regardless of how minor. These reports
will be investigated to ensure the receipt
of medical and/or disability benefits due
the employee.

An employee must report any work-
related illness or injury to his or her
supervisor so that the supervisor can
arrange for immediate medical care if
needed (including transportation),
complete all required reports and docu-

ments in a timely and accurate manner,

and report the incident to the Workers’
Compensation Office in the Human
Resources Department. The Workers’
Compensation Office will provide
direction and training to manage staff

and coordinate claims administration.

The Pennsylvania Workers’
Compensation Act requires any

employee who is injured on the job to:

1. Give notice to his/her immediate
supervisor, as soon as he/she knows
that the injury/illness is work related,

2.Complete an Incident Report, and

3.Seek treatment from one of the posted

health care providers for a period of
90 days following the date of his/

her first visit. Referrals to non-panel
health care providers prescribed by

a panel health care provider will be
covered. However, other treatment or
services provided by non-panel health
care providers will not be paid by
Temple University.

Employees seeking treatment from a
non-panel health care provider dur-
ing the first 90 days will jeopardize
reimbursement by Temple University.
If during the 90-day period an em-
ployee wishes to change health care
providers, he/she may do so provided

he/she visits another panel health care

provider. After the 90-day period, an

employee may choose to:

* Continue treatment from the
posted physician or specialist to
whom the employee was referred,
or

¢ Seek treatment from another duly
licensed health care provider, pro-
vided that the employee notifies
the Claims Administrator within
five (5) days of the first visit to the
non-panel health care provider.

Employees certified as unable to
return to work and/or with an in-
definite return to work date, MUST
remain in contact with their supervi-
sor and the claims administrator. Em-
ployees and supervisors may contact
the Workers’ Compensation Office
in the Human Resources
Department at 1-215-204-3328.

8.2 | INDEMNITY AND MEDICAL
BENEFIT PAYMENT FOR
EMPLOYEES COLLECTING
WORKERS’ COMPENSATION

Temple University compensates any
employee who sustains a work-related
injury and/or illness in accordance
with the Workers’ Compensation Act.
This payment is known as an “indem-
nity benefit” and is in addition to any
medical benefits the injured worker
may receive under the law. Indemnity
benefits are not payable to an employee
for the first seven calendar days, unless
the disability equals or exceeds 14
calendar days.

During the first seven calendar days of
absence due to a work-related injury or
illness, the employee must use any sick
days available, including sick bank days.
If the work related absence equals or
exceeds 14 calendar days, and pay-

ment for the first seven calendar days

of disability is made to an injured and/
or ill employee under the Workers’
Compensation Act, the employee will be
required to reimburse Temple University
for those sick days paid to the employee.
The sick days will be added back to the
employee’s accrued sick leave. Medical
payments are made directly to health
care providers for services rendered with
regard to an employee’s work related

injury and/or illness.
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8.3 | BENEFITS CONTINUANCE
AND SENIORITY ACCRUAL
FOR EMPLOYEES
COLLECTING WORKERS’
COMPENSATION

While collecting workers’ compensa-
tion benefits, an employee accrues
seniority but does not accrue sick or
vacation time. Unless otherwise covered
by a collective bargaining agreement,
employment will be terminated for
those employees who are absent for
more than 12 months. The employee
will continue to receive workers’ com-
pensation benefits until such benefits
are terminated in accordance with

Pennsylvania law.

If an employee is covered under Temple
University’s insurance plans, medical,
dental and other insurance benefits will
continue for up to six months of any
workers’ compensation leave period,
provided that employee continues to
pay his/her share of the cost of such
coverage. At the end of this period, the
employee will receive notice of his or
her right to continue benefits under
COBRA. Employees covered under a
union benefit plan should contact their
union for information concerning the
continuation of health benefits.

8.4 | POSITION RETENTION FOR
EMPLOYEES COLLECTING
WORKERS” COMPENSATION

When an employee is on workers’
compensation-related leave, Temple
University holds open the employee’s
position for up to six (6) months
(including any period covered by the
FMLA). Employees who are medically
cleared to return to work after

six months of absence should notify
the Human Resources Department.
The employee will be reinstated to

a comparable position if available. If
no position is available, the employee
will be treated in accordance with

Employee Manual

Temple University’s reduction-in-
force (RIF) policy (Section 16.5) for
purposes of determining eligibility for

reinstatement.

8.5 | FAMILY AND MEDICAL LEAVE
FOR EMPLOYEES COLLECTING
WORKERS” COMPENSATION

Temple University counts time off’

for work-related absences or illnesses
toward the employee’s entitlement for
Family and Medical Leave (FMLA) pro-
vided the employee is otherwise eligible
for FMLA leave. FMLA provides up to
12 weeks of job protection, and, to be
eligible, employees must have worked at
least 12 months and 1,250 hours in the
last year.

Employees who meet the criteria for
Family and Medical Leave (FMLA) will
be contacted by the Human Resources
Department with regard to this pro-
gram. (See Section 6.6 on Family and
Medical Leave.).

8.6 | RETURNING TO WORK FOR
EMPLOYEES COLLECTING
WORKERS” COMPENSATION

Temple University will make every
effort to place employees who are
released to return to work, with or
without medical restrictions, in an
open position for which the employee
is otherwise qualified. Temple
University reserves the right to assign
employees with work restrictions to
light duty assignments.

As soon as an employee is medically
cleared to return to work, with or
without restrictions, the employee must
present his or her release to the Human
Resources Department. The department
will then review appropriate and avail-
able open positions throughout Temple
University for a period of no less than
30 days and notify the employee in
writing of job availability.
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Your Paycheck and Expenses

9.1 | W-2s, 1042-Ss, AND W-4s

Federal, state, and local laws require the
University to withhold the applicable
taxes from each payment made to an
employee at the time it is actually or
constructively paid, not when the wages
are earned and become payable, and

to issue W-2 and/or 1042-S forms.
Upon hire, each employee is required
to complete a W-4 form that specifies
the number of tax exemptions claimed
by the employee. Temple University
does not provide assistance in determin-
ing the number of tax exemptions an

employee may claim.

9.2 | PAYROLL SCHEDULES

Temple University pays its employ-
ees on a monthly or bi-weekly basis
depending on job classification. The

pay cycles are as follows:

MONTHLY PAY

The monthly pay cycle runs from the
first calendar day of the month through
the last calendar day of the month.
University employees on a monthly pay-
roll schedule receive their compensation
on the last working day of the month.

Regular full- and part-time employees,
including faculty, are automatically paid
by the HRS payroll system based on the
information entered into the employee
database (EDB) from the hiring process.

No additional documentation is
required for a monthly employee to

receive his/her regular monthly pay.

Additional documentation is required
to adjust the pay for:

1.Additional compensation;,
2. Overtime for non-exempt employees,
3.Reduction in pay, and

4.Retroactive pay adjustments.

BI-WEEKLY PAY

The bi-weekly payroll runs for a 14-
day period, or in general, 26 times

per year. The pay period begins on a
Saturday at 12:01 a.m. and ends on the
second Friday at 11:59 p.m. Employees
on the bi-weekly payroll are paid on
Friday following the pay period end
date. Pre-printed time reports are gen-
erated for employees who are paid on
a positive reporting basis and must be
submitted electronically using the
Leave Collection System or Kronos

to Payroll Management by 12 noon
on the first Monday following the pay
period end date in order to receive
payment for all hours worked during
the pay period. Non-exempt bi-weekly
salary employees are automatically paid
a salary amount based on the informa-
tion entered into the EDB from the
hiring documents.

Additional documentation is required
to adjust the pay, for:

1. Reductions in pay,

2. Overtime,

3. Advance vacation pay,

4. Additional compensation, and

5. Retroactive pay adjustments.

9.3 | FACULTY PAY SCHEDULE

All base pay for full-time continuing
faculty members for either an academic
year or fiscal year shall be paid over

12 months in equal installments.

For faculty paid for the fiscal year,

annual pay shall begin in the month the
individual begins their responsibilities at
Temple. All pay is current to the month

in which it is earned.

For faculty paid for the academic year
(9 months—September thru May)
earnings shall be paid in 12 equal
installments from July to June, which
is coincidental to the University’s fiscal
year. Faculty members working on an
academic year basis who do not begin
their appointment at Temple University
in July, will receive ?/12 of their annual
salary if first paid in August, or */12

of their annual salary if first paid in

September.

For non-tenure track faculty in their
first appointment at Temple University
or for NTT faculty who may be return-
ing after an interruption in service, they
shall receive their academic year salary
paid in 10 equal installments for their
first year beginning in September and
ending in June. At the end of June the
individual faculty member’s salary will
be recalculated to 12 equal installments
if the individual is continuing or appro-
priately reappointed. From that point
forward, all NTT faculty shall be paid in
12 equal installments for the duration of
their appointment at Temple.

For faculty who begin their respon-
sibilities in the spring semester, they
will receive their regular pay in equal
installments beginning in January of the

year in which they start.
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Faculty who receive payment in the
July and August payrolls but who leave
Temple University for any reason

prior to the commencement of the

Fall semester are required to reimburse
the University for the July and August
payment. Faculty who do not complete
the Fall semester may be required to
reimburse the University for that por-
tion of the July and/or August payment
not earned by the faculty member in
the Fall semester. In such a case, the
University will provide the faculty
member with a detailed accounting of
the amount of such overpayment.

9.4 | TIME RECORDS

The automated time collection system
is an electronic record used to record
all hours worked including overtime
and shift premiums, time oft with pay
(vacation and personal days), and time
off without pay for all regular full- and
part-time employees. It also tracks
vacation usage and sick day occurrences
for purposes of discipline, docking and
FMLA absences.

Each department will designate the
individual(s) who is/are responsible
for recording attendance in the
electronic leave collection system.
Employees may not record their own
attendance. The electronic leave col-
lection system can be accessed at

http://timecollection.temple.edu.

Employee attendance records must

be kept completely, accurately, and in

a confidential manner. The employee
attendance records are subject to unan-
nounced reviews to ensure proper use.

Falsification of time records is a serious
offense. Any employee who falsifies his

or her own time record or who falsifies

the time record of any other employee
is subject to disciplinary action, up to
and including discharge from employ-
ment. Temple University also may
report the incident to the proper
authorities for investigation of theft of
time for which the employee received

monetary compensation.

9.5 | DISTRIBUTION OF PAYCHECKS
AND DIRECT DEPOSIT

The University is responsible for pay-
ing employees for services performed.
The Employee Statement of Earnings
and Deductions (paystub) is produced
and distributed electronically to
University employees each payday via
the employee Self-Service (ESS) web
site at http://ess.temple.edu.The
paystub documents payments for
services performed and all deductions
withheld from an employee’s pay. An
employee has the responsibility of
notifying management immediately
if there is a mistake in the amount of
his/her pay.

Beginning January 2006, direct deposit
became the University’s preferred
method of payment for all employees
paid by the University, including but
not limited to, all full-time and part-
time faculty, staff, and students. Direct
deposit enables the University to
facilitate the distribution of pay to
employees in a safe, secure, and timely
manner. To enroll in direct deposit,
faculty, staff and students can log on
the direct deposit page on the ESS
web site or submit an authorization
form (available on the forms web site
at http://temple.edu/hr). Students
can enroll for direct deposit of their

pay either through OWLnet or ESS.

Employee Manual

The University offers an electronic
pay card to faculty and staff as an alter-
native to direct deposit.

Regular full-time and part-time
employees are permitted to have their
pay deposited in up to five separate
accounts at any bank and/or credit
union of their choice within the United
States as long as the financial institution
is a member of the National Automated
Clearing House Association (NACHA).
An employee agrees to permit the
University to remove funds deposited

into a bank account in error.

Ordinarily, Payroll Management will
not release individual employee pay-
ments prior to the regularly scheduled
payday. Bargaining unit members
should consult their collective bargain-
ing agreement to determine whether
and under what circumstances they are

eligible to request an advance in pay.

Paystubs contain confidential infor-
mation and, as such, any University
employee charged with the responsi-
bility of handling this information must
exercise extreme care when distributing
pay-related documents to employees.

Under no circumstance may an
employee take or open a paycheck

for any other employee. If an employee
is not present at work to receive the
payment, it will be kept in a secure
place until the payment can be given
to the employee.

In the event that an employee is
overpaid, he/she must notify payroll
immediately and make arrangements
for repayment. If no notification is
received and overpayment is discovered,
the University will take steps to ensure
reimbursement and disciplinary action

may result.
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Your Paycheck and Expenses

VOLUNTARY DEDUCTIONS

Deduction Form

Responsible Office

Union Dues

Authorization card

HR-Labor Relations

Annual Giving/University
Gift/ Temple Way

Authorization card

Development Office

United Way

Authorization card

HR Payroll Management

Diamond Dollars

Authorization form

Diamond Dollars Office

Parking

Authorization form

Office of Parking Services

Fitness Center

Authorization form

Recreation Services

9.6 | DEDUCTIONS FROM WAGES
(VOLUNTARY DEDUCTIONS)

Regular full- and part-time employees
may voluntarily agree to have wage
deductions withheld from their pay

on a pay- period basis. These withhold-
ings and deductions from an employee’s
pay are usually made in accordance
with the terms of the program or type
of deduction and documented on the
respective enrollment form. The deduc-
tions are withheld and/or stopped at
the employee’s discretion by contacting

the responsible office.

Only Temple-sponsored programs are

eligible for voluntary payroll deductions.

9.7 | GARNISHMENT AND WAGE
ASSIGNMENTS (INVOLUNTARY

DEDUCTIONS)

Involuntary deductions are those over
which an employer or employee has
no control. The University is required
by law to make the deduction from

an employee’s pay when served with a
withholding order to deduct a certain
amount of an employee’s pay and send
it to a person or governmental agency
to satisfy the employee’s debt or obliga-
tion. If an employee believes that the
garnishment or withholding order was
issued in error or is otherwise invalid,
it is the employee’s obligation to obtain
an order from the appropriate agency
or court directing Temple University to

cease the withholding. Until such time,
the University will make any withhold-
ing as required by the order.

Types of Involuntary Deductions for

garnishments include:

. Child support orders;

. Tax levies;

. Student educational loan collections;
. Bankruptcy orders;

. Creditor garnishments; and

N Ul AN -

. Employee loans.

These withholdings are administered
and remitted by Payroll Management to
the appropriate agency in accordance
with the terms of the withholding order
or garnishment. Any changes or release
from the attachment must be authorized
by the authorizing agency or court issu-
ing the garnishment or wage assignment
order. The University will not discon-
tinue an involuntary deduction without
proper notice from the issuing agency
or court. Payroll Management reserves
the right to charge an administrative fee
in accordance with the terms of state
law and the terms of the garnishment.

9.8 | OVERTIME

The Fair Labor Standards Act (FLSA)
has established minimum standards
governing the payment of overtime,
minimum wage, equal pay, record keep-
ing, and child labor provisions to non-
exempt employees that the University

must follow.

Non-exempt, non-bargaining unit
employees working in excess of their
scheduled hours but fewer than 40
hours in a work week are to be paid,
at a minimum, at the straight hourly
regular rate of pay.

Non-exempt, non-bargaining employ-
ees required to work by their supervi-
sor for more hours than scheduled are
to be paid at a minimum rate of 1.5
times their average straight-time hourly
rate for all hours worked in excess

of 40 hours in a single work week as
established under the FLSA. Exempt
employees are not entitled to overtime
compensation.

Employees represented by a collective
bargaining unit should refer to the
appropriate bargaining unit agree-
ment for the terms regarding overtime
payments including, but not limited, to

premium pay.

9.9 | SUPPLEMENTAL PAYMENTS

To maintain strict compliance with
Internal Revenue Service (IRS)
regulations, the University has deter-
mined that all payments received by an
employee that are not regular wages are
“supplemental wages” as defined by the
Internal Revenue Service. Supplemental
wages include but are not limited to the
following types of payments:

* Retroactive pay

* Overtime pay

* Severance or dismissal pay
* Back pay awards

* Bonuses

* Unused annual leave

* Work during vacation

* Commissions

* Summer School pay

* Non-qualified moving expenses
* Summer Research

* Discriminatory tuition Fellowships

remission
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The IRS has established the following
specific regulations for withholding
federal income tax from these payments:

1.The employer can combine the sup-
plemental wages with the payment of
regular wages in the payroll period.

2.The employer must withhold federal
income tax as if the combined pay-
ment is a single wage payment for
that payroll period. (Example: This is
currently the way Temple University
processes overtime pay for non-
exempt employees).

3. When the supplemental payments are
paid separately from regular wages,
federal income tax withholdings must
be calculated at the flat supplemental
rate as established by the IRS. The flat
rate is applied without regard to with-
holding allowances or tax tables. All
supplemental payments that are paid
by the University on a separate check
will have federal income tax withheld
using the supplemental rate as set by
the IRS.

9.10 | SALARY DOCKING OF

EXEMPT EMPLOYEES

Temple University complies with the
provisions of the Fair Labor Standards
Act and state and local wage laws. In
accordance with these laws, and except
as permitted by these laws, exempt
employees generally are paid on a
salaried basis, regardless of the number
of hours they work in a given work-
week. Temple prohibits any unauthor-
ized deductions from the salary of such
exempt employees.

It is Temple’s policy to make deductions
from the salary of an exempt, salaried
employee when he or she is absent from
work only as follows:

1. When an exempt, salaried employee
who is absent from work for one or
more full days for personal reasons,
other than sickness or disability, and
has no paid time off available, the

employee’s salary for that week may be
reduced for each day of his or her
absence.

2. When an exempt, salaried employee
is absent from work for one or more
full days as a result of his or her
own sickness or disability, including
absences as a result of a work-related
accident or injury, the employee
will be compensated for this illness
under Temple’s sick leave, disability or
workers compensation policies, as ap-
propriate. If the employee has no sick
time remaining and is not eligible for
disability benefits, the employee’s sal-
ary for that week may be reduced for
each day of the employee’s absence.

3.When an exempt, salaried employee
takes unpaid leave under the Family
and Medical Leave Act, including
intermittent leave, the employee’s
salary may be reduced for each hour
(or fraction of an hour) of unpaid
leave taken.

4.When an exempt, salaried employee is
suspended for violation of safety rules
of major significance, the employee’s
salary will be reduced for the length
of the suspension.

5.When an exempt, salaried employee
is suspended for one or more full
days for violation of one or more of
Temple’s workplace Rules of Con-
duct, the employee’s salary will be re-
duced for each day of the suspension.

This policy addresses pay deductions

from exempt, salaried employees based

on the employee’s absence from work.

Salary deductions made as required by

federal, state and local laws, deductions

under Temple’s benefit plans and any
other voluntary deductions authorized
by the employee are not covered by
this policy.

An exempt, salaried employee, who
believes that an improper deduction
has been made from his or her salary,
should report this deduction immedi-
ately to his/her manager and/or the
Payroll Management Office. Temple

Employee Manual

will promptly investigate the employee’s
complaint. If an improper deduction has
been made, Temple will reimburse the
employee for the improper deduction.

9.11 | DUPLICATE W-2 AND

1042-S FORMS
The University currently retains
approximately 10 prior calendar years
of W-2 and 1042-S forms issued to
employees. This record retention
exceeds current Internal Revenue
Service regulations that require employ-
ers to maintain four calendar years, plus
the current year of tax documents. The
University reserves the right to limit
the retention of tax documents to those
required by the IRS.

All requests for the issuance of duplicate
‘W-2 and/or 1042-S forms must be in
writing. No requests will be accepted
over the telephone. This policy has
been established to protect both the
employee and the University. Salary
information is confidential in nature
and will not be disclosed to anyone
without written authorization.

A replacement tax document can be
obtained by completing the Request
for IRS Form W-2 and 1042-S in its
entirety and submitting the form to
Payroll Management in the Human
Resources Department. The form,
along with the procedures for com-
pleting the form, can be obtained
from the University forms web site

at www.temple.edu/forms.

A replacement fee will be charged in
accordance with the established Payroll
Management fee schedule. This fee can
be deducted through payroll deduc-
tion for all active University employees
requesting a replacement.

For former employees, the fee must be
remitted at the same time of the request
in order for the replacement document

to be reissued.
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9.12 | CITY WAGE TAX REFUNDS

Currently, the City of Philadelphia
allows Temple University to reimburse
employees for City of Philadelphia
wage taxes when they meet certain
requirements. This accommodation is
subject to the continuing approval by
the City of Philadelphia and can change

at any time.

As a convenience to eligible employees,
the University will process refunds for
City of Philadelphia wage taxes with-
held from nonresident employees for
authorized work performed outside of
the City of Philadelphia. An employee
can request the refund at any time
during the calendar year, but no later
than December 5th. Refund requests
received after the fifth of December will
be processed if time permits. If not, the
request will be returned to the employee
and the employee will need to file a
Refund Petition directly with the City
of Philadelphia. Refund requests will be

accumulated and paid to the employee
at the end of a quarter (March, June,
September, and December).

The wage tax is not refunded for
vacation, sick, or weekends spent out-
side of the city; this includes, but

is not limited to time spent working
from home. The refund is included in
an employee’s pay; a separate payment

will not be produced.

Nonresidents of the City of
Philadelphia who perform all their
work for Temple University outside
the city are eligible to be classified as
exempt from city wage tax withhold-
ings. Such employees will not have
City of Philadelphia wage taxes
deducted from their regular paycheck;
thus, a refund is not required. Work
location must be clearly documented
on the paperwork submitted to the
Human Resources Department before
an exemption will be established.

The detailed Philadelphia Wage Tax
policy as well as the City Wage Tax
Refund Form is available on the Temple
University web site at www.temple.
edu/forms. Any employee requesting
a refund must complete the City Wage
Tax Refund Form, obtain the appro-
priate management authorization and
submit it to Payroll Management, along
with the supporting documentation for
the request.

If adequate documentation is not
submitted with the refund request, it
will be returned along with a request

for additional information.

9.13 | TRAVEL EXPENSES

Temple University maintains a travel
expense policy to reimburse employees
for university-related expenses. Please
see the most recent Travel Expense
Policy on the Temple University

web site at www.temple.edu/
controller/travel.
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10.1 | CLASSIFICATION OF JOBS

Temple University has established a posi-
tion classification program that appropri-
ately identifies and classifies employees’
roles, responsibilities and accountabilities
in a manner that is consistent and com-
petitive. Positions are evaluated through
the use of comparative analyses of
similar positions. As a result of evaluation,
positions that require similar skill levels,
responsibility levels, effort, qualifications,
and working conditions are assigned to
the same position class.

The objectives of the classification plan
are to:

1.Enable the organization to attract and
retain competent employees,

2.Establish administrative policies and
procedures that:

* Employees can easily understand,

* Are sufficiently flexible to meet
changing internal conditions and
outside influences, and

* Ensure uniform and consistent treat-
ment for all.

3.Establish a structure of salaries for
all positions that is competitive with
salaries paid for similar work in the
appropriate labor market,

4.Establish a wage range for each
position that accurately reflects the
relative value of that position in com-
parison to all other positions in the
organization,

5.Ensure compliance with all federal,
state and local compensation statutes
and regulations, and

6.Establish career ladders to help foster
the development of employee skills
and abilities.

The Human Resources Department

maintains the classification structure and

periodically evaluates and adds posi-

tions based on departmental needs and

changes in the market environment. The

Human Resources Department web site

provides detailed information on job

classifications. See www.temple.edu/hr.

10.2 | POSITION DESCRIPTIONS

Position descriptions ensure that all
non-faculty, bargaining and non-
bargaining employees have well-defined,
clear, and consistent information
regarding their positions at Temple
University. The Human Resources
Department has prepared and maintains
generic descriptions by job family for
every non-bargaining level, and in

some cases, by job. Each department is
responsible for maintaining its specific
position descriptions which identify

the key responsibilities/duties of the
position, the core competencies and

the various role-related competencies
(see Section 10.8). Position descriptions
may be found on the Temple University
Human Resources web site at

www.temple.edu/hr.

10.3 | REVIEW OF CLASSIFICATION
OF JOBS/POSITIONS
The Human Resources Department
reviews positions to maintain the
appropriate classification of jobs within
the University, without regard to race,
color, religion, gender, sexual orienta-
tion, national origin, ancestry, age,
disability, marital status, or veteran status
in employment or in any program.
To initiate the classification or posi-
tion review process, a SuUpervisor or
unit head submits a Role Comparison
form or a job description to Human
Resources. Human Resources may also

initiate a review.

10.4 | APPEAL OF CLASSIFICATION
OF JOBS
The Human Resources Department
will advise a supervisor or department
head of the results of its review and
proposed classification of the position.
If the supervisor or department head
disagrees with the classification, he/
she may request that Human Resources
conduct a second review. Any non-
bargaining employee who believes his/
her job is misclassified should utilize the
procedure outlined in Section 10.10,
Employee Dispute Resolution—Non-
Bargaining. Bargaining unit employees
should consult the procedures set forth

in their collective bargaining contracts.
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10.5 | REVIEW OF EXEMPT OR

NON-EXEMPT JOB STATUS

Any employee who believes he/she has
been improperly classified as an exempt
or non-exempt employee (see Section
3.3) may initiate a review of his/her
exempt or non-exempt status through
his/her supervisor. The employee
should state the basis for his/her belief
that the classification is incorrect. The
Department of Human Resources will
notify the supervisor/employee within
five business days of its decision and the
basis for the classification.

10.6 | WAGE/SALARY STRUCTURES
FOR POSITIONS

Prior to the posting of any opening,

the Human Resources Department

evaluates the position to determine the

appropriate classification and wage/salary

structure. An employee responding to

a posted position with a different wage

structure than his/her current position

can consult with the Human Resources

Department to determine how the

posted position would affect his/her

compensation and/or benefit level.

In the case of a promotion, the policy
on Promotional Salary Adjustments for
non-represented employees will apply.
See Section 11.9.

In the case of a lateral change, the
policy on Salary Adjustments for Lateral
Changes will apply. See Section 11.8.

If the reclassification of a position results
in the position changing from a union
position to a non-represented position,
the Human Resources Department will
notify the dean and/or department head
as well as the appropriate union.

10.7 | PERFORMANCE
DEVELOPMENT PLANS
(PDPs)
Temple University is committed to
enhancing the performance and profes-
sional development of all employees
through Performance Development
Plans (PDPs). PDPs serve to reinforce
the mission, goals, and objectives of the
University as a premier academic and
research institution that also maintains
a strong community focus. PDPs create
a consistent, University-wide approach
to performance management. All non-
faculty administrators and staff, who
work 20 hours or more per week,
must have a PDP.

PDPs are designed to go beyond the tra-
ditional year-end performance appraisal
practice. The PDP process includes

year round performance planning,
professional development, and year-end

appraisal. Major features include:

* Position responsibilities/Essential
Functions;
* Goals/Projects; and
* Competency Development.
Performance development and man-
agement begins with performance
planning. It includes clearly defined and
appropriately classified jobs. Semi-
generic position descriptions have been
prepared to help employees understand
job functions and expectations. Using
the semi-generic position description
as a guide, supervisors are required to
prepare more specific job descriptions
to further detail the essential functions
of a position. Supervisors must submit
the more specific job descriptions to the
Human Resources Department. It is the
more specific descriptions of position
responsibilities/essential functions and
goals and projects that should be used
on an employee’s PDP. The Human
Resources Department can provide

assistance to supervisors.

Employee Manual

Supervisors and/or their direct reports
are required to create a PDP at the
beginning of each fiscal year for existing
employees and during the first month

of employment for new hires.

Throughout the fiscal year, supervisors
provide periodic feedback on perfor-
mance and coach, counsel, train, and
mentor their employees as part of the
University’s commitment to perfor-
mance improvement and development.
Supervisors should review performance
with employees at least once every
quarter and should record comments on
PDPs to document progress, accom-

plishments, and problems.

Throughout the fiscal year and
especially at the end of the fiscal year,
employees should update their PDP
comments. Supervisors should review
these comments, update their own
comments, and accurately and fairly rate
employees based on the documenta-
tion of their performance. If required in
their department, the reviewer should
then send the PDP to their supervisor
to review. Finally, the supervisor should
have an in-person meeting with the
employee to review the unrated PDP
before electronically sending the rated
version to the employee for review.

During the end-of-the-year review
meeting, performance planning also

begins for the next fiscal year.

While the end-of-the-year ratings
should not be a surprise to employees,
employees who believe their supervi-
sors’ evaluations are inaccurate may
detail their concerns on the “Employee
Comments” section of the Performance
Development Plan. Non-bargaining
employees should address their concerns
first with their supervisor and then with
the next level supervisor. If there is no
resolution of their complaints, employees
may then ask for the Human Resources
Department to review their complaint.
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10.8 | THE TEMPLE UNIVERSITY

COMPETENCIES CORE COMPETENCIES

o i . Accountability—takes personal responsibility for all work activities and
Temple University has identified 24 . . . .

. . personal actions, implementing decisions that have been agreed upon, and
competencies that are critical for

o acknowledging mistakes and failures without blaming others.
the University’s future growth. The

competencies are divided into those Clear Communication—expresses oneself clearly and effectively when
14 that are core and 10 that are role- speaking and writing to individuals and groups, listens attentively and ensures
related. Core competencies are the communication is understood by all parties involved.

essential values/skills/ capabilities that Client/Customer Service Orientation—focuses one’s efforts on exceed-

every employee at Temple University ing the customer’s needs. Takes personal responsibility for dealing with and/or

needs to perform effectively, regardless correcting customer service issues and concerns.

of role and organizational level. The

role-related competencies are those Continuous Improvement Orientation—strives to constantly enhance

values/skills/capabilities that are more quality and streamline processes related to how work is completed.

essential in certain roles than others in Dependability—consistently produces high quality work with unfailing reli-

developing performance. Employee job ability. Can be counted on to get the job done and done well each time.

descriptions identify th le-related
eserp tlon.s ! :}? tlfy os¢ réﬁ re eh Efficiency—utilizes time effectively for maximum performance. Completes

competencies that are espectafly empha- activities/projects on or before scheduled deadlines with minimal errors and

sized in that position. .
P takes full advantage of the resources available.

Ethics—demonstrates the ability to adhere to an appropriate and effective set
of core values and beliefs and to act in line with those values.

Initiative—independently anticipates and identifies problems, obstacles and
opportunities and takes decisive action to address them.

Interpersonal Skills—able to work effectively with others using empathy
and self-regulation to manage interactions with others.

Policy Compliance—reads, completes required training programs, and
complies with all University policies, all employment policies including anti-
harassment/discrimination/retaliation policies, Conflict of Interest policies,
falsification of data/information policies and all NCAA Policies.

Problem Solving/Decision Making—generates successful approaches ana-
lyzing and resolving problems and makes good decisions based upon a mixture

of wisdom, experience, and judgment.

Quality Assurance/Attention to Detail—accomplishes tasks through
concern for all aspects of the job, no matter how small. Accurately checks
processes and tasks and follows up.

Respect and Valuing Diversity—demonstrates the ability to recognize,
understand, accept and appreciate the value of workplace diversity; respects the
practices, values, and points of view of other individuals and groups.

Teamwork and Collaboration—works cooperatively with others, contrib-
utes to and accepts group opinion. Understands that organizational and team

goals take precedence over individual goals.
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ROLE-RELATED COMPETENCIES
Analytical Thinking—understands a situation, issue or problem by using a

step-by-step process, applying basic rules and learned concepts.

Change Leadership—initiates, sponsors, implements, supports and leads oth-

ers through organizational or departmental change efforts.

Creativity and Innovation—generates novel and imaginative contributions
and solutions to problems, projects, processes and situations.

Developing Self—able to grow and apply one’s expertise/knowledge with
and across specialized technical/functional areas. Includes self assessment,
soliciting performance related feedback and taking initiative to build one’s
own skills.

Developing Others/Supervision—works in partnership with staff to
develop departmental, personal and professional goals, encourages staft growth,

and maintains a cohesive work team.

Leadership—develops strategic plans and influences others so that they will
strive willingly and enthusiastically toward the achievement of goals that sup-

port the mission of the department and the university.

Organization/Planning—establishes work priorities, methods and project
flow to accomplish objectives. Utilizes time effectively for maximum perfor-
mance. Anticipates and prepares for future developments and deadlines.

Resilience and Adaptability—adjusts to changing circumstances by alter-
ing attitudes and behaviors. Displays resilience and flexibility in response to
setbacks and stressful situations with energy and optimism.

Resource and Project Management—manages time and resources (mate-
rial, financial and human) in order to accomplish project goals. Collects and
analyzes data, develops and implements plans, integrates complex project ele-

ments and follows-up by monitoring results of delegations and assignments.

Technical/Professional Skills—achieves a proficient level of technical and
professional skills/knowledge in job-related areas. Continues to grow with
the changing requirements of the job. Involves continual assessment and skill
development.

Employee Manual

10.9 | EXPECTATIONS FOR
WORK-RELATED BEHAVIOR

Temple University provides employees
with many opportunities for profes-
sional and personal growth and, as

an academic institution, encourages
employees to continue their growth
by utilizing the many training and

educational opportunities provided.

All Temple University employees are
expected to:

1.Meet established expectations of

job performance,

2.Comply with attendance policies,

3.Be responsible in the performance
of job duties,

4.Meet stated standards of efficiency,

5.Respect the personal and property

rights of Temple, other employees,

students, patients, clients, and visitors

to the Temple community,
6.Support management’s goals

and objectives by following job

instructions,

7. Observe all safety regulations,
policies and procedures,

8. Follow specific University and
departmental rules,

9. Maintain a courteous and profes-
sional demeanor when dealing with
students, co-workers, faculty, super-
visors, visitors, and other customers,
and

10.Engage in appropriate conduct in
the performance of duties, during
working hours or while on Temple
University property.

Employees who do not adhere to

these standards and/or fail to meet the

stated expectations for their position
are subject to disciplinary action up to
and including discharge from employ-
ment, depending upon the nature of
the conduct. Examples of conduct that
becomes more serious if repeated over

time include:
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1. Absenteeism,

2.Unscheduled lateness,

3.Inefficiency, and/or

4.Poor job performance.

A supervisor should consult with the
Human Resources Department to
determine the appropriate level of
discipline.

Temple University deems some viola-
tions so serious as to warrant immediate
discharge from employment. These vio-

lations include, but are not limited to:

1.Stealing,

2.Negligence,

3.Insubordination;

4.Harassing, abusive or threatening
conduct of any kind (verbal, written,
or physical),

5. Violence of any kind,

6.Destruction or defacing of
University property,

7.Criminal activities,

8. Falsification/Misrepresentation of
information and/or documentation,

9.Disclosure of confidential personal
information or proprietary business
information.

The Human Resources Department
must be consulted prior to the termina-
tion of any employee for any reason.

Bargaining unit employees should
consult their collective bargaining
agreements and the Temple University
Work Rules and/or Rules of Conduct.

10.10 | EMPLOYEE DISPUTE
RESOLUTION—
NON-BARGAINING

Temple University strives to resolve
misunderstandings, complaints and
disputes arising from employment
with the University whenever possi-
ble. Misunderstandings, complaints, or
disputes can arise out of actions taken
by administration, supervisors, cowork-
ers (including direct reports, part-time
and temporary employees, consultants
or other independent contractors) as
well as actions taken by students and
visitors to the Temple University cam-
pus. Employees are strongly encouraged
to avail themselves of one or more of

the following options:

1.Discuss the problem with the super-
visor, or

2.Discuss the problem with the unit
manager or the next level supervisor,
or

3.Consult with the Human Resources
Department, or
4.Consult with the Office of
Multicultural Affairs.
Supervisors/managers will consult with
the Human Resources Department or
Office of Multicultural Affairs when-
ever the misunderstanding, complaint,
or dispute involves a potential viola-
tion of any Temple University policy.
The employee should receive a verbal
or written response to their complaint
from the supervisor/manager within
two business days. Any employee who
does not receive a response within two
business days should contact the Human
Resources Department.

Members of a bargaining unit should
consult their collective bargaining

contracts.

The Human Resources Department
reviews in advance all termination
decisions. The decision to terminate

an introductory/probationary employee
is not subject to the dispute resolution

provisions in this section.

This procedure is also outlined in
Section 13.4. All employees who have
complaints or disputes with University
staff should follow this process.
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Recognition of Performance

11.1 | SALARY SCALES

Temple University bases its salary

scales on the market wages for vari-
ous job levels. The Human Resources
Department maintains and adjusts the
scales as appropriate. Salary scales for
positions that are represented by a col-
lective bargaining unit are set forth in
and governed by the specific applicable
contract language in the applicable col-

lective bargaining agreement.

11.2 | HIRING RATES

The salary structure for non-bargaining
full-time employees consists of 12
grades, T21-T32. Each grade is estab-
lished based on market competitive data,
and therefore, may periodically change.
Every grade has the following:

1.a recommended “new hire” range,

2.a “target” rate which approximates
the “going” market rate, and

3.a “maximum” salary paid for that
grade level.

More detailed information concerning

the hiring rates for each grade is set forth

on the University’s Human Resources

web site at www.temple.edu/hr.

Employees covered by collective
bargaining agreements are subject to the
provisions of the appropriate agreement
and should refer to their contract.

11.3 | ANNUAL INCREASES

TO SALARY
The following provisions apply to
annual salary increases for non-bargain-
ing full-time employees. Employees
covered by collective bargaining agree-
ments are subject to the provisions of
the appropriate agreement and should
refer to their contract.

Temple University may, in its sole dis-
cretion, provide for salary increases of
its non-bargaining employees. The
amount of salary increases, as well as
any eligibility standards shall be deter-
mined annually in Temple University’s

sole discretion.

Annual salary increases will be based

on performance.

11.4 | PERFORMANCE-BASED PAY

Temple University’s performance pay
program recognizes both an employee’s
performance and the employee’s position
on the salary scale in order to reward an
employee for performance and behavior
that is valued by the University.

With the Performance Development
System, Temple University utilizes
consistent resources, methods, and tools
to evaluate individual contributions and
results against stated goals and objec-
tives. Performance-based pay establishes
the primary linkage between pay and
recognition for contributions for non-
bargaining employees and rewards for
the prior year’s performance through
differentiation of pay.

Performance pay parameters are
determined annually. Guidelines are
presented to all managers to provide
guidance on appropriate increases based
on performance. Performance rewards
for employees may vary depending on
job performance and position in salary
range. Employees who do not perform
at a “satisfactory” level or above may be
ineligible for a performance-based pay
increase for the year. Employees who
are at the maximum of their range are
not eligible for a performance-based
increase in base salary, but may receive

their performance-based pay supple-

ment in a one-time lump sum payment.

Employees covered by collective bar-
gaining agreements are s