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Chapter 1 - Introduction

The employees covered by the policies contained in this manual iradlufdé-time and
part-time employees, wage/hourly employegesaand all student employeesof the
Appalachian College of Pharmafthe Collegg¢and any and all of its subsidiaries.

This manualand the policies withitmay be amended at the discretiontlug Collegé s
Board of Trustees withouytrior notice to employees.

1.1  Purpose and Use of the Manual

The purpose of this manual is to inform all employeethefCollegeof their obligations
and responsibilities tthe Collegeaswell asthe Collegé s r es p o n s iightiodsi t i es a
to its employees.

The manual is intended to be a repository of informationtti@Collegd s e mpl oy ees
require for their daily activities. It is desigd to inform employees dhe Collegé s
policies in general and to serve as a referencenfipiayees.

ATTENTION, THE FOLLOWING DISCLOSURES AND DISCLAIMERS IMPACT
CERTAIN EMPLOYEE RIGHTS AND RESPONSIBILITES:

This manualis not a contract of employment and does not confer contractual rights,
eitherexpressor implied, upon any employee, nor doeguarantee employment for any
period of timeor any particular locatianUnless by separate written contraadt or part

of this policy is specifically referenced and incorporated into such contidet. terms

and conditions stated herein shall supdesany terms or condition set forth in any other
policy, procedure or process adoptedioy Collegethat are in conflict with this manual.

In any proceeding to enforce the provisions herieishall be presumed théte College
employees have read thiganual, understand its contents and have had the opportunity to
ask for and receive clarifications upon request. It is the duty Gfadikgeemployees to
familiarize themselves with the policies and procedures adoptdebebZollegeand it

shall not bea valid defense to assert that an employee did not know about or have access
to such duly adopted policies that are posted orCihleegewebsite or otherwise made
accessible to such employee upon requesiCallegecontract employees shall be bound

by any duly adoptecchanges to this policy manual upon the subsequent annual renewal
date of such contracts whether or not such employee is offered or accepts the renewal
contract or renewal lettetAny newly adopted policies and procedures shall apply
whether or not a contract renewal has taken plaSkould portions ofany of the
Collegp s pol i ci es beafoudd ap a matter df daw @rsregulation not to be
enforceablethe remaining portions shall remain in full force and effect.
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1.2  Employee Visiorand Values

All policies and procedures applicable to employees shall be interpreted and implemented
in accordance with the spirit of the following vision and values:

1. All members ofthe College community shall be courteous, trustworthy,
supportive, opeminded, nurturing, effective, dedicated, respectfahd
responsible individuals;

2. The work of the Collegeshould be inspiring, challenging, enjoyable, and
rewarding;

3. The Collegecommunity must be safe, stable, and inclusive;

4, The Collegecommunity is a leaing community with a focus on excellence,
character, and service to the community; and

5. Employeesmust value honest and open communication, clear and consistent

procedures, fair treatment, and an empowering environment for all members
of the community.

1.3 EmployeeManagement Obligations

The management #ie Collegehas the following obligations:

1. The Collegeshall foster a learning community environment that challenges,
supports, inspires, and rewards employees;

2. The Collegeshallassist in the career dgopment of employees;

3. The Collegeshall encourage employee input in appropriate matters and
situations affecting the work environment; and

4. The Collegeshall work toempower employees in the efficient and effective

performance of their jobs.
The employeg ofthe Collegehave the following obligations:

1. Employees shallvork diligently, cooperatively, efficiently, and effectively to
realizethe Collegé s e d u c at jandmsehblarshig missions;c e
Employees shall publicly present a positive image of2bkege;

Employees shafbster principles of continuous quality improvement;
Employees shalparticipate in decisions that affect their work;

Employees shallcomply with the College community standards, rules,
policies, and procedures; and

Employees sHhact responsibly, ethicallyand professionalty

Employees shaltimely report any knowledge of any employee or student
conduct that is illegal or otherwise endangers the safety and welfare thieany
College employee or studerdr threatens the integyitand standing othe
College

abrwn

N o
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14  Appalachian College of Pharmadysion, Mission & Goals
Vision Statement

The College through quality and innovative education, seryviaed scholarship, will
improve the general health and weding of the residentsf rural or underserved
populations, particularly vulnerable populations within Central AppaladiaCollege

will educate pharmacists to embrace knowledge and technology to optimize pharmacist
delivered patient care and health outcomes in an integodismiy health care
environment.The Collegewill collaborate with stakeholders to develop centers of
excellence to address identified needs in rural health.

Mission Statement

The College a college of higher education conferring the Doctor of Pharmaageleg
provides academic, scientific, and professional pharmacy education to address the health
related needs of rural and underserved communities, particularly those in Appalachia,
through education, service, and scholarship. The philosoptined@ollegas to cultivate

a learning community committed to education, community outreach, and the professional
development of pharmacists.

Goals and Values to Achieve the Mission
Education

1 Provide quality pharmacy education to develop pharmacists with the protdssion
attributes necessary to be competent providers of pharrdadisered patient
care and managers of medication therapy and medication distribution systems.

1 Deliver a comprehensive and integrated curriculum that utilizes stadatdred
active learnindgo achieve the defined educational outcomes and competencies.

T Recruit and admit qualified students from Central Appalachia and other regions
who demonstrate an interest in the health needs of ruraédicallyunderserved
populations.

1 Continuously asss and improve the quality of the educational program (content
and methods) and assure the qualifications of the faculty and available resources
are commensurate with contemporary pharmacy education and practice.

1 Educate pharmacists to utilize populatepecific data, evidendeased
interventions, and other public health tools to promote health and wellness and
minimize morbidity and mortality.

1 Develop and nurture cultural sensitivity, critical thinking skills, and-dieécted
life-long learning habits

1 Create an environment that is supportive of diverse populationharabnsiders
the individual needs of students while encouraging interdisciplinary teamwork
and communication.
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Service

1 Provide early and longitudinal exposure to volunteerism witlphasis on
community involvement througlCollegesponsored activities or community
based organizations or programs.

1 Collaborate with community and professional leaders to formulate and
communicate public health policy to address health disparities andvenpr
outcomes.

1 Identify, develop and implement evidendeased interventions to address health
priorities in collaboration with stakeholders and community partners.

1 Provide leadership and service through faculty, séaffl student participation in
the Cdlege, community and professional activities.

1 Offer an educational experience that values and responds to the needs of rural and
medicallyunderserved communities.

1 Enhance social and academic learning while promoting civic engagement.

1 Promote excellere in the practice of pharmacy by reflecting contemporary
practice and being agents of positive change in the vision for the future.

1 Collaborate with health care providers and organizations in a service model that
emphasizes the importance of the pharmae@s a key member of an
interdisciplinary team.

Scholarship

1 Encourage and support research, scholarly pursuits, and publications in the
foundational sciences, clinical pharmacy practice, and population health.

1 Promote the scholarship of discovery by emeging collaborative research and
publication between foundational science and clinical faculty.

1 Advance the scholarship of teaching for optimal student learning and educational
outcomes.

1 Support the educational and scholarly maturation and mentorisgaénts and
faculty.

Chapter 27 Organization, Management and Administration
2.1  History of the Appalachian College of Pharmacy

The Collegewas officially formed inAugust2003 and seated its first class in August,

2005 The Buchanan County Board of Supisors commissioned Frank Kilgore, its
assistant county attorney a@blleged s undlirg chairman, to craft and coordinaite

legal and financial infrastructure of the private, #oofit College Collegp s Boar d of
Trustees then launcheabe Doctor of Phamacy program. Dozens of other individuals,
agencies, foundations, and economic development entiéies given and continue to

give essential help tthe College leading to the quick staup and the momenturie
Collegenow enjoys
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2.2  OrganizationaBtructure

The AppalachianCollegeof Pharmacyis led by the Presidentith the Dean serving as
the Chief Academic Officer.

2.3 Board of Trustees

The Collegé Board of Trusteeset and adopEollegepolicies and procedures, have the

authority to hire or gmiss the President or Dean subject to the terms and preseskt

forth herein and applable contracts and is charged with the ralleguidance and

decision making ofhe Collegeas set forth in th€ollegecharter and byaws, subject to

state and fegral laws, accreditation standards and corporate guidelines. The Chair of the

Board of Trustees has other specific powers as set fottireiQollegé s char+ter and
laws and as assigned by the Board from time to time by specific \Mt&rbership

listings and bios of the College Trustees can be found at
http://lwww.acp.edu/index.php/about/presem/directory/boaraf-trustees/

The AppalachianCollegeof PharmacyBoard of Trustee members shall have the same
rights, privilegesand access tthe Collegecampus, equipmentnd other facilities as
employees othe Collegeexcept for records considered confidential unless such records
are deemed necessary by legal counsel to share withrtiséees as part of litigation,
threatened litigation, personnel predengs or criminal investigations that may, by
established procedure, come beforeBbard of Trusteesr its Chairfor action, decision,

or input



Revisioni January 27, 2016

Chapter 37 CollegeOffice Policies
The Collegehas the following published policies attached heest Appendices G and H:

(1) Mandatory Arbitration Policy; and
(2) Intellectual Property Policy.

These policies apply to all employeestbé& Collegeand should be carefully read and
understood by each employee prior dod duringemployment.These plicies will
change from time to time and all employees are charged with keeping abreast of such
changes. Contract employees by signing renewal letters of employment are bound by all
new policy changes in effect at the time of signing, not the terms ¢e pliathe time of

initial employment. In addition to these published polici@®e Collegehas adopted the
policies set forth below

3.1  Equal Opportunity Employer

The Collegeis an equal opportunity employer and does not discriminate against
employees onhie basis of race, color, creed, religion, ancestry, age, sex, marital status,
nati onal origin, di sability or handicap, s e.
each empl oyeeds empl oymherrabilitytosdenomsmateithei oned o
Collegehis or her continued authorization to work in the United States under the terms of

its Immigration and Naturalization laws.

3.2 Residency Policy

All full -time employees, including futime faculty, administrators, and staff, tfe
College must make their legal domicile in Buchanan County, VirginidRarttime
administrators and staff working more than 20 hours per week whose appointments are
for one year or longer shall also reside in Buchanan County. This means that the primary
residences of # employees described in this section must be located in Buchanan
County, and all such employees must be registered voters in Buchanan County, Virginia.
Full-time employeesnay be required tprovide theCollegewith a copy of their voter
registration cat for their personnel file If an employee is not permitted to register to
vote because of his or her immigration statiien he or she shall present proof that he or
she leases, owner rents a residence in Buchanan County, Virgamed primarily resids

therein

The President ahe Colleganust reside in Buchanan County, Virginiagardless of his
or herfull- or parttime employment status.

3.2.1 Exemptions to Residency Policy

The following employment situations #te Collegeare exempt fronthe aforestated
Residency Policy:
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a. Full-time faculty or fult or parttime staff whose services tbe

Collegeare conducted primarily outside of Buchanan County, such

as pharmacy practice faculty with sites located outside Buchanan

County;

Parttime administrators and staff who work less than 20 hours per

week and whose work appointments are for less than one year,

Visiting professors

Parttime or adjunct professors;

Consultants;

Researchers whose primary research and contrilsuttonthe

Collegerequire residency near research facilities; and

g. the Director of Develomen), whose title may change without
requiring residency

=3

~® a0

Violation of the Residency Policy, if not corrected, shall result in termination.
3.3  Policy on Sexuahnd Other Unlawful Harassment

Harassment of applicants, students, and employees of the Appalachian College of Pharmacy

(ACP) for any reason, particularly on the basis of race, color, religion, age, sex, marital status,

national origin, disability or handia p , sexual orientation, ancestry,
sexual harassment (all as defined and protected by applicable law) is prohibited.

As a recipient of federal financial assistance, ACP is required to comply with Title IX of the
Higher Eduction Amendments of 1972 (20 U.S.C. § 1&81seq) and related regulations, which
prohibit discrimination on the basis of sex in educational programs or activities. Sexual
Misconduct as defined in this Policy is a form of sex discrimination, and is pexhty Title 1X.

Scope of Policy

The Appalachian College of Pharmacy has adopted the following standards of conduct (herein
after broadly referred to as fASexual Mi sconducHt
community-students, faculty, admistrators, staff, vendors, contractors, and third partigsh

respect to sexual harassment, sexual exploitation, sexual violence, stalking, and dating and
domestic vi ol ence (collectively referred t o a
responsibiliies under Title IX and the 2013 Violence Against Women Reauthorization Act of

2013 (also known as the Campus SaVE Act). These standards apply equally to all regardless of

the sex, gender, sexual orientation, gender identity, or gender expression offenindividuals

involved.

Sexual Misconduct (both on and off campus) violates ACP policy and Federal Civil Rights Laws,
and may also be subject to criminal prosecution. ACP is committed to creating and sustaining an
educational and working environment dre@f sex discrimination, sexual harassment, sexual
violence, sexual exploitation, domestic violence, dating violence, and stalking. The safety and
well-being of the campus community is a priority for ACP.

This Sexual Misconduct Policy adopted by ACRIé&signed to provide for a prompt, fair, and
i mparti al investigation and resolution of compl
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under Title IX. A complete copy of the ACP Sexual Misconduct Policy can be found at:
http://www.acp.edul/titlex-compliance/

Title IX Coordinator

Pursuant to Title IX of the Education Amendments of 1972 and the U.S. Department of
Educationds i mpl e 8lethRR. RaglO6r e 4CPasi dmnsl at | X Coord
pri mary responsibility for coordinating ACPO&s
responsibilities under Title X, which prohibits sex discrimination in all the operations of ACP, as

well as retaliation for the ppose of interfering with any righdr privilege secured by Title IX.

The Title IX Coordinator oversees this process in order to the appropriate steps to end the
Prohibited Conduct (under Title IX and the Campus SaVE Act), prevent its recurrence, and

redess its effects. The Title IX Coordinator shall be appointed by the President of ACP.

Title IX Coordinator:
Dr. Marcy Hernick
Office Phone: (276) 498244
Address: 227 McGlothlin Hall (1060 Dragon Rd., Oakwood, VA 24631)
Email: mhernick@acp.edu
Website:http://www.acp.edul/titlex-compliance/

All ACP faculty and staff are required to report allegations of Prohibited Conduct as defined
in this Policy (or potentially Prohibited Condutb)the Title IX Coordinator unless they have a
recognized confidentiality privilegeAdditionally, any student with knowledge of Prohibited
Conduct is strongly encouraged to report the concern to the Title IX Coordinator.

Under Virginia Code8 239.2:15: Any responsible employee who in the course of his
employment obtains information that an act of sexual violence may have been committed against
a student attending the institution or may have occurred on campus, in or on a noncampus
building or property, or  public property shall report such information to the Title IX
coordinator as soon as practicable after addressing the immediate needs of the victim. "Sexual
violence" means physical sexual acts perpetrated against a person's will or where a person is
incapable of giving consent.

A person may also contact or file a complaint with the US Department of Education, Office for
Civil Rights (OCR;Phone: 1800421-3481; EmailOCR@ed.goyregarding an alleged violation
of Title IX online at:http://www?2.ed.gov/about/offices/list/ocr/complaintintro.html

Academic Freedom

As a reflecbn of institutional values, thigolicy upholds traditions of academie&dom

and uncensored debate on matters of public contbhatrare conducted within applicable
state and federal lawhe policy #fects no compromise of freedom of thought, inquiry,

or debateRather, the policy seeks to ensure an environment in whiotatdn, work,
research, and discussion are not corrupted by harassRrafeéssional relationships
among faculty, staff, and students are central to the educational missiusn ©bdllege

Those who work within this community are entrusted with uniqueoresbilities,
including, but not limited to, guiding the educational and professional development of
students, evaluating student performance and assigning grades, providing job
recommendations, mentoring, and counseling.


http://www2.ed.gov/policy/rights/reg/ocr/edlite-34cfr106.html#S8
mailto:mhernick@acp.edu
mailto:OCR@ed.gov
http://www2.ed.gov/about/offices/list/ocr/complaintintro.html
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Sexual Harassment

Sexual harassemt has been defined generally as including unwelcome sexual advances,
requests for sexual favors, and other verbal or physical conduct of a sexual nature
whenever: (1) submission to the conduct is either an explicit or implicit term or condition

of employne nt ; (2) an employeeobs reaction to tl
employment decisions affecting that employee; or (3) the conduct has the purpose or
effect of interfering with the employeedbds w

hostile, or &fensive working environment.
Examples of Sexual Harassment:

Sexual harassemt can take many formsx&mples of conduct of a sexual naturelude,

but are not limited to, the following: sexiented verbal kidding, teasing, or jokes;
repeated offenge sexual flirtations, advances propositionsreference or use of sexual
material in class without any contextual relationship to the material being presented;
attempted or actualnwantedkissing or fondling continued or repeated verbal abuse of a
sexual nature; graphic or degrading comments about an individual or his or her
appearance; the display of sexually suggestive objects or pictures; subtle pressure for
sexual activity; inappropriate physical contamtimplied or overt sexual threats.

The xamples listed above are not exclusive but simply represent types of conduct that
may constitute sexual harassment.

Sexual harassment does not refer to occasional complimentsadially-acceptable
nature or consensual personal and social relationshipisout a discriminatory
employment effect. It refers to behavior that is not welcome and that is personally
intimidating, hostile, or offensive.

Other Unlawful Harassment

Harassment on other groundsych asrace, color, religion, age, sex, maritaltst

nati onal origin, di sability or hangdarcap, s e
any other characteristic that is protected by law is also prohibited. Harassment includes

jokes, verbal abuse and epithets, degrading comments, the dispifferafive objects

and picturesand other conduct that the individual might reasonably find to be offensive.

3.3.1 Anti-Fraternization Policy

The Collegds charged with and takes seriously providing a safe and productive learning
environment for its stdents and therefore considers it inappropriate forth@yCollege
employee to establish or allow to be established an intiptatsicalrelationship with a
student, regardless of gender, whose academic performance, work performance, financial
support oraid will be evaluated, determined, or influenced by such employdee
Collegeconsiders it a violation of this policy for any employee to offer or request sexual
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favors, make sexual advances, or engage in sexual conelgatdless of consenwith a
stdentwhoisn ot t he &poupel oyeeds

This policy is specifically designed to avoid any implied or direct misuse of power that
any employee may exert or intimate over a student at any time such student is enrolled at
the College

Complaint Procedure

The Collegerequires reporting of all incidents of sexual or other harassment, regardless
of the identity of the offender. Whilihe Collegeencourages individuals who believe
they are being harassed to firmly and promptly notify the offertidet his or her
behavior is unwelcomethe Collegealso recognizes that power and status disparities
between the offender and the recipient of the offensive conduct may make such a
confrontation impossible. Consequently, such direct communication &neguirement

or prerequisite to filing a complaint.

An employee or student who reasonably belighas heor she is or has been the victim

of illegal discrimination or harassment in violation of this poktwyllimmediately notify

his or her supervispthe PresidentDean, ortheCo | | e g e @anseLTaéggCollege

will fully inv estigate all complaints angaintain confidentiality to the extent possible
giventhe Collegés duty to investigate the compl aint
engaged in legal discrimination or harassment in violation of this policy will be subject

to appropriate disciplinary action, which may include termination of employment,
depending on the circumstances. No employee will be retaliated against for making a
complaint @ assisting with the investigation of a complaint. Making a complaint does
not, however, exonerate the complainant from disciplinary action for separate and distinct
violations of this personnel policy or for making a fadsenaliciouscomplaint.

The Collegeis strongly committed to maintaining a workplace free of impermissible
harassment or intimidation, including sexual harassment. All complaints will be taken
seriously.

Regardless of whether you hagwerformedany of the aboveeporting actionsyou may
contact the Office for Civil Rights, United States Department of Education
regarding complaints based on age, race, national origin, color, disability, or gender
at:

District of Columbia Office

Office for Civil Rights

U.S. Department of Education

1100 Pennsylvania Ave., N.W., Rm. 316
P.O. Box 14620

Washington, D.C. 200444620
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Telephone: 2022082545
FAX: 202-2087797; TDD: 87%#521-2172
Email: OCR.DC@ed.gov

3.32 Duty to Report

All full and part timethe Collegeemployeesandall students wheter or not employed

by the College have a duty to promptly report all incidents of unlawful harassment,
including sexual harassment, discrimination, threats, acts of viglenother crimes that
occurto them orto othersin their presence related the Collegeactivities on or off
campus.

Any display of violence or threatening behavior on the part of any employee, student,
agent, officer, contractor, vendasr any other person or group involvirtige College
activities on or off campus shall be immedig reported to th€resident othe College

Dean, orlegal counsel In the event of a threat of immediate and/or imminent danger,
such report shall be made directly to law enforcement authorities.

Failure by any employee or student to fulfill this datgy result in disciplinary action,
up to and including termination of employment or dismissal.

3.4  Policy on Disability

The Collegeis committed to providing equal opportunity employment to qualified
individuals with disabilities.The Collegeagrees t@mploy, advance in employmeand
otherwise treat qualified individuals without regard to their disability in all employment
practices including the following: employment, upgrading, demotion or transfer,
recruitment, advertising, layoff or terminationsates of pay or other forms of
compensation and benefits, and selection for training.

The Collegewill attempt reasonably to accommodate disabled employees and job
applicants to permit them to perform the essential functions of their jobs in a safe and
efficient manner. The Collegewill afford reasonable accommodation to qualified
applicants and employees with a known disability provided that the accommodation does
not cause undue hardshipTibe Collegeor, irrespective of the accommodation, that such
individuals do not pose a direct threat to the health and safety of themselves or others.

Applicants and employees with disabilities may inform Besident ofThe Collegeof

the disability and may suggest, on a confidential basis,thevCollegemay reasnably
accommodate thenAll applicants and employees are requireditoely disclose any

past or pending criminal or protective order petition charges including, but not limited to,
convictions of or documented propensities toward violence concerning dheany
diagnosis of mental problems that have in the past or during their employment resulted in
threats or acts of violence toward others. Such disclosures shall include being placed on
probation, terminated or otherwise disciplined for workplace thoeadsts of violence.

11
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Any employee requesting accommodatiouast inform thePresident othe Collegeof his
or her disability in writing,including documentation of such disability and a written
request for accommaodatipwithin thirty (30) days of emplayient if possible.

3.5 Hours of Work

T h e Co stdnadag busiseswours are Monday through Friday, 8:00 a.m. to F00.
A list of holidays wherthe Collegeoffices will be closed can be found in section 3.12 of
this manual as well as dhethe Colleg website.

Each norexempt employee shall be at his or her work station ready to begin work at 8:00
a.m. unlesshis/her work hours have been rescheduled and approved by the President.
Temporary rescheduling may be authorized by their immediate supervistie
employee sall notifyt h e e mpsliperyiserefousplanned or unexpected late arrivals
as soon as possible.

3.6 Overtime

Employees in nom®xempt positions under the Federal Fair Labor Standard§~ASA)
include, but are not limited to, empkgs who make less than $455 per week and
perform clerical, secretariabr nonsupervisory administrative duties. Whether an
individual is exempt or noexempt is based upon the dutles or sheperforns as an
employeeand theaforesaidthreshold amountfoncome per week shall automatically
adjust when implemented under HeSA without the formal amendment of this policy

All other professional, executiyand administrative employees, including faculty, are
exempt fom the FLSA

Non-exempt employeeshallnot work more than forty (40) hours per work wedgkhout

prior authorizationof a supervisor.Supervisorsshall make every effort to adjust

employee workweeks to avoid incurring overtime whenever such adjustments can be
made to benefithe College Employee preferences may be considered when adjusting a
workweek, but the business needstlud Collegeshallbe t he supervisor 6s
concern.

If working overtimei s approved i n advamesponsibiliiytto i s t he
document his or ér time worked using the o attached hereto in Appendix #nd

submitthe form to his or her supervisor who shall forward the form toBih&iness

Managerfor processing. Employees working authorizegrame will be compensated

for their work over forty(40) hours per week at their normal wage plus one half of their

normal wage (Time and a HalfiEmployees shall be compensated for overtime work

monetarily

It is expected thabvertime will be an extremely rare occurrence. Employees and

supervisors shodlnote thabvertimedesignation pertains only to hours actually worked
When an employee has used earned leavehena holiday falls within a workweek, the

12



Revisioni January 27, 2016

eligibility to earnovertimecontinues to require that forty (40) hours be actualbyked
beforean employee is eligible for tim@nda half compensation. Ei: In the case of a
week wherein an employeeorks nine hours one work dand a holiday fell in that
week, that employee would only earn strajggy forthe hour, not timand-a-half.)

Managers, directors, or deans/associate deans may implement temporary adjustments to
work schedules for all or part of a day based on the business nebdsGillege This
approach shabe used whenever feasible basedtm Collegebusiness needs to avoid
incurring overtime hours.

Exempt employees are not eligible for overtinidey are expected to work as many
hours as required to perform the duties of their position.

3.7 Weekly Time Report

Non-exempt employees must accurately record the time thep bed end their work,
on a daily basisThe time reporimust alsareflectthe beginning and ending time of any
split shift or departure from work for personal reasons.

't i s the employeeds responsibili tagyot o si gn
all time recorded. The timekeeper for the department will review and then initial the time

record before submitting it for payroll processing. In the event of an error in reporting

time, the employee mustnmediately report the problem to the depant timekeeper.

3.8  Absences and Tardiness (NEBrempt Employees)

It is the expectation athe Collegeand a condition of employment that employees will
adhere to the work schedule they are assignedhamtls & work agreed upon or
published. Chronic tdiness will be dealt with as a performance issue. Failure to adhere
to the hours of work policy may lead to disciplinary action up to and including
termination.

Anyone who will be absent for any reason during regular work hours must inform his or
her immediate supervisor prior to the absence unless the nature of the absence is such that
prior notification is not reasonably possibie;such case the employeshall notify his

or her supervisor as soon as possible.

Eachnon-exemptemployee sall be at Is or her work station ready to begin work at 8:00
a.m. unlesshis/her work hours have been rescheduled and approved by the President.
Temporary rescheduling may be authorized by their immediate supemhs@mployee
shallnotify thee mp | o y e e @rsof ugplapned ov unexpected late arrivals as soon as
possible.

13



Revisioni January 27, 2016

3.9  Lunch Hour (NorExempt Employees)

Unl ess other arrangements have bee&exempmade wi I
full time employees are expected to take a-lomer lunch brak, generally in the middle

of their shift. Part time employees (gym workers, library workers, and tutors) shall not

receive a lunch break, but part time employees may eat during the middle of their shift.

Lunch breaks cannot be used to adjust for laigads and early departures. However, in

order to continue office operations during lunch breakpervisors shall stagger lunch

periods of their employees.

Full time norexempt employeeare required byCollege policy to take lunch breaks as
per ths guideline. In no case is it acceptable for a-exempt full time employee to opt
out of taking this break.

3.10 Kitchen Areas

Certain areas in all buildings méave coffee pots, microwavevens, refrigerators,
vending machines, tablesand chairs forthe convenience of all employees. The

orderliness and cleanliness of those areas are the responsibility of all employees who use
them

3.11 Scheduling Vacations

Employees must obtain prior approval of their immediate supervisors when scheduling
vacaton leave. When considering multiple requests for vacation leave during the same

time, supervisors must first consider the business needtheofCollege If more

employees request vacation leave than can be accommodated during a given time period
theempb oyeesd supervisor wi || use an equitabl
granted. Equitable means may be based on date of the requests, length of service by the
employee(s), requests for previous leareany other circumstance.

3.12 Holidays

The @ | | eoffieeDHvall be closed on certain holidays. A schedule of the
holidays that the office will be closed during any given year follows:

(1) New Year 6s Day
(2) Presidentsdé Day
3) Memorial Day

4) Fourth of July

(5) Labor Day

14
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(6) Thanksgiving Day and the Fridafter Thanksgiving
(7) Christmas Eve and Christmas Day

See the academic calendar for a list of holiday dates for the current year. Two additional
holidays are designated, one announced annually and a second floating holiday.

3.13 Inclement Weather

Occasonally inclement weather and the hazardous driving conditions may dictate that
classes and /or work hours be delayed or cancelled. On rare octhsi@wleganay be
closed Delayed start times, rather than cancellation or closwile,be the preferred
method of operation whenever reasonable

Decisions regarding delays, cancellations or closures shall be made by the President,
Dean, Senior Associate De&nfety Directoror their designee. No other employees are
authorized to delay or cancel classeslosethe Collegeoperations.

Delays and cancellations will be announced i | i zi ng the Coll egeds
dependingon what you have selected as a means of notifications you may receive text
messages, cellphone calls and home land line. cBN&ryone will receive an email with

the delay and/or cancellation and the recording will also be placed on thé €og e 6 s
website (www.acp.edu)Students an€ollegepersonnel are responsible for checking the
phone, email owebsiteto determinghe Coleged status when weather may reasonably

be expected to result in altered operating times.

In cases where personnel do not believe it is in their $adstyinterests to attempt to
travel in inclement weather, personnel should avail themselves ofl¢lage to cover
their absence. Appropriate notification of supervisiallbe made in a timely fashion
so that coverage may be arranged.

When classes are delayed, staff reporting times will also be delayed by the same amount
of time unless specifitig noted otherwise.For example: Classes may be operating on a

60 minute delay which will result in a 1@0 a.m. start time for students, thus staff would
report at 00 a.m. When classes are cancelled for a dajisimissed earlystaff will be

notified if they are excusedr dismissed early.

3.14 Privacy

The Collegeemployees have no expectation of privacy regarding #ssignedffices,

desks, lockerspr mail received athe Collegé s a dcdlls ® sared ,from th€ollege
telephones, includinghe Collegepurchased cellular phonesr College computersor

network systemsncluding laptopsdesktopsand information routed to or stored within

IT servers. Any such the College owned equipment or furnishings may be seized or
secured without noticearidai | ur e t o surrender such items
supervisors or other the College officials damaging such items in order to erase or
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disable them or otherwiseoncealtheir contentsmay result in discipline including
termination

This policy does not apply tee mp | o persermlditems (i.e., purses, brief cases,

backpacks, coats, pocketic.)e x c e p t i n situations whereby

or other the College officials have reason to believe that stolen items, illegal codtraban
or banned weapons am@oncealedtherein. If such employee conduct is reasonably
suspected, the the College official may require the employee to not remove his or her
personal item from view in order for law enforcement personnel to be called to
investigde. Failure of the employee to cooperate with such a request may be grounds for
discipline including termination.

3.15 Personal Use of Office Equipment and Supplies

es, C 0 p Yy, arsl supporit mesannel apedbet a g e

The Collegés suppl i
siness purposes only and are not

Collegb s bu

Personal telephone calls during business hours, both incoming and outjwhdye
confined to those which are absolutely necessaryshalibe kept to a minimum.

3.16 Professional Attude and Appearance

Employeeshallmaintain a professional demeanor at all times. This extends to employee
dress, professional communicatipasid work area decoration, the suitability of which
shall be determined by th&residenbr his or her designee

Employea shalldressneatlyand in a manner consistent with a professional atmosphere,
keeping in mind the impression made upon students, visiéms other employees.
Whenever there is a need for clarification regarding the appropriateness ofthd#ire
Presidentor hig her designee shall be the final arbiter of the suitability of attire.
However, eeshirts, tennis shoes, casual sandals, denim of any kind or color, flip flops,
baremidriffs, tank tops, sethrough tops, or other inappropriat®ttiing is prohibited
during business hours and while representitegCollegeat formal college functions on

or off campus. However for casual events including but not limited to athletic events,
picnics, and sports activities, the following attire shwedl acceptable: teshirts, jeans,
shorts,capris tennis shoes, flip flops, and casual sandals

3.17 Visitorsand Phone Procedures

In order to present the most favorable image possibleh@fCollege certain basic
standardshallbe followed when interding with visitors and the general public

(1)  All visitors shall be treated courteously, their business given prompt
attention, and their stay in the office made pleasant.

(2)  When a visitor arrives on campus for an appointment or interview, the
employeegreetirg the visitorshall inquire of the reason for the visit and
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shall notify the appropriate employee. If the visitor cannot be met
immediately, the visitoshallbe given an explanation for the delay and an
estimate of how long the wait will be.

(3)  Visitors unknown to the receptionisshall be escorted to the meeting
location or office for their business e Collegeand then escorted back
to the reception area by an employedore exitingthe facility. No one
shallbe sent to find his or her own way througk building.

4) No one callinghe Collegeshallbe kept waiting on hold. The callshall
be informed if the employee he or she is calling is available. If the caller
cannot be put through to the employee immediately, the cstile be
asked if heorshewoul d | i ke to | eave a message
mail.

3.18 Housekeeping

Each employee is responsible for the neatness and good order of his or her wankdarea
all employeesshall cooperate in maintaining the office in the neatest and estan
possible manner.Employees shall not: 1) hang items in the hallways; 2) move office
equipnent or furniture from one room to the other; 3) or place items on the walls in their
office without the permission of the President or Dean.

3.19 Adjustment ofWorkloads

It is the responsibility of all administrative support staff to report his or her availability to
his or her supervisor if ighe is not busy at any given time. In this way, heavy work
pressures may be relieved from others and a more equitalitdoad balance achieved.

3.20 Outside Employment

Full-time employees are expected to be working solelyhfeiCollege Requests to work
outsidethe Collegerequire preapproval bythe the CollegePresident. Please use the
form attached hereto as pgndixE to seek such approval

3.21 Employment oimmediate Family

Althoughthe Collegedoes not forbid the hiring of immediate family members of current
employees, no supervisory relationship will be permitted to exist between two employees

who are nembers of the same immediate fanfiyd e f i ned as an empl oyeed
grandchild, parent, sibling, or other person, whether or not related by blood or marriage,

if such person receives from the employee, or provides to the employee, more than one

hdf of his financial support).

3.22  Publicity

Sincefavorableand accurate publicity is beneficial and crucial to the orderly conduct of
the Collegeand its Board of Trusteetje Collegeis interested in communicating with
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the press from time to time the form of interviews and press releases. If any employee
is cantacted by a member of the media regardivg Collegepolicies, events, programs

or occurrenceghe employe®r studenshall immediately repothe nature of the inquiry

to his or her immdéiate supervisorIf appropriate, the President mdlgen grant
permissionn writing for such student or employé® speak on behalf diie College

No employeamay speakn behalf ofthe Collegewithout express written consent of the
President. If thénquiry is dealing with matters of business beforeBbardof Trustees
the Presidenshall refer such matters to tldair of theBoardof Trustees

3.22.1 CollegeWide Communications

Open communications among administration, faculty, staff andestsids encouraged.
Employees may communicate news or information to other employees using mass emails
or memoranda.

3.23 Reimbursements and Purchases

Reimbursements to any employee for expenses incurred by the employee on kbkalf of
Collegeare @id once a month. Employesbkall submit all requests for reimbursement
by the 28" day of each month in order to receive reimbursement that mdntevery
case, equests for reimbursemeshall be submitted within thirty (30) days of incurring
the expase. A properly completed reimbursement fosmall be submitted to the
Business ManagerAll relevant receipts must be attached. See form attached hereto in
AppendixB.

Purchases of equipment or services, including office supplies, electronic equiptoent,
require the approval of theresidentDean or the Presednt 6 s Oefoseiplgcimg e
the order for the services or materials. A purchase order must be submitted to the
empl oyeeds supervi sor, and if approveda thec eadepif the pr oces
materials or services may then be placed.

3.23.1 Routine andNon-Routine Travel

Routine travel is that which occurs in the course aoh e mp lusugl edaily s
responsibilities, such as travel to and from the campus and within Buchanan County.
Emploees shall not be rei mbursed the cost of
Oakwood campus; to or from his/her regular work site off campus; or to or from public
service events. Employees shall not be considered to be atwrang suchravels.

Detailed requests for neroutine travel, such as attending conferences, seminars, and any
overnight stays, must be made on the a-Nurine Travel Request, attached hereto in

Appendix C. In order to be eligible for reimbursement, requests must be made in
advance to the employeeds supervisor and ap
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Business ManageMembers of Administratioiidefined as members of the Appalachian
College of Pharmacy Executive Committeeg exempt from the requirementsigbmit
travel rguests in advance.
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Chapter 47 Personnel Policies
4.1 Employee Classifications

1. 1.0 FTEFull-time Classified
a. Full-time enployees are entitled to the following benefits:
(1) accumulatiorand useof paid leave at 100% of the amount
allotted to fulltime employees anthkingunpaid leave as
provided in the policies contained in this manual;
(2) participatonin the Collegé s me di-terajand s hor t
long-term disability andife insurance plans;
3) participationinthe Collegé s r et i r ement pl an;
(4) beefits under the Workerds Compe
B5) further benefits as specified in
any, and
(6) paid holidays.

2. >=0.7 FTE <1.0 FTEull-time Classified
a. >= 0.7 FTE <1.0 FTEEmployeesre entitled to the following

beneits:

(1) accumulatiorand usef paidleave athesamepro rata
amount as the percentage of the FTE of thpleyee with
unpaid leave to besgrovided in the policies contained in
this manual.each academic year;

(2)  participation inthe Collegé s  nak shortterm, and
long-term disability andife insurance plans;

3) participation inthe Collegé s r et i r ement pl an;

(4) benefits under th&/o r k €ampdhsation Act

®5) further benefits as specified in
any

(6) paid holidys.

3. Wage/hourly
a. Wage employees are limited to working 1,500 hours per year,
which is considered to be the 388y period following a wage
empl oyeebs first day of empl oyment;

b. Wage employees shall be paid only for actual hours worked;
therefore, ecords of hours worked must be kept for all wage
employees;

C. Wage employees shall be considered-apempt for the purposes

of the Fair Labor Standards Act; and
d. Wage employees shall be eligiblef@bhef i t s under the W
Compensation Act.

All employees whose contracts are not for a specified term are considenglll at
employees. If an employee is awill, the employee othe Collegemay terminate the
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employment relationship at any time, with or without cause. However, as a cothéesy,
College requests that atill employees providehe Collegewith reasonable notice prior
to separationSee Separation from Employment in section 4.9 below.

4.1.1 IndependenContracors

Individuals or entities that are hired as independent contractors reltateceive any
insuranceincluding health, dentabr disability insuranceor retirement or leave benefits.
Any insurance that may be required by lawch aswo r k eompe@sation is the
responsibility of the contracted workerindependent Contractorwho are regularly
performing work for the College shall provide documentation for Workers Compensation
and carry a policy of liability insurance in the amount of $1,000,000 and make the
College an additional insured on the policy and provide a ceréfictinsurance.
Additionally, contractors are responsible for tax and social security withholdings and tax
reporting to the Internal Revenue Service.

4.2 Compensated Time

Non-exemptemployees are compensated for all hours workéte Collegemaintains
time records on eadmonexemptemployee. Salary payments, less all applicable taxes
and deductions, shall be madethg Collegeon the last day of each month.

4.3  Personnel Records
The personnel file will include, but is not limited to, the following:

employment application;

employment contract;

correspondence regarding employeeds ¢
resume;

reference letters;

transcripts, if appropriate;

letters of recognition;

letters of reprimand or termination;

dates of employmengnd

0. pay rates and changespay rates and/or position

HOONOAWNE

Immigration information shall be maintained in a file separate from the personnel file.

An e mp lamrgreeatioregersonnel records aoensidered confidential and will be
kept in a secured locationAn e mp | oy e ferécepiesofetine uatorerentioned
records fromhis or her personnel file shall be made to the Associate General Counsel
The empl oyee, t he thePrpddent the@ean, tlselSpneor BExecdiver
Committee membergurrently thePresident, Deargnd Senior Associate Deaand the
College counselshall haveaccess to the fileipon request Other Collegepersonnel
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having a legitimate management interest fbe College and employmentelated
purposesnayhave access to an employeebds file.

Docurnents concerning pay, taxes, benefits, or other financial matters will be kept in the

empl oyeebs file in the business office. A
considered confidential but can be viewedthg employeebusiness office staflegal

counsel forthe Collegethe President the Dean,the Senior Executive Committee

members gurrently thePresident, Dean, and Senior Associate Deaut) the auditors .

The College may furnish such financial records to its financial or insurance aualittars,

governmental agencies that regulate the Collegee College may provide such

information to any governmental agency upon its request.

4.4  Compensation
4.4.1 Annual Evaluation and Salary Review

Each employeeds perfor mally@ae the Ineaultsl of sSueh eval u
evaluation conveyed to the employee by his or her immediate supervisor. The
performance evaluatioshallbeb ased on the employeebs perfor
duties as outlined in his or her job description and/or confracultyshall beevaluated

based upon their Annual Faculty Performance Evaluation crigg@aFaculty Handbook.

Decisions about salary increassisall be made annually based on resourcestlod

College and such considerations as cost of living anditfpay for performance

measures.

Salary increases are discretionary.

Employees who have taken more than 480 hours of time off excluding desigmated
Collegeholidays during the evaluation period (cumulative throughout the preceding 12
months), includig time charged tshort or long-term disability, vacation, sicleave

and all other forms of leave shall not be eligible for consideration of a salary increase.

45 Leave(Notice: Accumulated leave of all types may be forfeited upon dismissal,
please rier to the policies relevant to termination to determine applicability)

45.1 Vacation Leave

Leave for vacation or other personal purposes accrues at the following rates unless

ot herwise provided in the employefmaly, empl oyr
and administration will receive twentwo (22)d ay s 6 \‘eave actrued at the rate

of 14.67 hours per month. Naxempt staff will receive fifteen (15 ays 6 vacati or
leave accrued at the rate of 10 hours per month. Vacation leave aseabpydhe
Collegemanagement is paid time off for personal reasons.
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The leave year is based on a twelve month period beginnidgrarary and ending on
Decembenl.

At no timeshall employeeaccumulateand carry over into the subsequeatendar year
more thar820hours ofannual vacation leav&his policy may be waived for extenuating
circumstances as determined by the President of the College.

Vacation leave accrues at the end of the day on the last working day of every month. Itis
credited tothe employee and is available for use on the first day of the next pay period.
An employee must have worked or been on paid leave for the entire pay period in order
to accrue vacation leavBlew or rehire employees who start work on the first available
work day after the start of a new pay period will be designated as having started at the
beginning of the pay period.

Vacation leave does not accrue if any of the following occur:

1. the employee has been on Leave Without Pay during the pay period or
employee is not paid for any portion of a month (e.g. exhaustion of
leave time);

2. the employee has been on paid leave for 60 consecutive days
regardless of the type of leave to which the absence is charged; or

3. theemployee is suspended as a result of disciplinatipn (unless the
suspension extends onto a second pay pehed accrual will resume
in the second pay period).

4. the employee has tendered a resignation and the College has agreed to
pay the employeebs sal aey beyond the
resignationVacation leave shall not accrue after the effective date of
such resignation.

Employees cannot use vacation leave until it is accrued. Hours earned/accrued in one
pay period are available for use in the following pay period.

4.5.2 Using Vacation Leave

Employes must request and receive approval from their supervisor prior to using
vacation leave. Employesballmake their requests as far in advance as possible, but no
more than six (6) months in advance. Supervishd attempt to approve requests for
annual leave as long dke Collegeoperations are not adversely affected. However,
supervisors may deny the use of vacation leave basdteofollegebusiness needs.
Written requests and approvals are required fouchantation. If the employee could

not have reasonably anticipated the need for absence/use of vacation leave, the employee
shallrequest the leave as soon as possible after the leave begins.
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If an employee takes leave in excessisfor herearned £k/annual leave balance in any

given montht hen t he empl oyeebds pay wil|l be reduce
excess of théeavebalance multiplied by the regular hourly rattn employee will not

earn leave in any month that such a reductiom*gess leave hours occurs.

Each employee is responsible for knowing his or her correct leave balance and accrual
rate. The failure othe Collegesystems or responsible employee error does not relieve
that responsibility.

453 Leave Without Pay

Leave without pay (LWOP) is a temporary npayable status and absence from duty that
may be granted by the President upon request of the emplbgaee without pay can be
categorized as unconditional or conditional leave without pay.

4.53.1 UnconditionalLeaveWithout Pay

An employee's approved absence from work without pay that guarantees
reinstatement to the position held by the employee before the leave was
taken

4.53.2 ConditionalLeaveWithout Pay

An employee's approved absence from work withmayt that guarantees reinstatement
only if the employee's position is available when he or she desires to return from leave. If
the position is not available, the employee will be separated and may be employed again
only after going through the normal reitnaent and selection process.

45.4 Civil Leave

Employees willgenerallybe allowed the necessary time off for civil leatbject to the

terms and exceptions listed below or conditions required by the president on a case by
case basis consistent tvistate and federal lavCivil leave whether paid or unpaianay

be used to serve on jury duty, serve as trial witnesses, serve in the U.S. nattemgl

legal actions related to their employmentttzd College or exercise other subpoenaed

civil duties. Civil leave may not be used if the employee jdaintiff or defendanin a

civil or criminallegal action; in these cases, the employee must use earned vacation leave
or leavewithout pay if vacation leave is not available

4.54.1 Jury Duty
During the time an employee serves on a ,juhe enployee will be allowed the

necessary time off anthe Collegewill payt he empl oyeeds regul ar sa
days per yearusing the twelve month rolling back year, andl pay the difference
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between t he empl oyeeds r egdoranytims mkexaessyoffaend t he
daysEmployeesare requested to advise their immediate supervisor as soon as possible of
any jury service.

4.54.2 Trial Witness

An employee who receigenotice of a aril duty obligationto serve as a witness in any
legal proceedinghall notify his or her supervisor as soon as possible of the dates leave
will be taken and provide a copy of the summons received from the city, countypstate
federal government.

If the employee is a paid @oluntary witnesshe employee will either use Wierearned

vacation leave or take unpaid leave. In no ev&@mdllt he empl oyeeds expe
attending a trial aa paid or voluntarywitness be paid bthe Collegeunless agreedtin

writing by the President Any employee serving as an expert witness in litigation must
comply with the Collegebds policy concerni ng¢
otherwise is a witness in the litigation.

4.54.3 Military Training/Reserve

the Collegedoes not discriminate against veterans or members of the armed services and
will comply with the Uniformed Services Employment and Reemployment Rights Act of
1994and as may be amended.

455 ProfessionakEducational Leave

Employees will be penitted to take professional leave to attend professional
conferences and/or meetings relevant to their job duties and responsibilitibe at
College Employees wishing to take professional lealall complete aProfessional
Development Travel Requeatd submit it to their supervisor for approvay College
Administration The Collegemay reimburse themployeefor his or her expenses in
representinghe Collegeat such conferences or meetings.

However, if theemployeereceives an honorarium or ishetwise compensated to attend
the conference or meetinthie Collegeshall not reimburse themployee forhis or her
expenses.The Collegemay pay the difference in costs over and above the honorarium.
Professional leave shall not count againstthe egple@ 6 s annu al | eave.
Anyone intentionally requesting or receiving College reimbursement funds for honoraria
or travel compensated by an external institution will be subject to disciplinary action.

4.5.6 Sick Leave

Sick leawe accrues on the last day tketmonth orthe last dayof the pay period. It is
credited to the employee and available for use on the first day of the next pay period. An
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employee must have worked or have been on paid leave for the entire pay period in order

to accrue sick leavexcep t hat an empl oyee with an active
may turn in a maximum of 16 hours of | eave ti
single pay perioavith valid documentation provided

Leave for illness accrues at the following rates unlesherwise provided in the

empl oyeebs empl oyment c o n t,rard administratiBrwile mp t emp
receive twentytwo (22) days sick leave accrued at the rate of 14.67 hours per month.
Non-exempt staff will receive fifteen (15) days sick leaaccrued at the rate of 10 hours

per month.

Employees may accrue up to 720 hours of sick leave.
Sick leave does NOT accrue in the following situations:

1. during any monthly pay period when (a) thepboyee is on leavevithout pay
exceptthatanemply ee wi t h an active Workersd Compensat
maxi mum of 16 hours of | eave time against Wor k
pay periodwith valid documentation providgth) employee is not paid for any

portion of a month (e.g. exhaumti of leave time)

or (o the

employee has tendered a resignationtaedCollegehas agreed to pay the

empl oyeeds salary beyond the effective date

not accrue after the effective date of such resignafioafter 90 consecutivealendar
days of leave with pay, regardless of the type of leawshich the absence is charged
(including shortterm disability) A return to work for a complete pay periad the
equivalent, which for this purpose shall be twetwy (22 consecutive work days
excluding holidayswill interrupt the count of 90 consecutive calendar days of leave with
pay. A new 9&day period will begin if the employee again returns to a leave with pay
status and the employee will continue or resume leaserual;

3. whenan employee is suspended with or without pay pending the results of an official
investigation or court actionor during any pay period when an employee is on
disciplinary suspension excdptthe following cases

a.if a suspension eg&hds into a second pay period, accrual of sick leave shall resume in
the second pay period unless the period of suspension exceeds 15 calendar days;

b. if a suspension extends into a third pay period, accrual of sick leave shall resume in the
third pay peiod; or c. when an employee is on Leave Without Rayoff.

4.56.1 Using Sick Leave

Accrued sick leave hours are availabletfoe following purposes
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1. Personali Employees shall be allowed to use their accrued sick
leave to take paid timeff from work for the following reasons:

amedi cal necessity during the adlnegs oyeeds
or injury, including incapacity related to pregnancy or childbirth;

b. infection with or exposure to a contagious disease suchithat her presence
on the job might jeopardize the health of others; and

c.the empl oyeeds medical appointments tha
during nonwork hours.

2. Family i Employees shall be allowed to use accrued sick leave to
take time offfrom work for the illness or death of an immediate
family member. Immediate family members shall include the
following:

a. parents, including steparents or persons who stood in place of the parent and
performed parental duties and responsibilities;

b. spouse as defined by laws of the Commonwealth;

c. children, including stejghildren, foster children, and legal wards;

d. siblings, including stegiblings; and

eany relatives, either by blood or marri a

4.56.2 Verification for Need of Sick Leave
An empl oyee who wishes to use sick | eave mu
verification from medical providers of sufficient information to determine compliance
with the sick leave policy
An e mpl o yf paad&isk leave may be denied if the employee fails to comply with
a reasonable management request for verification of the need for sick leave or if the
verification provided is inadequate.
456.2.1 When Verification May Be Bquired

An employee who anticipates beingable tonvork due to a medical condition, including
but not limited to such things as elective surgery, pregnancy, and chilciialhsubmit

a physicianbs certificat i onetodssisdmasagement i ty as
in planning for the employeeds absence.
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456.2.2 Acceptable Forms of Verification
Forms of verification employees may provide incldde following

1 a. certification from the treating physicianaththe employee is
temporarily disabled from work. Thghallindicate the extent of
the employeeds disability and the
disability. the Collegemay send a copy of the Employee Work
Plan for the physician to use in determining evhduties the
employee is able to perform.
T bcertification from the employeeds
currently has or has been exposed to a contagious disease such
that his or her presence on the job might endanger the health of
others; or
1  c.evidence that the employee has a medaapointment

4.5.6.2.3 Abuse of Sick Leave

Employees who misrepresent the need to use sick leave are subject to disciplinayy action
including termination

457 Sick Leave and Sheterm Disability

Employees who miss work due to a medical episode or illness may elect to udersmort
disability or use accrued sick leav&n employee may use sick or other leave for the first
seven absences related to the episode or illness. On thie égghthe employee must
elect to usehortterm disability or accrued leave.

If the employee elects sheadrm disability then he or she will not be permitted to use
accrued sick leave for that episanlallness. An employee who elects to use shemn
disability mustwork with the Chief Financial Officerto completethe required insurance
forms. Employees electing to use accrued sick leave may not later eleetestmort
disability for the same episode or illness.

Employees will continue to eaxacation and sick leave while on shtatm disability.
4.6 Benefits

4.6.1 Retirement 403(b) Plan
The Collegeandeachemployeeagree to participate in a Defined Contribution Retirement
Plan and Tax Deferred Annuity Plafthe Plan). Please see the Summary Plan
Descriptions for the Plan.the Collegeagrees to contributen a matching basis a
minimum of 1% and a maximum & oftheemp | o0 ygeoss&Gaary, on a 1:1 match

ratio based upon the mp | o goetrbdtien The enp | o ycen&ribusons to the Plan
will bemanagedthrough the payroll system by deduction from salary.
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The Collegés contri buti on t othetehpel oPypeseng ssohhe | | vest
Plan and being employed in good standing for three (3) consecutive years. The provisions
of the Plarshall supersede the termvided hereinshould they be in conflict.

4.6.2 Social Security and State Disability and Medicare

Under federal | aws, a certain percentage of
contribution to the Social Security Fund andMedicare. The Collegecontributes to
these funds in equal measure for each employee.

4.6.3 Wo r k €Eampdnsation

The Collegemaintains thew o r k eompedsation insurance required by law. Contact
the administrator for information regarding coveragel the manner in which claims
may be made.

All employeesshallpromptly reportto their immediate supervisatl injuries suffered as
a result of employment activity at or on behaltloé College Failure to report an injury
promptly may result in lossf benefits.

Employees who are injured on the job will be given a panel of no less than three
physicians from whom to choose their care for their wetlted injury.If an injured

empl oyee is allowed by his or hreCollggd y si ci an
shall, at its sole discretion, decide if such light duty options exist and reserves the right to
assign such employee to |light duties that m
description.

4.6.4 Liability Insurance

The Collegeshall provide professionalliability insurance coverage foprofessional
employees for errors and omissions and personal liability for acts performed as an
employee or agent ahe College This coverage shall specifically include personal
injury and employmen practices liability with a minimum single coverage limit of
$1,000,000.00 and a minimum combined acts coverage limit of $3,000,000.00. This
obligation ofthe Collegeto provide liability insurance coveragedmployees shall be in
addition to any indemfication obligationthe Collegemay incur under its By aws or
otherwise.

4.6.5 Medical, Disability and Life Insurance

At the election of the employee, raedical plan that includes hospitalization, major
medical coverage, prescription coveraged datal benefits shall be contracted within
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thirty (30) days of the starting date of employmef@ptional dependent coverage is
available atemp | oy e e 6 s Teenxlife ensusarce not to exceedpolicy amount
equal to two ti mes tnbteoexeepd$l00yYede 6s annual sal

the College at its expense, provides &lill-time calendatyearemployees with medical,
dental, visionshortterm disability,long-term disability and life insurance. The specific
coverage, eligibility requirementand beefits payable under these policies are described
in insurance company brochures and the Summary Plan Description, which will be given
to eligible employees.

Employees with dependents may obtain medical coverage for their dependenthender
Colleged s ioakpdlicyat their own expense

Long-term disability coverage is provided in accordance with such insurance policies as
the Collegamay have in effect for its employeethe Collegaeserves the right to require
employees to be examined by a physidi@signated byhe Collegein order to verify

their disability.

4.6.5.1. Continuation of Health Care Coverage

In compliance with the Consolidated Omnibus Budget Reconciliation Act of 1985
(COBRA), the Collegeoffers employees and/or their covered dejees the opportunity

for a temporary extension of health coverage (continuation coverage) at group rates in

certain instancefualifying evers) where coverage undére Collegé s pl an (t he He
Plan) would terminate.

The continuation coverage wilbe identical to the coverage provided for actite
College employees and their covered dependents. An affected employee or covered
dependent does not have to show that he or she is insurable to elect continuation
coverage. Persons who are not coveredeu the Health Plan on the day before the
gualifying event are not eligible for continuation coverage.

| f an employee and/ or an employeebds <covere
coverage and pay the required cost within the time period described, Edl Health
Plan coverage will terminatattheend of montifrom thedate of the qualifying event.

An empl oyee and/or an employeeb6s covered d
continuation coverage for a maximum period of 18 months upon thereacarof one of
the following qualifying events:

1. The termination of an employeedbds empl
voluntary resignation or retirement) except for gross misconduct; or
2. The reduction of an empl onpleyeeGssno hour s t

longer eligible for coverage under the Health Plan.
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A covered dependent will have the right to elect continuation coverage for a maximum
period of 36 months upon the occurrence of one of the following qualifying events:

1. The death of thecovered employeewho is the coveredl e pendent 6 s
spouseor parent;

2. The divorce or legal separation of the employee and the covered
dependenspouse;

3. The divorce or legal separation of the employee who is the parent of a
covered dependent child;

4, The employeespouse or paretecomingeligible for Medicare; or

5. A covered childbecomingno longer eligible as a dependent, i.e., a child

attains agee6.

I f a covered dependentdéds coverage has been
empl oyeeds teduction aof mouse and a secondrqualifying event occurs as

described above during the period for which continuation coverage is effective, the

covered dependent is eligible for an extension of continuation coverage, but in no event

may the continuation covage period with respect to all such qualifying events exceed

36 months.

Under COBRA, the employee or empl oyeeos co
notifying the Collegeof a divorce, legal separatioor a child losing dependent status

under the HealtiPlan as described above. An employee must ntigyCollegeand

elect continuation coverage not later than 60 days after one of these events occurs
otherwise, the right to continuation coverage will be lost.

The Collegeis responsible for notifying th Chief Financial Officeofan e mpl oyeeds
death, termination of employmertdr reduction in hours or Medicare eligibility. The

Chief Financial Officerwill in turn notify the employee that the employee and/or

empl oyeebs covered hmaipedacowkemgewithin 6adgys foméhet cont
date of such notification. The right of continuation coverage will be lost if it is not

elected within this 60 day period.

I f the employee and/or the employeebs depen
monthly cost of the coverage plus a tpercent (2%) administrative charge will be

imposed. The Collegewill no longer pay any portion of the cost. Specific information

about the cost of continuation coverage can be obtained by contacti@gigfdé-inarcial

Officer.

Payments for continuation coverage must be made and remitted @higfeFinancial
Officer or outside administrator. The first payment must be received within 45 days after
the date of election of continuation coverage and must covem8iaatroactive to the
date of the qualifying event.

If affectedemployes have any questions about how COBRA may affect them and their
dependents theshall contact theChief Financial Officer
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4.7  Family Medical Leave Policy

It is the policy ofthe Collegeto permit eligible employees to take up to 12 weeks of

family and medical leave in a 4f8onth period (FMLA leave) or up to 26 weeks in

certain instances involving injured or $ervice memberi accordance with the Family

and Medical Leave Act df993, as amended. FMLA leave is intended to help employees

balance their work and family life by allowing reasonable amounts of unpaid leave for

certain reasonsuch as serious health conditions, birth or adoption of a child, caring for a

seriously ill family member, call to active duty for a family member who is a Service

Member, and caring for seriously ill or injured family Serditembers, while protecting

the employeeds job for a period of up to tw
FMLA leave is intended to ensure that eligible employees taking necessary leave will

have their group health plan benefits continued during the period of FMLA leave and will

be entitled to reinstatement to the same or a substantially equivalent position upon thei

return to work. the Collegewill comply fully with FMLA law, and as the law changes,

ACP6s policy will c¢change in accordance with <c

If you believe that you might qualify for FMLA leave, contact your supervisor
immediately for FMLA @perwork and more details.

4.7.1 Eligibility

To qualify to take family or medical leave under this policy, the employee must meet all
of the following conditions:

a. The employee must have worked ASCP for 12 months or 52 weeks. The
12 months or 52 waks need not have been consecutive. For eligibility
purposes, an employee will be considered to have been employed for an
entire week even if the employee was on the payroll for only part of the
week or if the employee was on leave during that week.

b. Theemployee must have worked at least 1,250 hours during theohgh
period immediately before the date when the leave is requested to
commence. The principles established under the Fair Labor Standards Act
(FLSA) determine the number of hours worked by employee. The
FLSA does not include time spent on paid or unpaid leave as hours
worked. Consequently, these hours of leaall not be counted in
determining the 1,250 hours eligibility test for an employee under FMLA.

C. The employee must work in an ic# or work site where 50 or more
employees are employed kye Collegewithin 75 miles of that office or
work site. The distance is to be calculated by using available
transportation by the most direct route.
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4.7.2 Covered Leave

To qualify as FMLA leae under this policy, the employee must be taking leave for one
of the reasons listed below or f6ervice membefiamily leave as described gection
4.7.9below:

a. In order to care for a newboson or daughter of the employee;

b. The placement of aos or daughter with the employee for adoption
or foster care;

C. In order to care for a spouse, son, daughter, or parent with a serious
health condition; or

d. Because of a s@wus health condition that rendeéhe employee
unable to perform the functierof the position held by the
employee.

4.7.3 Use of Accrued Leave

FMLA leave runs concurrently with alltlver leave available through the College
Accrued sick leave and accrued vacation leave are counted toward the total time available
to an employeg¢hrough FMLA. Employees taking FMLA leave must first exhaust all
accrued sick leave, then exhaust all accrued annual, leatfesuch leave is exhausted
FMLA leave is paid leave only for the period in which the employee uses annual or sick
leave; remaiing FMLA leave will be unpaid.

4.7.4 Intermittent or Parfime Leave

FMLA leave may be taken on an intermittent or giane basis in certain instances. If
intermittent FMLA leave is necessary pursuant to an event described in (c) or (d) of
section 47.2above, then the employee shall be permitted to work aipatschedule as
necessary to provide care for a family member or receive treatment for a serious medical
condition. Intermittent FMLA leave is not usually available pursuant to events dskcrib

in (@) or (b) above, howevethe Collegeshall follow federal regulations regarding
intermittent FMLA leave in those circumstances. To the extent necessary to
accommodate¢he Collegé s  nthe €dllegemay temporarily transfer the employee to
anotherposition during the period of patime or intermittent leave. At the end of the
FMLA leave period, the employee shall be returned to his or her former position or to a
similar position with equivalent pay and benefits.
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4.75 Benefits While on FMLA Lave

An employee taking FMLA leave will remain coveredthg Collegehealth plan for the
duration of the leave, whether paid or unpaid; provided, however, the employee will be
required to pay his or her nornmsllare of premium paymenrts maintaining suic health
coverage.

If the employee chooses not to return to work for reasons other than a continued serious
health condition of the employee or of the e
beyond t he e mid Collegaray@ntimuehaathiinsutancelife, disability

and ot her benefits if all owabl,eandufrsucle r t he
premiums are paid by the College, the Colleglerequire the employee to reimburdes

Collegethe amount it paid for the employee's hieatisurance premium during the leave

period.

Under currenthe Collegepolicy, if the employee is required to pay a portion of the
health care premiunthe Collegewill continue to make payroll deductions to collect the
empl oyeebs s har deoopaid tedve Wiple theremplayee vs lon unpaid
leave, the employee must continue to make this payment, either in person or by mail. The
payment must be received in the Business Officeh@fCollegeby the 25th day of each

month. If the paymentis motehan 30 days | at e, the empl oye
may be dropped for the duration of the lea¥ée Collegewi | | provide 15
notification prior to the employeeds | oss of

If the employee contributes to a life insurance or disabiliy phe Collegewill continue

making payroll deductions while the employee is on paid lef&adlowable under the

Col |l egeds gr oWhie the engployeecioon tinpaaddetive, the employee may

request continuation of such benefits and pay theitign of the premiumsor the

Collegemay el ect to maintain such benefits dur
share of the premium payments. If the employee does not continue these patheents,
Collegemay discontinue coverage during the leavahdf Collegemaintains coverage,

the Collegemay recover the costs incurred for p a
premiums whether or not the employee returns to work.

4.76 Employee Status after FMLA Leave

An employee who returns to work at the conausof the FMLA leave period will be
reinstated into his or her prior position or into a substantially similar position. The
employee may not be reinstated in his or her prior position if the employee can no longer
perform the essential functions of thatsgion, although reasonable accommodations
may be made for the employee in accordance thighCollegepolicy and the Americans

with Disabilities Act.

An employee will not be subjected to any retaliation or adverse action simply because the
employee hachosen to exercise rights made available under the FMLA.
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Certain highly compensated employees (Key Employees) may not be eligible for
reinstatement upon return from FMLA leave. If you are a Key Employee, you will be
notified of this when your FMLA leavis approved.

4.7.7 Certification of the Serious Health Condition of the Employee or the
Spouse, Childor Parent of the Employee

The Collegamay ask for certification of the serious health condition. The employee must
respond to such a request within #idys of the request or provide a reasonable
explanation for the delay. Failure to provide certification may result in a denial of
continuation of leave. Request for a medical certificate must be made in writing as part of
the employer response to employeguest for leave.

The Collegewi | | use the Depart médatas revised,Lwhdnor 6 s
requesting certification of the serious health condition necessitating the leave.

If the employee plans to take intermittent leave or work a reduced schibdule
certification must also include dates and the duration of treatment as well as a statement
of medical necessity for taking intermittent leave or working a reduced schedule.

The Collegehas the right to require a second opinion regarding the catitfic of
serious health conditioifhe Collegewill pay for the employee to get a certification from
a second doctor, whidime Collegewill select. If necessary to resolve a conflict between
the original certification and the second opinithe Collegewill require the opinion of a
third doctor.The Collegeand the employee will mutually select the third doctor, tued
College will pay for the opinion. This third opinion will be considered final. The
employee will be provisionally entitled to leave arehéfits under the FMLA pending
the second and/or third opinion.

4.7.8 Procedure for Requesting Leave for 1) the birth of a child or in order to
care for that child; 2) the placement of a child for adoption or foster care
and to care for theewly-placed &ild; 3) to care for a spouse, childr
parent with a serious health condition; or 4) the serious health condition of
the employee

Employees requesting FMLA leav&hall provide as much notice as possible the
College of the need for leave. Usually, tty day notice is required for foreseeable
leave, however, not all leave is easily foreseeable and the circumstances of the leave may
dictate a change in the notice and procedure for requesting such leave. Requests for leave
shallbe made as soon as gtiaable under the particular facts and circumstances of the
situation. In some cases, failure to provide reasonable notice may cause a delay in
FMLA leave coverage. For example, if the need for FMLA leave becomes foreseeable
such that the employee coutéasonably have provided twoe e k s 6 but the | c e
empl oyee onl y pr ovthedCele@gewan delaywdlleAded\e conevage C e ,
for one week.

35

F



Revisioni January 27, 2016

All employees requesting this type of FMLA leave must provide verbal notice with an
explanation of theeason(s) for the needed leave to their immediate supervisor, who will

advise the business office. In most circumstanites Collegewill ask the employee to

complete a written request for FMLA leave in order to make certainttieaCollege
clearlyundes t ands the employeeds request. Fail ur
for leave in writing cannot be grounds to deny or delay the taking of FMLA leave.

The Collegewill provide individual notice of rights and obligations to each employee
requestingeave within five business days or as soon as practicable. For employees on
intermittent or recurring leave for the same incident, this notice will be provided every
six months.

An employee who is to undergo planned medical treatment is required to make a
reasonable effort to schedule the treatment in order to minimize disruptiotie to
Collegs operations.

While on leave, employees are requested to report periodicalhe t€ollegeregarding
the status of the medical condition and their intent tametuwork.

4.79 ServiceMember Family Leave

In addition to FMLA leave as described above, eligible employees shall be
entitled to two types oBerviceMemberFamily Leave. Twelve weeks of leave within a
twelve-month period is available to employees tlma qualifying exigency arising out of
the fact that the employeeds spouse, son, da
notified of an impending call or order to active duty) in the Armed Forces in support of a
contingency operation. Up to émty-six weeks of leave is available within a twelve
month period for an employee to care for a spouse, son, daughter, parent, or next of kin
Service Membemwho has a serious injury or illness incurred on active duty that may
render theService Membermedically unfit to perform the duties of the Service
Me mber 6 s of f jocraing. lyno avere shallaraempgloyee be entitled to more
than 26 weeks of ServicMember Family Leave during a twelmeonth period.
Employees shall be required to exhaukpaid leave in the same manner described in
Section Ill above, and all remaining Servidembers family leave shall be unpaid.

4710Documentation of the Covered Family Me
Active Duty in the Armed Forces

Employees requdasg this type of Servicélember Family Leave must provide proof of
the qualifying -upaamactivg militeeynsénece. drsis docarhehtation
may be a copy of the military orders or other official Armed Forces communication.

4.7.11 Documentatn of the Need for Serviddember Family Leave to Care for
an Injured or Il ServicMember
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Employees requesting this type of Serviddember Family Leave must provide
documentation of t h-ef-kfi ammis|l y nmaomiges folicaaec v em ¢ X t
This documentation may be a certification issued by the health care provider of the

Service membeor a copy of the military medical information, orders for treatment, or

other official Armed Forces communication pertaining to the SeMieemnb er 0 ® i nj ury
illness incurred on active military duty that renders the member medically unfit to

perform his or her military duties.

4.7.12 Proedure for Requesting Servibdenber Family Leave for 1) a covered
family member s act i veheArmadyoraesor cal | t o
2) to care for an injured or ill Servid¢ember

All employees requesting this type of Servidember Family Leave must provide verbal
notice with an explanation of the reason(s) for the needed leave to their immediate
supervisor, who wiladvise the business office. The employee must request this type of
leave with as much notice tthe Collegeas is reasonable and practicable, given the
circumstances of the call to duty. Leave may commence as soon as the individual
receives the callip notice. If the leave is foreseeable, the immediate supervisor may
require the employee to provide a written request for leave and reasons(s) with a copy to
the business office.

The Collegewill provide individual notice of rights and obligations to eachpyee
requesting leave within five business days or as soon as practicable.

4.7.13 Spouses Employed by ti@ollege

In the case of spouses who are both employedhbyCollege the aggregate
number of workweeks of leave to which both may be entitledhiseld to 12 workweeks
during any twelvemonth period, if FMLA leave is taken pursuant to paragraphs (a) or (b)
of section4.7.2of this policy (i.e., birth, adoption, or placement of a foster child), or to
care for a sick parent under paragraph (c) ofti®ee.7.2 The aggregate number of
workweeks of leave to which both spouses may be entitled for Sévwaagber family
leave is 26 workweeks for leave due to illness or injury of the SeMiember or a
combination of illness/injury leave and ctdlduty leave.

4.7.14 Method of Calculating Leave

The Collegewill calculate FMLA leave according to the twelmeonth ir ol | i ng
b a c year methodUsing the rolling back year method, the total FMLA leave time
available to an employee is determined by calcwgatiow much FMLA leave the
employee had taken during 12 monfireeding the date of the FMLA leave request.
Any FMLA leave time taken in the previous 12 month period is deducted from the
maximum FMLA leave time available to that employee.
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4.8 Personalnformation

It is important that personal data for all employees, such as address, telephone numbers,

and tax withholding information, be kept accurate andougate for emergency purposes

as well as fothe Collegé s compensati on bempleykaigrequired ogr a m.
to report any changes to tldief Financial Officeas soon as possibl&@he Collegewill

not release such personal information to-@mllegeemployees or to outside agencies

except in situations regarding litigation, arbitrationupon subpoena

The Collegemay publisha n e mp Inamg,eadddessand home and cell telephone
numbers for use bthe Collegepersonnel only to enable other employees or supervisors
to contacthe employeén times of emergency.

4.8.1 Separation fsm Employment
4.8.1.1Notice

An employee leavinghe Collegevoluntarily is expected to give reasonable notice to his
or her immediate supervisor so that a replacement may be. fdreasonable notice is
usually considered to be two weeksr fsupportstaff. Faculty andadministrative
personnelwith or without contractsre expected to give a minimum of ninety (80a y s 6
noticeof separation from employmenttae College Any suchfaculty or administrative
employee who fails to give ninety (90) dagdvancewritten notice of separation shall
forfeit his or her payment for unused earned vacation leave, overtime leave, compensated
leave balancesand payment of sick leave ast forth in section 4.8.1.2 herein below
Upon a showing of good cause the faculty or administrative employee, the President
may waive or reduce the forfeiture of leave as stated in this subsethenactual
effective date of thee mp | o yesigndtisn or departure frome College may be
unilaterally determined by the Ridentin accordance with the best intereststioé
College but is not to exceed the original 90 day notice pemathout the faculty
me mber 0s w r i Wpbne such cesignatiennthe employee shall receive all
payments due him/her upon returning thi® Collegeproperty and complying with all
other requirements as set forththrethe Collegepolicies and proceduresanual

All public announcements regarding personnel matters shall be made by the President,
Dean or their designee.

4.8.1.2L eave Paymet (Payment for Unused Vacation Leave)

Except as set otherwise set forth in this manualgrployee whose employment is
terminated voluntarily by mutual agreement tbé Collegeand the employee, or an
employee whose position is eliminated and is submstyulaid off, shall be entitled to
payment of all unused earned vacation leave, overtime leave, and compensated leave
balances, and payment for 0.25 percent (25%) of sick leave balance up to a $2500 limit
(for sick leave balance). @ontractemployee tht is terminated for cause
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or awi Iilad eetmpis terypinatedhall not be entitled to payment of unused
earned vacation leave, overtime leave, compensated leave balances, or payment for the
balance of sick leaven the books as of the date teenployee is sent notice of
termination or pending termination via certified U.S. mail, return receipt requested or
otherwise served written notice with written proof of receipt.

4.8.1.3 Automatic Termination

An empl oy e e 0 s theColdeshylmdomaticabyyterminate upon lusher

death or Total Disability. For this purpose and as otherwise may be referenced in the
empl oyeedbs empl oyment agr ee me thé qcculfeace afl Di sab
such disability (whether by eitlent or iliness) as renddise enployee unable to perform
substantially the normal functions of fas her employment for a period of greater than
one year. Any dispute regarding the existence, exterontinuance of otal Disability

of employeefor purposedheref shall be resolved by the determination of a majority of
three (3) competent physicians. One of these plays shall be selected bye College

one shall be selected ltlge enployee, and the third shall be selected by the two other
selected physicians.The anployeeshall submit to examination by all guchphysicians

in orderto make a determination pursuéetreto.

4.8.1.4 Early Termination Regarding Contract Employe&sig section
does not apply to awill employees.

If employment is terminated prior to the end of the term spedifiedmployees whose
written contracts provide for a specific term of years of employntleatemployee shall

be entitled to receive compensation and health insurance thrbagbnd of a period

thirty (30) days after the event of termination occurs, except that an employee that is
terminated for cause shall not be entitled to compensation or health insurance coverage
beyond the date of termination.

Terminated employees shallot continue to receivshortterm disability, lonegterm
disability or life insuranceoverageor the accumulation of additional vacation leave and
sick leave beyond the date of termination. Terminated employees receiving workers
compensation or disabpitpayments at the time of termination or qualifying to do so
after termination shall continue to receive those benefits according to law or insurance
policy contract.

However, in the event df h e e mpdeathprier éoGtesminationhis or hersurviving
spouse (ohis or herestate ifthere is no surviving spousshall be entitled to receitbe

e mp | o gompedsation and benefits for a period ending six (6) months after the date of
death, except that ithe Collegepays for life insurance othe emply e elitesthe
proceeds of which are payableth® surviving spouse (or estate) under the policy, then
such policy proceeds shall offset against the amount encompassed within this six (6)
month postdeath compensation payment period. In the eveaabf termination due to

Total Disability, the employeeshall be entitled to receive so much los or her
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compensation and fringe benefits which are not paidth®® employee under the
e mp | o disakildysinsurance for geriod of six (6) months after Tot@isability
occurs.

49 Tobacco Use

The use of tobacco products, includibgt not limited tocigarettes cigars, pipesand
dipping or chewing tobacco, ®rictly prohibitedon the Collegeproperty experiential
siteswherethe Collegé s f a c urlstudentsaare placgdnd duringthe College
events

410 Substance AbusandViolence
4.10.1 Substance Abuse

The Collegeseeks to provide a drifgee workplace and educational environmettie
College promotes safety in the workplace, employee health vagittbeing, customer
confidence, and a work and educational environment that is conducive to attaining high
work and academic standards. Accordingly, consistent wtitiis commitment job
applicants and employees are prohibited from engaging in thevfietjcconduct:

1. No employee shall unlawfully or withouégal written authorization manufacture,
ingest, use, possess, transport,, slldistribute any illicit drug or controlled substance
(e.g., a substance controlled under Section 202 of the CeutrSlibstances Act, 21
U.S.C. 8§ 812) or paraphernalia while tthre Collegeproperty or while in or operating
vehicles or equipment owned or leasedtiy College The consumption of alcohol on

the Collegeproperty orthe Collegetime is prohibited unlessxpressly approved by the

or by the Dean i n2 Noemployee shallibd maesdntihe Caldys e nc e .
property or report for, commence, or continue to work while under the influence of
controlled substances, inhalands alcohol,or while conrolled substances, inhalants

alcohol are in his or her system, except when the use of a controlled substance or inhalant
is pursuant to the instructions of a licensed medical practitioner in the usual course of his
or her practice and when such use haen deemed by the prescriber not to pose a risk to
the employee or coworkers.

3. Employees who take owne-counter or prescribed medication are responsible for
being aware of any adverse effect the medication may have on the performance of their
duties, and must promptly report to their supervisor if the use of the medication might
impair their ability to perform the job safely and effectively.

4. Employees who take medication that is considered under Federal and Magina

be a Schedule II ol narcotic andwho must keep this medication with them at work

shall notify their supervisor of the presence of a Schedule Il or Ill drug on campus.
Employees are responsible for the security of their medication while performing their
duties as an empyee ofthe College

5. Employees who are convicted of any criminal drug or alcohol violation, including
driving under the influence, must notifiye Collegewithin five (5) business days of the
conviction. Employees who are convicted of a felony unddef@ or state law may be
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subject to disciplinary action up to and including termination. If an employee is
convicted of or pleaglguilty to any crime involving drugs or alcohol, the employee may
be subject to discipline up to and including termination.

4.10.2 Searches

The Collegereserves the right to carry out searches of employees and their property,
including lockers, desks, work areas, vehicéexl any othethe Collegeassets whilehe
employee ison the Collegeproperty. An employee who refes to submit to such a
search will be subject to disciplinary action up to and including termination.

4.10.3 Drug Testing

1. If there is a reasonable suspicion that an employee is using drugs that are not
pursuant to a valid prescriptiossued to the employee and in violation of this policy, the
employee may be referred for drug testing.

2. "Reasonable suspicion" exists where an observable, articulable basis in fact
indicates that an employee is using drugs that argomsuant to a valid prescription
issued to the employee and in violation of this policy. The evidence supporting the
suspicion must be reasonably reliable ahdllbe clearly documented in writing.

3. If a member of the faculty or stdfive a reasonable suspicion that an
employee is using drugs that are not pursuant to a valid prescription issued to that
employee, such evidence shall be presented to the Dean or to Associate Legal Counsel.
If the Dean or Associate Legal Counsel detessithat reasonable suspicion exists, the
employee will be required to provide a specimen sample for testing. Testing shall be
performed by medical personnel approved by the Dean.

4, All individuals with prior positive drug test resultsliwie subject to
unannounced drug testing through the remainder of their employntaet@bllege

4.10.4 Alcohol Policy

The following isthe the Collegepolicy on the use or possession of alcoholic beverages
by students, faculty, or staff and theispective organizations:

(1) Students, faculty, or staff and their respective organizations may not use
public or the Collegdunds for the purchase of alcoholic beverages.

(2) Studentand facultyorganizations may use nguublic organizational funds
(funds raised by thetudent or facultyrganization and not given to them
by the Collegeor other public entity for the purchase of alcohol
Alcoholic beverages purchased with Aaublic and nofCollegefunds by
student or faculty organizations may be conednat student or faculty
organization functions under the following conditions
a. The organization must obtain an ABC permit for the distribution of

such alcohol;
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b. The organization must hire a bartender who Wi the only
individual permitted to disiioute the &ohol at the event;

C. The organization must hire a security guard to be pteseall
times during the event; and

d. all individuals consuming alcohol must be 21 or older, and the

bartender hired by the student organization must check the
identification of everyone served to confirm that they are over 21
years of age.

(3) Events or functions involving the use of alcoholtba Collegepremises
including buildings and parking lotsjust be approved by thi&resident or
by the Deanin the Presi e nt 6 s . Gthersvisen moealcohol may be
served or consumed one Colleggremises.

(4)  Alcoholic beveragesirfcluding but not limited tdkegs or cases of beer)
may not be used as awards or prizes in connection with events or activities
sponsored by tadents, faculty, or staff and their respective campus
organizations, on or off campus.

(5) The public display of advertising or promotion of the use of alcoholic
beverages inthe College facilities, the College publications or in
associationwith existirg the Collegeevents or programs, on or off
campus, is prohibited. This includes banners, lighted beer/liquor signs,
caps, tshirts, beverage can coolers, and large balloon-oiosv

4.105 Workplace Violence

The Collegeis committed to preventing worlgate violence and to maintaining a safe
work environment. Violence, intimidatipor threats of violence shall not be tolerated at
the College The Collegehas adopted the following policy to deal with intimidation or
other threats of actual violence thmfy occur during business hours ortba Collegé s
property. Employees who violate this policy may be subject to disciplinary action up to
and including dismissal, arresind prosecution.

Conduct that threatens, intimidates, or coerces another egeplaystudent, or a member

of the public at any time, including effuty periods, will not be tolerated. This
prohibition includes all acts of harassment, including harassment that is based on an
individual 6s sex, r ace, dlydfederal, state, onlocgl law.h ar act
All violence or threats of violengéoth direct and indirecghall be reported as soon as
possible tothee mp | o yinemediase supervispthe Safety Officer, Security Officer,
Legal Counsel, Assistant Dean of Studetihe Deangr President All such reports shall

be promptly delivered to the Dean or the PresidEmi includes threats by employees as
well as threats bgtudents vendors, solicitors, or other members of the public. When
reporting a threat of viotee,the employee shallbe as specific and detailed as possible.
Any person engaging in violence threats of violencenay be removed frorthe College
property as quickly as safety permits. Individuals who have been removedheom
Collegeproperty shll remain off the property pending the outcoméhef Collegeand/or
criminal investigations.
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All suspicious individuals or activities shall also be reported as soon as possible to a
supervisor. No employee will be subjected to institutional retalidbomeporting any
threat or perceived threat. Employees filing false claims may be subject to discipline up
to and including termination of employment or dismissal.

the Collegewill promptly and thoroughly investigate all reports of violemcehreatsof
violenceand of suspicious individuals or activities. The identity of the individual making

a report will be protected as much as is practical. In order to maintain workplace safety
and the integrity of its investigatiothe Collegemay suspend empjees, either with or
without pay, pending investigation.

4.106 Firearms and Weapons

Firearms and weapons are strictly prohibiteditos Collegés premises and at locations
where the Collegeevents are in progress without proper written authorizadiothe
College Such authorization may be granted by either the President or the Dean. The
term firearms for the purpose of this policy includes, but is not limited to, any gun, rifle,
pistol, or handgun designed to fire bullets, BBs, pelletsshot regrdless of the
propellant used. The term weapons for the purpose of this policy includes, but is not
l i mited t o, | arge knives (30 blades or |
counterfeit/replica firearms, martial arts weapons, and fireworksther explosives
Kitchen knives and dining knives are excluded from this policy.

This policy is subject to the following exemptions:
1) Law enforcemendr the Collegesecurityofficers on active duty;

2) The transitory storage of firearmis locked vehicles orthe Collegeproperty
for legal purposesand

3) The reasonabland lawfulpossession of a firearm or weapon in the event of an
emergency where the possession of a firearm or weapon is necessary to protect
the lives of those legally othe Colleggd s pr emi ses or that I
Collegeeventsare beingheld

Individuals who are in possession of firearms or weapons other than as provided for
herein shall be prosecuted for trespassing.

4.11 Employee Discipline

The following arethe Qlleged s di sci pl i nary proc-exempes f

employees and facultythe Collegaeserves the right to elect not to follow these policies
if the specific situation warrants variance from this policy.
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Employee common sense is the bastlg to appropriate and proper condukfowever,
sometimes action is necessary for the purpose of improving undesirable behavior and
preventing a reoccurrence of that behavior. The following actions generally will be
followed to ensure thathe Collegé srules and policies are enforced fairly and
consistently. the Collegereserves the right to impose discipline not in accordance with
this policy if it determines such discipline is necessary.

411.1 Staff Level and NotExempt Employee Disciplinary Roy

the College has an atill termination policy for all staflevel and norexempt
employees and in some instances employees with contracts that are suljset to
Colleged sit-will policy. However, in certain circumstances whitie College through

its President and/or hisr herdesignee deenm their sole discretiothat a progressive
disciplinary process is in order to provide an opportunity for an employee to adhere to
workplace expectations, mandatesd procedures, the following policy will gern that
process. This process may be instituted unilateraltp&yollegeor may be instituted at

the written request of an employ@&ad such request may be grantethatCollegé s s ol e
discretion. At anytime during this processhe Collegemay wilaterally implement its
authority to terminate an -atill employee if the same is in the best interestttu#
College Vi r il policg i6 subjezttto state and federal adigcrimination laws

and policies, copies of which will be provided tagoyees upon request. It is the policy

of the Collegeo adhere to and implement all adiscrimination laws and policies.

The Collegeuses a progressive disciplinary procedure to address employee and
employmentelated issues. This policy appliesalbnonfaculty employees.

The Collegeis aware that a single disciplinary policy is not able to address each and
every employment issue and situations that may occur. Theref@reCollegewill
consider all relevant factors, detailand circumstanee involved before making
disciplinary decisions. Howevethe Collegereserves the right to terminate anwal
employee pursuant to Virginia law.

Wherethe Collegedeems it appropriati¢he Collegeadministratorand supervisors shall
adhere to the ftdwing progressive disciplinary process:

Step 1i Instruction

Instruction is educating the employee in the proper conduct of a situation.
Instructionis not considered a warning; rather, it is assisting the employee in
correcting the identified issue @nensuring a positive and productive work

environment. The empl oyeeds superofinssuctmgtheh al | k e
employee but no documentatiorof instruction shall be included in the
empl oyeebs personnel file.

Step 2i Verbal Warning
A verbalwarning is meant tofficially notify the employee offiis or her improper
conduct and identify ways to correct the identified probsrbal warnings will
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be documented and maintained in the empl
will be in effect for aspecific amount timenotedon the form but not to exceed
ninety (90) days

Step 3 Written Warning

A written warning is more serious than a verbal warning. A written warning will

be given when an employee engages in unacceptable behavior durpeyite

that the verbal warning is in effear if the incidentis the secondepisode of

inappropriate behavior that has been precededcdynseihg and a verbal
warning. Written warnings will be mainta

Step 4i Sugension and/or Termination

Suspension or termination may be imposed if the employee engaged in
unacceptable behavior during the period listed on the written warairifythe
incidentis the third episode of inappropriate behavior that has been prelogded
counseling, verbabnd written warningsThe Colleganay suspend the employee

for a specific amount of time, with owithout pay due to investigation or
disciplinary action. Suspensions will be documented and maintained in the
empl oyeebsleper sonnel fi

An employee will be terminated when he or she engages in conduct that justifies
termination or does not correct the conduct in the verbal or written stages.

The Collegereserves the right, in its sole discretion, to decide whether and what
disciplinary action will be taken on a cabg-case basis.the Collegemay take
whatever actiotit deems necessary to effectively address the situation at hand.

4.11.2 Faculty Disciplinary Policy

a. Administrative Action Other Than Dismissal

If the administrabn determines that the conduct of a faculty
member or other contract employealthough not constituting
grounds for termination or dismissal, provides reasonable cause for
imposition of a sanction,such employeenust be informed in
writing of the sanctin and, upon request, the reasons for the
sanction. A sanction is defined as any disciplinary action or
restriction, limitation, suspension or termination of normal faculty
or employeeprivileges. These may include: salary reduction,
reassignment of dutieetter of reprimand, or suspensionsafch
privileges.

Theemployee, if a member of facultjmay requesa reviewof the

matter by the Faculty Review Board for formal proceedings as
provided in Section IIl.D. in the Faculty HandbooKeg@ring
Proceduredor the Faculty Review Board$uch faculty member is
presumed to understand and is hereby apprised that when the terms
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of this manual and the terms of the Faculty Handbook are in
conflict, the terms of this manual shall apply unless specifically
waived ty the President in writing.

1. Instruction

Instruction is educating the employee in the proper conduct of a
situation. Instruction is not considered a warning; rather, it is
assisting the employee in correcting the iderdifissue and

ensuring a positive and productive work environment. The
empl oyeeos super vi s ofrinstraching thé keep
employee, but no documentatiofiinstructionshall be included in

the employeeds personnel file.

2. Undocumented Reprimand

The President or hislesigneés) will verbally reprimand the

faculty employee, including a discussion of the problem and the

necessary corrective action and possible consequences if the

problem persists, which shall not be documented or noted in the
empbyeebs personnel file but may Dbe
supervisoros file.

3. Documented Reprimand

The President or his designeegd)l review the facts of the case

with the faculty employee, including what was done wrong, what
could/should have beafone, and the consequences of continuing

violation. This review shall be documented in writing to include a
written repri mand, whi ch shall be
personnel file.

4. Suspension with Pay

The faculty empl oye eeddor addefinedes wi | |
period of time not to exceed sixty (60) days, with the employee
continuing to receive full contractual compensation and benefits,

except those excluded the Collegepersonnel policies including

earned leave, during the period of suspamsirhe employee shall

be notified in writing of the suspension, and the action will be
documented in employeebs personnel

5. Suspension Without Pay

The faculty employeebs duties wildl
period of time not to exceed ninef90) days, withthe College
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ceasing to pay the compensation otherwise due to employee during

the period of the suspension, but
employment benefits, except those excluded the College

personnel policies including earnedveato continue during the

period of suspension. The employee shall be notified in writing of

the suspensi on, and the action wil
personnel file.

b. Dismissal of Facultynd Other Contract Employees

Facultyand other contract guioyeeswho fail or refuseto fulfill their
assigned duties or violate the terms of their employmaentractor
applicable College policies and proceduraay be terminated for
cause and dismisse8uch dismissal or termination is not reviewable
by the Faulty Review Boardand is subject only to binding arbitration
as otherwise set forth in this policy and by contract
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Chapter 57 Office Security and Emergency Procedures

5.1 In General
5.1.1 Admission of Visitors Strangers

At no time shall persanother than employees, studeiatsd those conducting legitimate
business withthe Collegebe allowed access tthe Collegebuildings and grounds
unescorted. Visitors to the campsisall present to the reception area, signand be
given a name stickelo wear while our guest. Soliciting withthe Collegeoffices is
forbidden.

5.1.2 Doors

The doors othe Collegecampus buildingshall remain lockedat all times. Only those
individuals with keycard ID badges may access the buildings without yiogfa staff
member through the intercom system.

At the end of the daythe custodians are responsible for checking thaintdlior and
exterior doors are closed and locked. The custodians are also responsible for ensuring
that all lights anditchenequipmenbr other devices are turned off.

5.1.3 Personal Property
Personal items and property of valsieall be safeguarded. Pocketbooks, billfoldad
valuable jewelryshall not be left unattended on or in desks. Moshgllnot be left in
the ofice overnight. The Collegéd s not responsible for | oss of
other valuables.

5.2  Emergency Numbers

Fire departments, policend medical emergency help at all campuses are reached by
calling: 9-1-1

On Campushere islimited celular telephone reception, therefoiteay be necessary to
makeemergency calls from a landlimeside or the emergency telephone in the parking
lot.

Please sethethe CollegeSafety Manuafor more information about Office Security and
Emergency Prochires
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Chapter 67 Equipment, Maintenance and Supplies
6.1  Supplies
6.1.1 Supply Rooms and Closets

The Collegeoffice supplies are kept in several supply closets. Persons needing supplies
may obtain them in person or, for supplies not kept on hand, by dgectequest to the
Busines®ffice.

Employeesshallreport any depletion in the inventory of supplies to BlusinesOffice
or his or her designee.

6.1.2 Ordering Supplies

The BusinessOffice is responsible for the ordering of normal office suppliesny
special orders or requests for furniture or equipnséall be made to and approved by
theDean orPresidentn advance of the ordering or purchase of the items.

6.2  Furniture and Equipment

The Collegeprovides every member of the administration atadf svith furniture and
equipment appropriate to their needs. All furniture and equipment shall remain the
property ofthe College

6.3 General Maintenance

The maintenance ahe Collegés f aci |l ities is the responsikt
requess for repairs or maintenance of the building or its equipment, furnishings, and
fixed improvementshallbe directed to the President or his or her designee.

64  Computers

The Collegeattempts to provide the latest in computer technology for the beriefs
employees and students. Such equipment is expensive and represents a considerable
investment bythe College Accordingly, all employeeshall strive to use computer
technology in a way that protects this investment and incrédas&3ollegé s ficienty.

No one should attempt to use any computer technology without the proper training. In
case of problems or need for traininige Collegé ®irector of Safety and iformation
Technology or other trained personsbhllbe contacted promptly. Engyees must not

use unauthorized equipment or software in connection théhCollegé s s wrsit e m
any wayalter, erase, damage or attempt to conceal, falsify or forge informatitimeon
Collegecomputers and computer networksd doing so, or attempgrto do so, may be
grounds for termination of anhe Collegeemployee whether contract orwill. Any

illegal use of anthe Collegecomputer or computer networks such as viewing or
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downloading child pornography or websites considered by state of fdderab be
illegal shall result in the immediate dismissal of such employee and the violation shall be
reported to the appropriate authorities for investigation and prosecution.

Any problems with computers, including malfunctions and questions regatioéng
proper useshall be referred to théirector of Safety and Information Technology
Employeeshallnot attempt to repair any computer equipment.

6.4.1 Computer Use Policy
General Principles

The Collegetechnology resources are intended to swp@mnd enhance the
academic mission and administrative functionstltd College This Acceptable Use
Policy (AUP) states the rules and regulations regarding the use of these technologies.
This AUP compéments and supplements, rather than replaces, otfiereg concerning
appropriate conduct of employees and studentheiCollege The College technology
resourcesncludes any computer, compueaised network and supporting infrastructure,
and computer peripheral such as a printer, operating systenwassftor any
combination thereof owned or licensedthg Collegeor under the custody or control of
the College This policy also applies to any of the abawentioned items which fall
under company and/or personal ownership used in conjunction withoatigng ofthe
Collegenetwork infrastructureThe Collegegrants access to its networks and computer
systems subject to certain responsibilities and obligations set forth herein and subject to
all local, state, and federal laws. Appropriate ghall always be legal, ethical, and
consistent withthe Collegé s mi ssi on, policies, and procedu

Computer workstations are provided bhe Collegeto all students and faculty
whose functions so require. Internet access is also provided to students andwiaoulty
require it for performance of their duties. All computer workstations and peripheral
devices, such as printers and scanners providatebollege are the sole property of
the College and may be modified, replaced, or removed as required by thetegital
needs othe College

Communications services and equipment covered by this policy shall include but
not be limited to the following: mail,-mail, courier services, facsimiles, telephone and
voice mail systems, computer networks;lime servies, the Internet, the World Wide
Web, computer files, video equipment antedig media recorders and recordings,
cellular telephones, bulletin boards, and internal memoranda.

Studentsshall not use communication services and equipment for personal
purpose except in emergencies or as may otherwise be expressly authorized. In the event
of such personal usage, studenill be responsible for reimbursementtte Collegefor
costs incurred.
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Studentsshall also ensure that no personal correspondence appedre an
official communication fromthe College Personalized college stationery and business
cards may only be used for communications on behdtefCollege Students may not
usethe Collegés address t o r ec ethe €Eollegestatiseryna | mai |
postage for personal letters.

Use of the communication and network facilitieshet Collegamplies consent to
abide by this policy and other relevant policies and regulations relating to the use of these
facilities. Use othe Collegé s f ais a fdrivildge, eot a right.

In making acceptable use of resources, stwall follow these guidelines:

1 Access only files and data and resources that you own, that are publicly available,
or to which you have been given authorized access. staill not uise another
person's system, files, or data without permisdlbbn. not use someone e
ID or password at any time.

1 Take all reasonable precautions to safeguard your password. You are responsible
for all activities on your user ID or that originaterh your system.

1 Use only legal versions of copyrighted material in compliance with vendor license
requirements. This includes, but is not limited to, installing software on your own
system, installing software on other systems, and making copies of imftwa
music, moviesgames, or other mediar others.

1 Be considerate in your use of shared resources. 3fwall refrain from
monopolizing systems, overloading networks with excessive data, degrading
services, or wasting computer time, connect time, diskcespprinter paper,
manuals, or other resources.

1 All users must have an antirus program installed with the most current update
on their computer when connectingtbe Collegenetwork.

1 Access only Internet sites that are directly related to either akssgnments or
job function. Internet sites that do not meet these criteria will be blocked.

1 All users must maintain confidentiality of student information in compliance with
the Family Education Rights and Privacy Act of 1974.

Unauthorized Use
The following activities are prohibited at all times:

1 Attempting to use computer programs or other means to decode passwords or
access control information.

1 Attempting to circumvent or subvert system or network security measures,
including creating and/or runningggrams that are designed to identify security
loopholes and/or decrypt intentionally secure data.

1 Connecting unauthorized equipment to the campus network, inclidihgot
limited to hubs, switches, or wireless access points.

1 Engaging in any activity thamight be purposefully harmful tthe Collegé s
systems or to any information stored thereon, such as creating or propagating
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vViruses, wor ms, or ATrojan horseodo progr al
or making unauthorized modificationsttee Coleged s dat a.

1 Making or using illegal copies of copyrighted materials or software, storing such
copies orthe Collegesystems, or transmitting them oube Collegé s net wor k.

1 Using mail or messaging services to harass, offend, or intimidate another person.
Examples include broadcasting unsolicited messages, repeatedly sending
unwanted mail, or using someone else's name or user ID for forbidden activities.

1 Wasting computing resources or network resources. Examples ifmltdee not
limited to intentionally placing a program in an endless loop, printing using
excessive amounts of paper, or sending chain letters or unsolicited mass mailings.

1 Removing supplies provided in computer laboratories for use on personal
computers.

1 Using the Collegesystems or network$or commercial purposes. Examples
include but are not limited tcselling access to your user ID or ttee College
systems or networks, or performing work for profit witle Collegeresources in
a manner not authorized bye College

1 Storing games andlo¢r large noracademic related files such as music or movies
on shared computing facilities, such as lab computers and personal network
directories.

1 Engaging in any other activity that does not comply with the General Principles
presented above.

1 The following activities are prohibited othe Collegé s r esour ces at al
downloading music, movies, or unlicensed media; storing music, movies, or
excessive amounts of data; playing netwarlonlinegames.

Privacy and Misuse or Damage to Appalachian ColeggegharmacyComputers

Users must recognize that there is no guarantee of privacy associated with their
use ofthe College technology resourcéghe Collegemay find it necessary to view
electronic data, and it may be required by law to allow third ggmartdo do so. For
example, electronicaltgtored data may become evidence in legal proceedings. It is also
possible that messages or data may be inadvertently viewed by dthgrstudent or the
College employee using a College owned or controlled compoéy be required to
surrender such computer to the President or his designee without any advance notice.
Such computers are deemed to be the exclusive property of the College and no user has
any rights of privacy t o teherhdrddfive.rRefasali on on
by a student or the College employee to immediately turn over an the College computer
upon request may be summarily terminated by the president from enrollment or
employment subject only to appeal or arbitration rights set fiordipplicable the College
policies or employment contracts. Any student or the College employee that causes,
without written permission from the President or his designee, any the College computer
to be altered, erased, written over or otherwise tampesidd may be subject to
termination from enroliment or employment and held liable for the costs of repairing
such alterations or replacing the computer. Such assessed costs shall be deducted from
any monies or refunds owed by the College to the studeaimptoyee, including the
Col |l egeds I nternal personnel costs and/ or
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retrieving, examining and assessing such damages. Any contrary policies of the College
notwithstanding, anyone purposely and without permission dagay altering the
College computer or network system or causing applicable warranties to be voided may
be charged criminally for destruction of property, misappropriation or unauthorized
dissemination of intellectual property, or other offenses setifodtate or federal law.

Security

SystemAdministrationAccessi The Director of Technology Services or his or
her designee will be granted authority to access files for the maintenance of the systems,
storage or backup of information, or pursuing syspeablems. Furthethe Collegemay
access usage data, such as network session connection times -@aihendCPU and
disk utilization, security audit trails, etc. Such activity may be performed within the
reasonable discretion of the Technology Resaudiésion management, subject to prior
written approval from the Office of the President.

Network User Storage and Backupsovides a personal folder on the network
server for storage of user files. A limit on the amount of storage used by individuals wil
be enforcedThe Collegaeserves the right to discontinue providing this privilege for any
reason, including disciplinary action or resource allocation.

The College maintains a backup schedule of most user areas. However,
individuals are responsible foacking up their own datd@he Collegedisclaims any and
all liability resulting from any and all situations in which we are unable to recover data in
user storage areas for reasons such as system crashes or technical failures of any type.
Users are cauined to keep a copy of any data posted in user storage BneaSollege
assumes no liability for data and loss of data in any and all areas.

Enforcement

It is the policy ofthe Collegehat all members of its community act in accordance
with these responsibilities, relevant laws and contractual obligations, and the highest
standards of ethic§.he Collegeconsiders any violation of acceptable use principles or
guidelines to be a serious offense, and reserves the right to copy and examiresamny fil
information resident othe Collegesystems allegedly related to unacceptable use, and to
protect its network from systems and events that threaten or degrade operations. Failure
to comply with the guidelines above may result in suspension of gegler civil or
criminal action under state or federal law. Students, faculty, or staff discovered to be in
violation of these principles will be referred to the President for hearing and possible
disciplinary action, which may involve having system peag#és revokear termination
from enrollment or employment

All users have the responsibility to report any discovered unauthorized access

attempts or other improper usagetié College technology resourcdsa security or
abuse problem with an@ollegetechnology resourceils observed by or reported to a
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user, such user shall immediately report the same to Technology Resources division
management.

Termination of Services

If a user assumes a new position and/or responsibility witheén College
communiy, such user shall not use facilities, accounts, access codes, privileges, or
information for which he or she is not authorized in his or her new position or
circumstances.

Upon ceasing enrollment or employmenttfa College a student or employee
will no longer have access ten&il and network accounts, effective immediately upon
separation fronthe College Also, upon ceasing enroliment or employment wtile
College the student or employee shall immediately return all resources owned or issued
by the College and shall make every attempt to return any data or other files associated
with the Collegevhich may be held on personal equipment.

6.5 Social Media

Social media can be a way to share your life and opinions with family, friends and co
workers around the world. However, use of social media also presents certain risks and
carries with it certain responsibilities. To assist you in making responsible decisions
about your use of social media, we have established these guidelines for appuepriate

In the rapidly expanding world of electronic communicatieacial mediacan mean

many things.Social mediancludes all means of communicating or posting information

or content on the Internet, includdayg t o you
personal web site, social networking (i.e. Facebook, LinkedIn, MySpace and Twitter) or

affinity web site, web bulletin board or a chat room, whether or not associated or

affiliated withthe Collegeas well as any other form of electronic commatan.

The same principke and guidelines found in othéollege policies apply to your

activities online. Ultimately, you are solely responsible for what you post online. Before
creating online content, consider some of the risks that are involved.ilKee@pd that

any of your conduct that adversely affects your job performance, the performance of

fellow employees or otherwise adversely affects customers, suppliers, people who work

on behalf ofthe Collegeor t he companydés | eqgaytrésmtant e busi
disciplinary action up to and including termination.

Know and follow the rules
Carefully read these guidelines, the Code of Ethics and Conduct, the Computer Use

Policy and the Anti Harassment Policy, and ensure your postings are consvgitint
these policies. Inappropriate postings that may include discriminatory remarks,
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harassment, and threats of violence or similar inappropriate or unlawful conduct will not
be tolerated and may subject you to disciplinary action up to and includingagioni

Be respectful

Always be fair and courteous to fellow employees, customers, suppliers or people who
work on behalf ofthe College Also, keep in mind that you are more likely to resolve
work related complaints by speaking directly with yowwsarkers, supervisor, manager

or Associate Legal Counsel than by posting complaints to a social media outlet.
Nevertheless, if you decide to post complaints or criticism, avoid using statements,
photographs, video or audio that reasonably could be viewed k&Sons obscene,
threatening or intimidating, that disparage customers, employees or suppliers, or that
might constitute harassment or bullying. Examples of such conduct might include
of fensive posts meant to intentsithatrcauldl vy har n
contribute to a hostile work environment on the basis of race, sex, disability, religion or
any other status protected by law or company policy.

Be honest and accurate

Make sure you are always honest and accurate when posting informatiewsyrand if

you make a mistake, correct it quickly. Be open about any previous posts you have
altered. Remember that the Internet archives almost everything; therefore, even deleted
postings can be searched. Never post any information or rumors thatgwuo be false
aboutthe College fellow employees, customers, suppliers, people working on behalf of
the Collegeor competitors.

Post only appropriate and respectful content

1 Maintain the confidentiality ofCollegetrade secrets and private or confitieh
information. Trade secrets may include information regarding the development of
systems, processes, products, and khow. Do not post internal reports,
policies, procedures or other internal busiaedated confidential
communications, including odidential information provided téhe Collegeby
our customers or business partners.

1 Do not create a link from your blog, website or other social networking site to a
Collegewebsite without identifying yourself as an employe¢hef College.

1 Express oly your personal opinions. Never represent yourself as a spokesperson
for the Collegelf the Collegés a subject of the content you are creating, be clear
and open about the fact that you are an employee. Use your real name, state your
position and maké clear that your views do not represent thos¢hefCollege
fellow employees, customers, suppliers or people working on behatlheof
College If you do publish a blog or post online related to the work you do or
subjects associated withe College make it clear that you are not speaking on
behalf ofthe College 1t 1is best to include a discl e
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this site are my own and do not necessarily reflect the viewseofAppalachian
College of Pharmacy 0

1 Do not engage in online guments or inflammatory debates in an attempt to
defendthe Collegeor disparage a competitor.

9 Do not use APPALACHIAN COLLEGE OF PHARMACY trademarks or other
intellectual property for commercial use without permission.

Using social media at work

The Colege understands that employees may access social media frontottimes

using company provided equipment or systems. Make sure that your online activities do
not interfere with your job or customer commitmeiis.not useCollegeemail addresses

to regiger on social networks, blogs or other online tools utilized for personal use. Please
be aware that our Monitoring in the Workplace Policy applies to all communications on
company provided computer systems, telephone systems, mobile phones, tablets or othe
communication devices.

Excessive or inappropriate use of social media in the workplace inhibits work
performance anthay result in disciplinary action up to and including termination

Media contacts

Employees sl not speak to the media on the belwdlthe Collegewithout contacting

senior management. The restriction regarding media contacts includes informal contacts
through social media, such as Twitter. All media inquiriesllsbe directed to
management.

For more information

If you have questias or need further guidance, please contact the Associate Legal
Counsel.

*Nothing in this policy is intended in any way to interfere with any rights afforded to
employees under the National Labor Relations Act and other federal or state law.
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Chapter 77 Travel
7.1  Automobiles
7.1.1 Use of Personal Cars

When nonrroutine travel is necessary to conduct the busineged@ollegethe College
makes available to employees a vehicle in which to traklenthethe Collegevehicle

is available, themployeeshalluse it If more than one employee has requested use of
the vehicle for the same period of time, the individalahning to travethe most miles
shall have priority.

For all nonroutine travel itthethe Collegerehicle is not available or aessible by the
employee, the employee will be reimbursed the cost of drivinge e mp |l oyeeds per ¢
carbased on applicable reimbursement raggspalachian College of Pharmacy mileage
reimbursement rates are comparable to Commonwealth of Virginia mitetas for state
employees anstateagencies.If the employee elects to use his or her personal vehicle
rather than usthethe Collegevehicle the employee will be reimbursed at emaf the
current mileage reimbursement rag&cept that faculty badenore than thirty (30) miles
off campus who elects to use his or her personal vehicldevikimbursed at the full
current mileage reimbursement rdtethe case where travel by air may be considered,
the employee will be reimbursed the lesser amotititeotwo optionsthe cost of the
airfare (including airport parking and transportation to the airparthe cost of driving
using the above formula.

Use ofthe Collegevehicles forthe Collegebusiness travel is permitted and encouraged
Only quderts enrolled athe Collegecandidates for employmenepresentatives from
accrediting agencies, and other persons engagédliegerelated businessye

permitted to ride as passenger€imllegevehicleswithout express permission of the
PresidentNon-Collegepersamnel are not permitted to operaBollegevehiclesexcept
thatmaintenance personnel may operate vehicle(s) as necessary to provide séneice to
College No private citizens (ne€ollege employees or students) except as reftede

are ermitted to ride as passenger(s) or opdteeCollegevehicles.

7.2  Travel Policy

7.2.1. Lodging
Lodging guidelines for irstate and selected owdf-state cities are provided in the
Lodging Meals andIncidental Expense GuidelinEables Lodging guidehesexclude
local taxes and surcharges. Lodging taxes and surcharges are reimbursable.
For all businesgelated travel, the Presiderdr Dean is authorized to approve

reimbursement for lodging for both-state and outof-state travel when circumstanse
warrant. Exceptionso the guidelines for oubf-statetravel must be approvegrior to
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travel. Lodging expenses incurred beyond approved amounts will NOT be reimbursed.
In such cases, taxes and surcharges will be prorated only for the appropeiate rat

Hotel Bills
Submit original, itemized hotel billsOnly lodging and parkingsenses incurred during
overnight travel may be charged directhatoinstitutional credit card.

Non-Cash Hotel Reservations

Communicate travel plan changes to the hotedam as possible when a confirmation
reservation is being held. Since hotels can charge foicaonceled reservations, these
charges will NOT be reimbursed if the traveler is negligent in canceling reservations.

7.2.2 Meals

Meals and Incidental Travéixpenses

Generally, meals and certain incidental travel expenses are reimbursable for overnight
official business travel outside of Southwest Virginia. Incidental expenses include
bellhop/taxi tipsand travel between lodging and places where meals mizakbe.

Standard meal and in@dtal reimbursement guidelindacluding all related taxes and
tips, are provided in the Lodgind/leals and Incidental Expense Guideline Talbesow.
The $5 incidental expense allowance is only reimbursable during ghigrrafficial
business travel.

Prorated Per Dierfor Meals
The following occurrences require prorating of per diem amounts.

On a travel departure or return day, 75% of the per diem is allowable based upon where
the night was spent as follows:

DepartureDay: Where you spend the night.
Return Day: Where you spent the night before returning to home base.

When meals are provided at no cost in conjunction with travel events, the applicable per
diem reimbursement rate shall be reduced by the amount showhefapplicable meal
in theGuidelineTable, excluding the incidental allowance.

However, when meals are provided at no cost in conjunction with travel events on a
travel departure or return day, the full per diem is reduced by the full amount of the
appopriate meals followed by a 75% prorating of the balance.

7.2.3 In-State Lodging Guidelines

The following table provides guidelines for Lodging, Meals, and Incidental Expenses that
are allowable to théen-statetraveler for reimbursement. If a locatie not listed, the
standard rate applies.
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Location Meals Overnight Travel
City _
(County or counties) (Travel or business meals

includes tips and taxes)

Meals Lodging
Break Lunch | Dinner Total Incidentals
- fast per (Excludes  taxes
diem and surcharges)
STANDARD $7 $11 $18 $36 $3 $77
Abingdon
$9 $13 $24 $46 $3 $86
(Washington)
Blacksburg
$10 $15 $26 $51 $3 $95
(Montgomery)
Charlottesville
$10 $17 $26 $53 $3 $113

(Albemarle and Greene)

10/01- 03/31%78
04/01- 05/31%$78
Chesapeake and Suffolk $10 $17 $26 $53 $3
06/01- 08/31%$86

09/01- 09/30%$78

Chesterfield / Henrico

$10 $14 $24 $48 $3 $87
(Chesterfield and Henrico)
Fredericksburg
) ) $10 $15 $28 $53 $3 $39
(City of Fredericksburg,
Spotsylvania)
Hampton City / Newport News | $8 $12 $21 $41 $3 $81

10/1- 10/31$77
James City / Williamsburg

$10 $15 $26 $51 $3 11/1- 8/31%$96
(York)
9/1-9/30%77
Loudoun $11 $18 $29 $58 $3 $111
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Location Meals Overnight Travel
City _
(County or counties) (Travel or business meals
includes tips and taxes)
Meals Lodging
Break Lunch | Dinner Total Incidentals
- fast per (Excludes  taxes
diem and surcharges)
(Loudoun)
Lynchburg
$10 $14 $24 $48 $3 $79
(Campbell)
Manassas
$7 $11 $18 $36 $3 $82
(City Limits)
Norfolk / Portsmouth $14 $18 $31 $58 $3 $92
Richmond
$12 $19 $32 $63 $3 $114
(City Limits)
Roanoke
$10 $14 $24 $48 $3 $9
(City Limits)
Stafford / Prince Williams
$10 $17 $26 $53 $3 $89
(Stafford and Prince Williams)
10/1- 5/31$89
Virginia Beach
$12 $15 $26 $53 $3 6/1-8/31$144
(Virginia Beach)
9/1 - 9/30$89
10/1- 6/30%84
Wallops Island
$10 $14 $29 $53 $3 7/1-8/31%$15
(Accomack)
9/1-9/30%84
Warrenton $10 $12 $21 $43 $3 $93
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Location Meals Overnight Travel
City
(County or counties) (Travel or business meals

includes tips and taxes)

Meals Lodging
Break Lunch | Dinner Total Incidentals
- fast per (Excludes  taxes
diem and surcharges)
(Fauquier)
Washington, D.C. area 10/1- 10/31$211
. S " 11/1-2/28%$181
(includes Virginia dies of
Alexandria,  Falls  Church, ¢4 $20 $3 $68 $3 3/1- 6/30 $21
Fairfax; Virginia counties of
Arlington, Fairfax; Maryland 7/1-8/31$157
counties of Montgomery and
Prince Georges) 9/1-9/30%211
10/1- 3/31$77

Williamsburg area

$10 $15 $26 $51 $3 4/1-8/31%91
(James City and York)

9/1-9/30%77

7.2.4 Out-of-State Lodging Guidelines

The following table provides guidelines for Lodging, Meals, and Incidental Expenses that
are allowable tahe out-of-statetraveler for reimbursementf a location is not listed
then the rate for a city within twenfive (25) miles may be used

Please note:

91 If a specific city is listed in the table, that rate also applies to other cities within 15 snirauel
time from the listed city unless otherwise noted.

= =

table applies.
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Location
City

(County or counties)

Meals

(Travel or business meals
includes tips and taxes)

Overnight Travel

Break | Lunch | Dinner | Meals | Incidentals Lodging
- fast Total
per (Includes: (Excludes taxes
diem | transportation | andsurcharges)
to and from
meals, tips,
personal phong
calls, and
laundry)
STANDARD $8 $12 $21 $41 $3 $88
Atlanta, GA
$11 $15 $27 $53 $3 $132
(Cobb, Fulton, DeKalb)
vy s4 | s20 | s34 368 | $3 $104
10/1- 11/30 $144
Baltimore, MD
$14 $20 $34 $68 $3 12/1 - 2/28$121
(City Limits)
3/1-9/30$144
Baltimore County, MD
(Does not include City of s $16 $31 $58 3 $99
Baltimore)
7/1-8/31$171
Boston/Cambridge, MA 10/1- 10/31$206
_ $14 $20 $34 $68 $3 11/1- 3/31$154
(Suffolk, City of
Cambridge) 4/1 - 6/30$190
09/17 9/30$206
Charleston, SC
(Charleston, Berkeley, $10 $15 $28 $58 =0 $132
Dorchester)
Charlotte, NC
$9 $13 $26 $48 $3 $9%5
(Mecklenburg)
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Location
City

(County or counties)

Meals

(Travel or business meals
includes tips and taxes)

Overnight Travel

Break | Lunch | Dinner | Meals | Incidentals Lodging
- fast Total
per (Includes: (Excludes taxes
diem | transportation | andsurcharges)
to and from
meals, tips,
personal phoneg
calls, and
laundry)
10/1- 11/30%$190
. 12/1- 4/30$128
Chicago, IL
$14 $20 $34 $68 $3 5/1- 6/30$166
(Cook and Lake)
7/1- 8/31$146
9/1-9/30%$173
Cincinnati, OH
(Clermont and Hamilton) $10 $15 $28 $58 e 115
Cleveland, OH
(Cuyahoga) $10 $15 $28 $53 $3 $102
Dallas, TX
(Dallas County and City| $14 $20 $34 $68 $3 $107
Limits)
Denver / Aurora, CO
(Adams, Arapahoe, $12 $18 $33 $63 $3 $141
Denver Jefferson)
Detroit, Ml
$11 $15 $27 $53 $3 $95
(Wayne)
Floral Park/Garden
City/Glen Cove/ Great
Neck/ Roslyn, NY $12 $18 $33 $63 $3 $143
(Nassau)
Houston, TX
(Johnson Space Center ar] $14 $19 $35 $68 $3 $109
Fort Bend, Harris, and
Montgomery)
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Location
City

(County or counties)

Meals

(Travel or business meals
includes tips and taxes)

Overnight Travel

Break | Lunch | Dinner | Meals | Incidentals Lodging
- fast Total
per (Includes: (Excludes taxes
diem | transportation | andsurcharges)
to and from
meals, tips,
personal phoneg
calls, and
laundry)
Kansas City, MO
(Cass, Clay, Jackson $11 $15 $32 $58 $3 $99
Platte)
(Lé‘gfgas' NV $14 $19 $35 $68 $3 $
Los Angeles, CA
(Los Angeles, Orangand | $14 $19 $35 $68 $3 $123
Venturg and Edwards Air
Force Base)
10/1- 12/31$269
Manhattan, N 1/1- 3/31 $192
of Manhattan, Bronxand
9/171 9/30$269
10/1- 11/30$104
Miami, FL 12/1 - 3/31 $151
$12 $18 $33 $63 $3
(Miami - Dade) 4/17 5/31$128
6/11 9/30$104
Minneapolis /St. Paul, MN
(includes Hennepin and $14 $19 $5 e # =
Ramsey Counties)
Nashville, TN
$14 $18 $31 $63 $3 $110
(Davidson)
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Location
City

(County or counties)

Meals

(Travel or business meals
includes tips and taxes)

Overnight Travel

Break | Lunch | Dinner | Meals | Incidentals Lodging
- fast Total
per (Includes: (Excludes taxes
diem | transportation | andsurcharges)
to and from
meals, tips,
personal phong
calls, and
laundry)
Newark, NJ
$12 $16 $30 $58 $3 $116
(Essex, Bergen, Hudson
and Passaic)
New Orleans, LA
10/1- 6/30$131
(Jefferson, Orleans) $14 $20 $34 $68 $3
Plaquemine, and St 7/1-9/30$98
Bernard Parishes)
10/1-12/31$90
Orlando, FL
$11 $16 $26 $53 $3 1/1-5/31$104
Orange
( %) 6/1 - 9/30$90
10/1-12/31$ 104
Palm Springs, CA 1/1- 4/30$120
$14 $19 $35 $68 $3
(Riverside) 5/1-8/31$90
9/1-9/30$104
10/1-11/30$149
Philadelphia, PA
$12 $18 $33 $63 $3 12/1- 8/31$136
(Philadelphia)
9/1-9/30$149
10/1- 12/31$106
Phoenix / Scottsdale, AZ 1/1- 4/30$126
$14 $20 $34 $68 $3
(Maricopa) 5/1-8/31%$81
9/1-9/30%$105
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Location
City

(County or counties)

Meals

(Travel or business meals
includes tips and taxes)

Overnight Travel

Break | Lunch | Dinner | Meals | Incidentals Lodging
- fast Total
per (Includes: (Excludes taxes
diem | transportation | andsurcharges)
to and from
meals, tips,
personal phong
calls, and
laundry)
Pittsburgh, PA
$14 $20 $34 $68 $3 $115
(Allegheny)
San Antonio, TX
$12 $19 $32 $63 $3 $106
(Bexar)
San Diego, CA
$14 $20 $34 $63 $3 $131
(San Diego)
10/1-10/31%$174
San Francisco, CA
$14 $21 $33 $68 $3 11/1- 8/31$142
(San Fancisco)
9/1-9/30%174
Savannah, GA
$11 $15 $27 $53 $3 $97
(Chatman)
Seattle, WA
$14 $20 $34 $63 $3 $139
(King)
St. Louis, MO
$12 $18 $33 $63 $3 $105
(St. Louis and St. Charles),
Tampa/StPetersburg, FL 10/1-12/31$92
. $10 $15 $26 $51 $3 1/1- 3/31$108
(Pinellas
HIIISborough) 4/1-9/30$92
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Location Meals Overnight Travel
City
(Travel or business meals

County or counties . .
¢ Y ) includes tips and taxes)

Break | Lunch | Dinner | Meals | Incidentals Lodging
- fast Total
per (Includes: (Excludes taxes

diem | transportation | andsurcharges)
to and from
meals, tips,
personal phoneg

calls, and

laundry)
Washington, D.C. area 10/1- 10/31$211
(includes Virginia cities of 11/1- 2/28%$181
Alexandria, Falls Church,
Fairfax, Virginia counties | $14 $20 $34 $68 $3 3/1-6/30 $211
of Arlington and Fairfax
and Maryland counties of 71 - 8/31 $157
Montgomery and Prince
Georges) 9/11 9/30$211
White Plains / Tarrytown /
New Rochelle / Yonkers,
NY $14 $20 $34 $68 $3 $142

(Westchester)

7.3  Reimbursement of Expenses

The Collegeshall provide for or reimbursen enployeefor any reasonable and necessary
expenses advanced by hamherforthe Collegé s busi ness upon accepta
documentation by hiror herof prior approval and documentaii of such expenditures.

A reimbursement form, attached hereto as AppeBdixust be submitted in order to
receive a reimbursementhe Collegewill reimburse the employees for the following:

Q) Transportation (business/coach) to and from the city whesmess is
being conducted. If other transportation is used, reimbursement will be
made for actual costs to the extent they do not exceed-taprair
charges.Subject to the rules and regulations herein regarding the use of
personal cars for travel.

(2) Hotel bill for lodging at the single rate.

3) Taxi fares and miscellaneous expenses
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Receipts are required for reimbursement.

Employee will be given a per diem amount to be used for dobylif the travel requires
an overnight stay. The meal per diem sktheis contained hereabove
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Appendices
A.

B.

Timesheet

Reimbursement Form

Non-Routine Travel Form

Leave Request Form

Request for Approval of Outside Employment
Mandatory Arbitration Policy

Intellectual Property Policy

Family Medical Leave Form

Appalachian College of Pharmacy Organizational Chart
Substantive Change Policy

Information Technology Backup Policy

Acknowledgement of Receipt
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Employee:

Pay Period Ending:

Appalachian Collegef Pharmacy

Employee Timesheet

Supervisor:

Instructions:
1. Insert the exact time.
2. This form must be submitted to your supervisor weekly.
3. Supervisors must PREPPROVE overtime for the day the hours are to be worked
overtime is hours worked irxeess of forty (40) hours per week.
4. Please indicatkeave code if applicablen each weekly record.
V =Vacation B = Bereavement LWOP = Leave Without Pay
S = Sick P = Professional CL = Civil Leave/Jury Duty
ML = Military O = Other
Total Overtime
Day Date | Time In | Time Out | Time In | Time Out | Hours Approval
(Day) Supervisor Initials
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Total Hours (Week)

TheCollegeworkweek is défed as beginning on 12:01 a.m. on Sunday and ending on 12:00 a.m. on

Saturday.

| certify that | have worked the number of hours listed on this timesheet. | certify that |
have obtained prapproval from my supervisor for any overtime indicated on this

timesheet.
Employee Signature Date
Supervisor Signature Date
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Appendix B
27,2016

Appalachian Collegeof Pharmacy Reimbursement Form

Name Date
Mailing
Address Please submit completed report with employee and supervisor signatures to the Business Office by the 25th of each month.
or Location Overnight travel should be completed on separate form and submitted within 5 days of return from trip.
Business Purpose of Expenses Transportation Codes Meals Miscellaneous
P=Private Auto(enter miles) R=Rental Auto Including Lodging or Other Daily
Date (attach
U=ACP Auto(attach fuel receipts) T=Taxi Tips receipts) Expense Totals
. (attach
From To Code | Miles | Rate Amount (attach receipts) receipts)
B
$0.40 L
D
B
$0.40 L
D
B
$0.40 L
D
B
$0.40 L
D
Column
Totals
Signature and Approvals Date Total from Attached Pages
Employee
Total Expenses Due Employee
Supervisor

Page_ of
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Appalachian College of Pharmacy
Professional Development Travel Request

Submit this form to your Supervisor for approval 2 weeksprior to the meeting date.

Name:

Conference Name:

Dates of Travel:

Location:

Purpose of Trip:

Registration Fee $

Method of Travel

____Air ____Ground by Private Auto | __ Ground by College
Vehicle

Airfare Cost #Miles X

$ $0.505=% Gasoline Estimate $

Lodging (See Personnel Policies & Predures Manual for applicable caps.)

# of Nights x Nightly Rate with Lodging Tax Includehl =%

Meals (See Personnel Policies & Procedures Manual for Per Diem Rates for location.)

Meals # of days x Per Diem Rate $ = Estimated Costs $

Additional Travel Costs (e.g. parking, taxi, subway)
Additional Services Required:

Edimated Amount $

Total Estimated Costs (Total all costs listed above.) $
Employee Signature Date
Supervisor Signature Date
CFO Signature Date
Approved Not Approved
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Appalachian College of Pharmacy
Request for Leave

Name:

Date:

Leave Use Type:

V= Vacation S=Sick LWOP =Leave Without Pay O = Other ML = Military

P= Professional/Educational C= Compensatory CL= Civil Leave/Jury Duty
Leave Date Hours Approved Supervisor
Type (From1i To) (Yes or No) Initials

Bereavement (must be a member of your immediate family, which for the purposes of this form
is defined as parent, sibling, grandparent, spouse, child, or grandchild):

*Provide name and relationship with deceased:

Other leave: Please explain.

Leave Type Earned:

C=Comp. OT= Overtime earned
Type Date Earned Hours Approved Supervisor
Earned (Yes and No) | Initials
Comments:
Employee Signature:
Supervisor Signature: Date:
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Appendix E

Appalachian College of Pharmacy
Request to Engage in Outside Employment

(Please print or type)
Name: SS Numbet:
Dept/Facility:

Outside Employment:

If selfemployed describe nature of the work:

Number of hours worked per day:
Number of days worked peresk:
Number of hours worked per week:

| understand théppalachian College of Pharmamymains my primary employer and any outside
employment will not interfere with my duties and responsibilities as an employee of that agency. |
further understanchat this approval may be rescinded by the Agency because of a change in the
conditions of either my classified or outside employment.

Requested by:

Employee's Signature Date

SUPERVISOR'S REVIEW:

Is this outside employment likely to affect this employee's performance of job duties with the
Appalachian College of Pharmacy? [ ] Yes [ ]No

Comments:

Supervisor's Signature Date

Is there any indication of a violatiaf the State and Local Government Conflict of Interests Act?

[ JYes [ ]JNo
FINAL ACTION: [ ]Approved [] Disapproved
Presiderd Signature Date Expiration Date
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Appalachian College of Pharmacy
Mandatory Arbitration Policy

In order to avoid the costs, delays, and inconvenience of civil litigatierCollege
adopted the following Mandatory Arbitration Policy whishncorporated by reference in all
contracts and letters of employment entered into bgraployees or by virtueof the
Emp | o yaecep@asce of employmenthis policyprovides that all matters in controversy
between the parties, including, without limitatidhose matters relating to the termination of the
employment of Employee hereunder or otherpase subject to this Policy. Employee agrees,
upon acceptance of employment witle Collegethat any civil claim(s) her she may have, or
alleges to haveggainsthe Collegeits successor, assigrs anythe Collegdrustee agent,
employee, or official, past or present, arising ouCofiegerelated acts or omissions are subject
to binding arbitration as set forth hereis the sole and exclusive remeNgthing herein shall
confer upon noftontract employees any property right interests in their employmentheith
Collegethat do not at the time of notice of termination exist through state or federal laws

A. Neqotiation Period

For a period of at leashirty (30) days after either party gives written notice by certified
mail, return receipt requested, to the other that a claim or controversy exists, the parties shall
endeavor, in good faith, to resolve that controversy in strict confidence. At thof gmsl thirty
(30) day period, if the controversy is not resolved through negotiation, then either party may
invoke the arbitration process upon additional written notice by certified mail to the other party
or his or her representatitteat heor she orit wishes to proceed to arbitration.

B. Qualification of the Arbitrator

The parties will utilize a single Arbitrator to resolve any such controversy or
controversies between them. The parties agree that the Arbitrator mutually selected by them
shall bea retired Virginia judge whds certified as an arbitrator anekgularly conducts
arbitration and mediation proceedings

C. Selection of the Arbitrator

Within thirty (30) days of either party providing written notice to the other of intent to
pursue gbitration, the parties shall endeavor in good faith to select an Arbitrator by mutual
agreement to be set forth in writing by the parties. If the parties cannot agree upon an Arbitrator,
then either party may petition the Circuit Court of Buchanan Coungppoint an independent
Arbitrator who meets the qualifications for such Arbitrator set forth hereinabdWe. petition
shall not setforth any allegations, fagter circumstances of the claims against either party and
shall simply state that the pas cannot agree to the designation ofAahitrator, provide the
names and <credenti al s o fArbitratoes nd® eotekceed dhree mo s re
number, and timely provide the other party a copy of the petiuno shall then have fifteen
(15) days to submit up to three alternatifebitrators with their credentialsUp on t he cour
selection of the arbitrator the parties and their representatives shall accept that arbitrator and
contact him or her immediately for hearing dates and procediiregher party violates the
portion of this policy C by setting forth any allegations, facts or circumstances of the claims
against the other party in the petition or any other public forum, his or her underlying claim or
defense to it shall be consideredived. Claims for damages or costs suffered by the injured
party for such violations shall be decided by the arbitrator upon written request by the party so
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injured. Damages shall be presumed and considered liquidated in nature. The arbitrator shall
first make the threshold decision if this particular policy section was violated as part of the
damages and cost proceedings. If no violation is found to have occurred then the arbitrator may
assess costs accordingly against the-pravailing party and proeel with the underlying
arbitration process.

D. Location of the Arbitration

The place of arbitration shall be Grundy, Virginoe any other location upon which the
parties mutually agree in writing.

E. Punitive and Consequential Damages and Reims&te

The parties hereto hereby waive any and all claims for punitive, trellé/or
consequential damages arising out of or in any way relating to any disputes or controversies
which might arise between them, whether arising under this Agreement oatesepad apart
from it, and that no claims for any such punitive, trebteconsequential damages shall be made
by either party. Employee also agrees to waive the remedy of reinstatemenartbdrisormer
employment position in any controversy or disparising out of, or related to the termination of
his or her employment and/or this Agreemeamtd the parties further stipulate that money
damages for actual losses are the only recovery that can be made by the emplalgee (or
Collegeshould it file acounterclaim).

F. Arbitration Procedure

The parties hereto agree that the procedure to be followed in the arbitration proceedings
described herein will be governed by the laws of the Commonwealth of Virginia, except as
herein otherwise provided or exiteas mutually agreed upon by the parties in writing.

G. Document Discovery

Consistent with the expedited nature of arbitration, each party will, upon the written
request of the other party, promptly provide the other with copies of all documenenteie
the issues raised by any claim or counterclaim, all documents which the producing party may
rely in support of or in opposition to any claim or defense, and all categories of documents
specifically requested by the other party so long as the g@dlgif requested category of
documents is reasonably calculated to lead to the discovery of relevant evidence. Any dispute
regarding discovery, or the relevance or scope thesbaill be determined by the Arbitrator,
which determination shall be conclusi

H. Deposition Discovery

At the request of a party, the Arbitrator shall have the discretion to order examination by
deposition of witnesses to the extent that the Arbitrator deems such discovery relevant and
appropriate. All objections to the admmibility of deposition testimony are reserved for the
arbitration hearing except for objections based upon privilege, form of the questions asked, or
proprietary or confidential information.

76



Revisioni January 27, 2016

Additional Powers

The Arbitrator shall also havedlpower to issue subpoenas to secure the attendance of
witnesses at depositions and at the arbitration hearing, and to issue sulthassatecunto
compel norparties to produce specified documents and things.

J. Exclusive Remedy and Finality

The paties hereto mutually agree that the arbitration remedy described herein shall be the
sole and exclusive remedy which either party may have to resolve any and all disputes and
controversies which arise between them, whether such disputes and contrevesesiesder this
Agreement or separate and apart from this Agreement, and each party expressly wantesr his
or its rights to avail himself, herself or itself of the court systems of the Commonwealth of
Virginia, and any other states, commonwealtli£ountries in order to resolve any such disputes
and controversies.

The parties hereto also mutually agree that the findings and award made by the Arbitrator
in writing shall be final and shall be taken and accepted by the parties as a completaland fin
adjudication of all matters in controversy or dispute between the parties. The parties expressly
waive any right to appeal the findings and a
findings and award shall be entered as a judgment of a C@ouitt agreed upon by the parties
to assure confidentiality. If no such agreement as to the Circuit Court in which the judgment is
entered can be reached by the parties, then the choice by the losing party shall prevail. The
parties agree that neither yheor their representatives shall disclose to the public the nature of
the claim(s), proceedingsr results of arbitration unless compelled to do so by a court of law.
Breach of this confidentiality agreement shall give rise to a separate claim byntheesaching
party, and liquidated damages shall be presumed byAtib&rator upon a finding that such
breach was neglectful or willful.

K. Costs and Attorneyds Fees

The parties hereto agree that the Arbitrator may award to the prevailing pathéisor
its reasonable attorneyébés fees and costs inci
finding of bad faith against the losing party for the bringing or denial of the claim, and such
award shall also be made a part of the judgment entggedlmu t he Ar bi trator 6s
award.

L. Escrowed Pay Pending Resolution

Upon termination or suspension without pay of an Employee who is il athe
Collegeshallh ol d t hat Empl oyeeds salary in edilcrow u
mai ntain the Employeeds health insurance in f
Arbitrator finds in favor ofthe Collegeand upholds its actionghen the escrowed funds shall
revert back tahe College If the Arbitrator finds that théermination or suspension without pay
was not warranted, the escrowed funds, including legal interests, shall be paid to the Employee in
addition to any other damages awarded by the Arbitrator that are consistent with this Policy.
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In the event that Enlpyee delays arbitration by missing the notice deadlines set forth
herein or requests a continuance of an arbitration hedhagCollegemay, at its option, cease
paying the Employeeds insurance premiurnis upon
such Employee is terminated or suspendedhleyCollegeandthat Employee has an @oing
research project funded by an entity other tkizen College then the Collegeshall make all
reasonable accommodations to facilitate the continuance of thetprojecn s of ar as t he
commitment to conclude the project is concerned, provided that such accommodations do not
subjectthe Collegé £mployees and/or students to any liability or a potentially dangerous or
violent situaion.

The foregoing provien L does not apply to any-atill Employee who has invoked this
Policy.
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APPALACHIAN COLLEGE OF PHARMACY
INTELLECTUAL PROPERTY POLICY

PURPOSE OF THE POLICY

TheAppalachian College of Pharmagie Collegég desires to publish guidelines for tte
Collegerelating to the ownership of intellectual property created by or on behalf thfethe
College its faculty, staff and students. As a paofit educational institutiorthe College
desires to promote the creation and dissemination of schaladl academic works and
inventions in a manner that is equitable to everyone involved.

SUMMARY

Whil e the federal fAwork for hireo doctrine (s
copyright in all copyrightable works created by an employd¢keémormal course of his or her
employment belong to the employ#re Collegadesires to allow those rights to revert to the

creator(s) in certain circumstances outlined in this policy. However, when a work is specifically
commissioned byhe Collegeor is developed with significant College resources, different

ownership rules are appropriate. Further, when a work is commissioned by a third party, a

written agreement governing such commissioned work shall determine ownership rights.

DEFINITIONS
The fdlowing terms shall have the following meanings for purposes of this Policy:

i Co p y rshal meao the federal right of protection in copyrightable materials that permits
the owner to prevent others from copying, making derivative works, distributthg fmublic

and publicly performing or displaying such materials (17 U.S.C. 8106). Copyrightable materials
are original works of authorship and include literature, music, photography, computer programs
and artistic works.

ASi gni ficant Cshdll meagthe sRbstanbaliusetoé Golegé s f aci | i ti es,
equipment and/or personnel in the creation and/or development of materials or inventions.

Materials and inventions created and/or developed almost exclusively during normal business

hours athe Gllegeshall be considered as using Significant College Resources. If there is any

doubt whether intellectual property has been created using Significant College Resources, the

Dean ofthe Collegeshall make such determination.

ASponsor ed shilemeandunding and/or other assistance provided by a third party
including, without limitation, the government, for the development of materials and/or inventions
bythe Collegés f acul t vy, empl oyees and/ or student s.
governed by a separate agreement to withietCollegas a party.

ACol | ege Co shallimea matari@sdand/or inventions specifically requestéukeby
Collegeeither orally or in writing and all developments related thereto. If there is ay do
whether materials and/or inventions have been College Commissioned, the Pregltent of
Collegeshall make such determination which shall be final.
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i Wo r k F oghall fhean thedfederal rule that the copyright in materials prepared by an
employee wthin the scope of his or her employment is owned by the employer and not the
employee (17 U.S.C. §201(b)).

POLICY
Work For Hire

Except as otherwise provided in a written agreement, all copyrightable materials created by the
faculty and/or staff othe Collegethat is not College Commissioned, created with Significant
College or Sponsored Resources shall not be considered Work For Hire, but all Copyrights and
other intellectual property rights shall be the property of the creator(s). However, thggyeato
agree to grarthe Collegea nonrexclusive, fully paid up, perpetual and worldwide license to use

all such works that relate to the operations or missiotiseo€ollege In this regard, the

President and Dean tife Collegeshall be notified in amnely manner of the creation of all such
works and shall be provided with a complete and accurate list with copies of all such works upon
the termination of employment, for any reason, of each faculty and staff member. All use of
such works by the creatgj(shall give appropriate credittioe College

College Commissioned Works and Use of Significant College Resources

Except as may be otherwise provided in a written agreement, all Copyrights and other
intellectual property rights in works created andfeveloped using Significant College
Resources or that are College Commissioned shall be owrted Bpllege In certain
circumstanceghe Colleganay want to provide for joint ownership or to cede its intellectual
property rights to the creator(s). dach cases, the ownership of the intellectual property rights
and any allocation of income derived from such intellectual property shall be governed by a
separate written agreement entered into betweeCollegeand the creator(s). All creators of
intellectual property under this section shall notify the President and Dehe Gbllegen a

timely manner of the creation or contemplated creation of such intellectual property. If the
creator(s) desire to have an ownership interest in any intellecapny created and/or
developed using Significant College Resources or that is College Commissioned, such matter
shallbe discussed with the President and DeahefCollegeand a written agreemesihallbe
entered into as soon as reasonably practical.

Sponsored Resources

In all cases, intellectual property that is to be created and/or developeel Gyllegdaculty,

staff or students using Sponsored Resources shall be governed by a written agreement to which
the Collegeshall be a party. The owneiglof the Copyrights and other intellectual property

rights and any allocation of income derived from such intellectual property shall be governed by
that agreement.

Presumption of ACP Ownership When No Written Agreement EXxists:

Should such intellectug@roperty created and/or developedthg Collegeaculty, staff or
students using Sponsored and/or Significant College Resources not be reduced to a written
agreement then same shall be considered the exclusive propiyGillege
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Trademarks

TheCollegg s name, | ogo, trademarks and service ma
owned exclusively byhe Collegeand the faculty, employees and studenthefCollegemay

not use any of the College Marks as a trademark or service mark whkaress written

permission of the Presidenttbie College
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Notice of Eligibility and Rights & U.S. Department of Labor )
Responsibilities Eopiomant Sanas minisaion ‘
(Family and Medical Leave Act) U8 Wi an Howr Diion

OMB Control Number: 1215-0181
Bxpires: 12/31/2011
In general, to be eligible an employee must have worked for an employer for at least 12 months, have worked at least 1,250 hours in the 12
months preceding the leave, and work at a site with at least 50 employees within 75 miles. While use of this form by employers is optional, a
fully completed Form WH-381 provides employees with the information required by 29 C.F.R. § 825.300(b), which must be provided within
five business days of the employee notifying the employer of the need for FMLA leave. Part B provides employees with information
regarding their rights and responsibilities for taking FMLA leave, as required by 29 CF.R. § 825.300(b), (c).

[Part A - NOTICE OF ELIGIBILITY]

TO:
Employee
FROM:
Employer Representative
DATE:
On » you informed us that you needed leave beginning on for:

The birth of a child, or placement of a child with you for adoption or foster care;
Your own serious health condition;
Because you are needed to care for your spouse; child; parent due to his/her serious health condition.

Because of a qualifying exigency arising out of the fact that your spouse; son or daughter; parent is on active
duty or call to active duty status in support of a contingency operation as a member of the National Guard or Reserves.

Because you are the spouse; son or daughter; parent; next of kin of a covered servicemember with a

serious injuty or illness.

This Notice is te inform you that you:

Are eligible for FMLA leave (See Part B below for Rights and Responsibilities)
Are neot eligible for FMLA leave, because (only one reason need be checked, although you may not be eligible for other reasons):

You have not met the FMLA's 12-month length of setvice requirement. As of the first date of requested leave, you will
have worked approximately __ months towards this requirement.

You have not met the FMLA’s 1,250-hours-worked requirement.

You do not work and/or report to a site with 56 or more employees within 75-miles.

If you have any questions, contact or view the
FMLA poster located in .

[PART B-RIGHTS AND RESPONSIBILITIES FOR TAKING FMLA LEAVE]

As explained in Part A, you meet the eligibility requirements for taking FMLA leave and still have FMLA leave available in the applicable
12-month period. However, in order for us to determine whether your absence qualifies as FMLA leave, you must return the
following information to us by . (If a certification is requested, employers must allow at least 15
calendar days from receipt of this notice; additional time may be required in some circumstances.) If sufficient information is not provided in
a timely manner, your leave may be denied.

Sufficient certifcation to support your request for FMLA leave. A certification form that sets forth the information necessary to support your
request is/ is not enclosed.

Sufficient documentation to establish the required relationship between you and your family member,

Other information needed:

No additional information requested
Page | CONTINUED ON NEXT PAGE Form WH-381 Revised January 2009
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]

If your leave does qualify as FMLA leave you will have the following responsibilities while on FMLA leave (only checked blanks apply):

Contact at to make atrang to continue to make your share
of the premium payments on your health insurance to maintain health benefits while you are on leave, You have a minimum 30-day (or. indicate
longer period, if applicable) grace period in which to make premium payments. If payment is not made timely, your group health insurance may be
cancelled, provided we notify you in writing at least 15 days before the date that your health coverage will lapse, or, at our option, we may pay your
share of the premiums during FMLA leave, and recever these payments from you upon your return to work.

You will be required to use your available paid sick, and/or other leave during your FMLA absence. This
means that you will receive your paid leave and the leave will also be considered protected FMLA leave and counted against your FMLA leave
entitlement,

Due to your status within the company, you are considered a “key employee” as defined in the FMLA, As a “key employee,” restoration to
employment may be denied following FMLA leave on the grounds that such restoration will cause substantial and grievous economic injury to us,
We __ have/_ have not determined that restoring you to employment at the conclusion of FMLA leave will cause substantial and gricvous
¢conomic harm to us.

While on leave you will be required to furnish us with periodic reports of your status and intent to return to work every
(Indicate interval of periodic reports. as appropriate for the particular leave situation).

If the circumstances of your leave change, and you arc able to return to work earlier than the date indicated on the reverse side of this form, you will
be required to notify us at least two workdays prior to the date you intend to report for work,

If your leave does qualify as FMLA leave you will have the following rights while on FMLA leave:

»  You have a right under the FMLA for up to 12 weeks of unpaid leave in a 12-month period calculated as:
the calendar year (January — December).

a fixed leave year based on

the 12-month period measured forward from the date of your first FMLA leave usage.

a “rolling” 12-month period measured backward from the date of any FMLA leave usage.

*  You have aright under the FMLA for up to 26 weeks of unpaid leave in a single 12-month period to care for a covered servicemember with a serious

injury or illness. This single 12-month petiod cotnmenced on

*  Your health benefits must be maintained during any period of unpaid leave under the same conditions as if you continued to work,

¢ Youmust be reinstated to the same or an equivalent job with the same pay, benefits, and terms and conditions of employment on your return from
FMLA-protected leave. (If your leave extends beyond the end of your FMLA entitlement, you do not have retumn rights under FMLA,)

s Ifyoudo not return to work following FMLA leave for a reason other than: 1) the continuation, recurrence, or onset of a serious health condition which
would entitle you fo FMLA leave; 2) the continuation, recurrence, or onset of a covered servicemember’s serious injury or illness which would entitle
you to FMLA leave; or 3) other circumstances beyond your control, you may be tequired to reimburse us for our share of health insurance premiums
paid on your behalf during your FMLA leave.

e Ifwe have not informed you above that you must use accrued paid leave while taking your unpaid FMLA leave entitlement, you have the right to have
___ Slek, vacation, and/for ___ othey leave run concurrently with your unpaid leave entitlement, provided you meet any applicable requirements
of the leave policy. Applicable conditions related to the substitution of paid leave are teferenced or set forth below. If you do not meet the requirements
for taking paid leave, you remain entitled to take wnpaid FMLA leave.

Infh

For a copy of conditions ble to sick/vi leave usage please refer to available at:

Applicable conditions for use of paid leave:

Once we obtain the information from you as specified above, we will inform you, within 5 business days, whether your leave will be designated as
FMLA leave and count towards your FMLA leave entitlement. If you have any questions, please do not hesitate to contact:

at

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT
It is mandatory for employers to provide employees with notice of their eligibility for FMLA protection and their rights and responsibilities. 29 U.8.C. § 2617, 29
CF.R, § 825.300(b), (c). It is mandatory for empleyers to retain a copy of this disclosure in their records for three years. 29 U.S.C. § 2616; 29 C.F.R. § 825.500.
Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number. The Department of Labor estimates that it
will take an average of 10 minutes for respondents to complete this collection of information, including the time for reviewing instructions, searching existing data
sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have any comments regarding this burden
estimate or any other aspect of this collection information, including suggestions for reducing this burden, send them to the Administrator, Wage and Hour Division,
U.S. Depariment of Labor, Room §-3502, 200 Constitation Ave., NW, Washington, DC 20210, DO NOT SEND THE COMPLETED FORM TO THE WAGE
AND HOUR DIVISION.
Page 2 Form WH-381 Revised January 2009
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Designation Notice U.S. Department of Labor [T
(Family and Medical Leave Act) Wago it Hou Dision 0" -Gt o i

OMB Control Number: 12£5-0181
Expires: 12/31/2011
Leave covered under the Family and Medical Leave Act (FMLA) must be designated as FMLA-protected and the employer must inform the emiployee of the
amount of leave that will be counted against the employee’s FMLA leave entitlement, In order to determine whether leave is covered under the FMILA, the
employer may request that the leave be supported by a certification. If the certification is incomplete or insufficient, the employer must state in writing what
additional information is necessary to make the certification complete and sufficient, While use of this form by employers is optional, a fully pleted Form
'WH-382 provides an easy method of providing employees with the written information required by 29 C.F.R, §§ 825.300(c), 825,301, and 825.305(c).

To:

Date:

We have reviewed your request for leave under the FMLA and any supporting documentation that you have provided.
We received your most recent information on and decided:

Your FMLA leave request is approved. All leave taken for this reason will be designated as FMLA leave.

The FMLA requires that you notify us as soon as practicable if dates of scheduled leave change or are extended, or were
initially unknown, Based on the information you have provided to date, we are providing the following information about the
amount of time that will be counted against your leave entitlement:

Provided there is no deviation from your anticipated leave schedule, the following number of hours, days, ot weeks will be
counted against your leave entitlement:

Because the leave you will need will be unscheduled, it is not possible to provide the hours, days, or weeks that will be counted
against your FMLA entitlement at this time. You have the right to request this information once in a 30-day period (if leave
was taken in the 30-day period).

Please be advised (check if applicable):
You have requested to use paid leave during your FMLA leave. Any paid leave taken for this reason will count against your
FMLA leave entitlement.

We are requiring you to substitute or use paid leave during your FMILA leave.
You will be required to present a fitness-for-duty certificate to be restored to employment. If such certification is not timely

received, your return to work may be delayed until certification is provided. A list of the essential functions of your position
13 is £ isnot attached. Ifattached, the fitness-for-duty certification must address your ability to perform these functions.

Additional information is needed to determine if your FMLA leave request can be approved:

The certification you have provided is not complete and sufficient to determine whether the FMLA applies to your leave

request, You must provide the following information no later than , unless it is not
(Provide at least seven calendar days)

practicable under the particular circumstances despite your diligent good faith efforts, or your leave may be denied.

(Specify information needed to make the certification complete and sufficient)

We are exercising our right to have you obtain a second or third opinion medical certification at our expense, and we will
provide further details at a later time,

Your FMLA Leave request is Not Approved.
The FMLA does not apply to your leave request.
You have exhausted your FMLA leave entitlement in the applicable 12-month period.

PAPERWORK REDUCTION ACT NOTICE AND PUBLIC BURDEN STATEMENT
It is mandatory for employers to inform employees in writing whether leave requested under the FMLA has been determined te be covered under the FMLA. 20 US.C.
§2617, 29 CF.R. §§ 825.300(d), (). It is mandatory for employers to retain a copy of this disclosure in their records for three years. 29 US.C. §2616;20C.FR. §
825.500. Persons are not required to respond to this collection of information unless it displays a currently valid OMB control number. The Department of Labor
estimates that it will take an average of 10— 30 minutes for respondents to complete this collection of information, including the time for reviewing instructions,
searching existing data sources, gathering and maintaining the data needed, and completing and reviewing the collection of information. If you have any comments
regarding this burden estimate or any other aspect of this collection information, including suggestions for reducing this burden, send them to the Administrator, Wage
and Hour Division, U.S. Department of Labor, Room $-3502, 200 Constitution Ave., NW, Washington, DC 20210. DO NOT SEND THE COMPLETED FORM
— TO THE WAGE AND HOUR DIVISION.
Form WH-382 January 2009
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Appendix |

Appalachian College of Pharmacy
Organizational Chart
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