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FROM THE OFFICE FOR HUMAN RESOURCES

We are pleased that you have chosen to become an administrator at Vassar College.
We hope you find your work experience at the College to be productive, professionally
engaging and personally enriching. The reputation that Vassar has achieved can only be
continued by all members of the Vassar community contributing to its mission, goals,
and priorities and by sharing its value of mutual respect. By accepting employment at
Vassar you join a community committed to a continuing tradition of educational
excellence.

The Administrator Handbook has been developed to inform you of the College’s
policies, practices, and rights and responsibilities that apply to you. We also want to
acquaint you with the benefits and services available to you. Since this handbook
cannot cover every eventuality, please refer to other College documents or
communications to fully clarify policies, practices and expectations. We particularly
refer you to College Regulations, a summary of general rules of conduct that apply to all
members of the community.

While this Administrator Handbook is not an employment contract, it does articulate the
employment policies and other terms under which you are employed. Employment, for
most members of the Vassar administration, follows the principle of “employment at
will”; either the employee or the employer is free to sever the employment relationship,
at their own discretion without cause, as long as College policies and applicable laws
have been followed.

We invite you to share with us your questions and thoughts about work life at Vassar

College. Please feel free to contact me or other staff in the Office of Human Resources
to assist you with any matter that concerns you and your employment at the College.

Sincerely,

e

Ruth E. Spencer
Associate Vice President for Human Resources
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VASSAR COLLEGE
Handbook for Administrators

1.0 Employment Policies

1.1 Equal Opportunity/Affirmative Action

Vassar College states that it has been and costiouge its policy to provide equal employment
opportunity for all applicants in all job class#itons without regard for race, religion, colorx,searital
status, disability, sexual orientation, HIV statoational origin, veteran status, or age. It id eontinues
to be the policy of Vassar College that all applisgfor employment are recruited, hired and assigme
the basis of personal merit without discriminati@tause of race, religion, color, sex, sexual taiém,
marital status, disability, national origin, or ageuthermore, it is the practice of Vassar Collegensure
that all its employees are treated equally andribatistinctions are made in compensation, promoand
transfer because of the employee’s race, religiolor, sex, marital status, disability, sexual ptétion,
national origin, veteran status, or age.

Vassar College states that its policy of equal eympkent opportunity will continue to be maintaindtl.

fully recognizes, however, that the passive avaidanf overt discrimination is not sufficient to fiuer
employment opportunity for qualified members ofgve formerly under-represented. Therefore, ini a
will be the practice of Vassar College to seekqualified candidates for appointment and promotion
among minority group members and women for positiwhere they have been inadequately represented
in the past.

The intent of the policy is that affirmative actiahVassar be not simply formal compliance withlte
but a vigorous program of recruitment and appoimtme

Questions regarding equal employment and affirneadistion at Vassar should be directed to Vassar’'s
affirmative action officer.

1.2 Nondiscrimination and Harassment Policy

1.2.1 Policy Statement

It is the policy of Vassar College to provide a Wng and learning environment free from
discrimination or harassment. In accordance witesand federal law, discrimination or harassment
by members of the College community against membietise college community based on the
following: race, color, religious belief, sex, ntat status, disability, sexual orientation, natibar
ethnic origin veteran statusr age is not permissibfe Additionally, should state or federal law be
enacted during the period this policy is extantakifprohibits discrimination or harassment basechupo
a group's protected status not listed in the alsategories, this policy will be deemed amended to
afford protection to such group¥he community is further advised that recourselmsouth through
the Equal Employment Opportunity Commission (EEQRg, Office of Civil Rights (OCR), the State
Division of Human Rights, or the Courts. Vassatl€y®’s nondiscrimination and harassment polity
does not limit the rights of an individual to seenedies available under State or Federaflaw.

! Title VII of the Civil Rights Act of 1964 prohitst employment discrimination based on race, color,
religion, sex and national origin. The Departmeh&ducation’s Office of Civil Rights (OCR) enforces
several statutes that protect the rights of beiei&s in programs or activities that receive fediénancial
assistance. These laws prohibit discriminationhenliasis of race, color, or national origin (Tieof the
Civil Rights Act of 1964), sex (Title IX of the Edation Amendments of 1972), disability (Section 534
the Rehabilitation Act of 1973 and the AmericanghwDisabilities Act of 1990), and age (Age
Discrimination Act of 1975).

2 In defining groups protected by this policy, thes¢ar community is advised that the intent of plaicy

is to provide protection to the groups recognizedomtected under state and federal non-discrimoimat
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1.2.2 Definitions

1. Discrimination is defined, for the purpose détholicy, as any decision, act, or failure to
act which interferes with or limits a person’s oogp’s ability to participate in or benefit
from the services, privileges, or activities of tbellege when such decision, act, or
failure to act is based on race, color, religioabd, sex, marital status, sexual
orientation, national or ethnic origin, disabiliseteran status, or ade.

Harassment is defined, for the purpose of thiscgpks unwelcome and unauthorized
incidents and/or patterns of conduct and/or sp#eathare severe, persistent or pervasive
when such conduct or action is based on a persompersons’ race, color, religious
belief, sex, marital status, sexual orientatioriomal or ethnic origin, disability, veteran
status or age, and which:

a) The harasser either knows, or should know, hvaille the effect of making the
College environment hostile, intimidating, or demieg to the victim, and

b) in fact renders the College environment (inahgdihe work or study
environment) hostile, intimidating, or demeaningtfee victim.

Sexual Harassment is defined, for the purposesi®pblicy as follows: unwelcome
sexual advances, requests, and other unwelcomeicoofda sexual nature where:

a) submission to such conduct is made, either ssfyrer implicitly, a term or
condition of an individual’s employment or educatior

b) submission or rejection of such conduct by alividual is used as the basis for
employment or educational decisions affecting sondividual; or

C) such conduct has the purpose or effect of sotially interfering with an
individual’s academic or professional performancefacreating an intimidating, hostile
or demeaning employment or educational environment.

laws applicable to the College. The following ivyided to offer further explanation regarding lega
definition of some of the groups enumerated:

1. The policy mentions a prohibition against disgnation and harassment on the basis of “sex”
and does not also mention "gender" as a proteetedjory. This is because federal non-discriminalon
(ie., Title VII), currently recognizes that a prbliion against discrimination or harassment onlzhsis of
sex, encompasses sex and gender

2. Under current State discrimination law applieatd Vassar College, "sexual orientation" is
defined to include "...heterosexuality, homosexyalbi -sexuality, or asexuality, whether actual or
perceived." The law also protects transgender psrstbased on their actual or perceived sexual
orientation."

3. Federal case law has defined religious beliefs {far purpose of non-discrimination) as
embracing sincere and meaningful beliefs that ale Wwith the strength of more traditional religious
convictions or that occupy a place in the life bé tindividual concerned parallel to that filled bp
orthodox belief in God.

% Disagreements or denials of disability-related omomodations or auxiliary aids and services,
modifications to a College program or activity atated to disability needs, or inaccessibility toll€ge
facilities or programs may be appealed to the Fpdirector of the Office of Affirmative Action whbas
been designated to coordinate the College’s comiavith the Americans with Disabilities Act of 1®9
and with Section 504 of the Rehabilitation Act 6f73.
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1.2.3  The Office of Equal Opportunity and Affirmative Action

The Office of Equal Opportunity and Affirmative At handles inquires about issues of
discrimination and harassment within the campusmanity, and provides counsel on the
College's nondiscrimination and nonharassment yalic procedures. The work of the office is
carried out by the equal opportunity and affirmataction (EO/AA) officer and the faculty
director of affirmative action, in consultation acallaboration with the Advisory Committee on
Equal Opportunity and Affirmative Action, senioffiokrs, human resources, and with other
members of the campus community as appropriate.

The faculty director of affirmative action providesunsel and assistance to faculty concerning
nondiscrimination and harassment policies and phoess, and shall oversee the proper conduct
of all grievances and informal resolution measimegslving faculty under these policies. The
equal opportunity and affirmative action officeppides counsel and assistance to students,
administrators, and staff concerning nondiscrimaratind nonharassment policies and
procedures, and shall oversee the proper condugtexfances and informal resolution measures
which involve only students, administration or &tahe equal opportunity and affirmative action
officer and the faculty director of affirmative ast regularly consult with each other to ensure
that the policies of the college are consisterplyli?d. Neither officer makes a final determination
of the guilt or innocence of anyone involved incanplaint. When necessary in the performance
of their duties, the equal opportunity and affirimataction officer and the faculty director of
affirmative action may consult legal counsel. & tBO/AA officer or the faculty director of
affirmative action for any reason of conflict ofénest, iliness, or prolonged absence is unable to
carry out his or her responsibilities, a desigres| ©e appointed by the President.

Vassar College has designed its grievance process mternal method for resolving complaints
of discrimination or harassment which may ariséhimithe College community. The grievance
procedures are designed to bring about prompt quidadble resolutions for alleged discrimination
or harassment. Appropriate resolutions include gbaitnot limited to, efforts toward education,
mediation, intervention and/or discipline.

1.2.4  Confidentiality

Vassar College will endeavor to maintain confidalityf in all informal and formal proceedings,
except as otherwise specified in these statemépiooedure. All documents relating to the
alleged incident of discrimination or harassmerit #@ maintained as confidential. Participants
are authorized to discuss the case only with tpessons who have a genuine need to know.

1.2.5 Protection Against Reprisal

Retaliation or retribution of any kind taken agaias individual as a result of that person filing a
complaint in good faith, cooperating in an inveatign, or otherwise participating in these
procedures is strictly prohibited. Any attemptétatiate against an individual for bringing a
sincere complaint may in itself be treated as mfof harassment. Similarly, a complaint that is
malicious and groundless may be treated as anattterharass the respondent.

1.2.6  Preliminary Consultations

1. Any member of the community who approachesddfige or individual with a concern
about treatment by or involving a faculty membehjck seems to violate the college’s
nondiscrimination and nonharassment policy shoslddferred to the faculty director of
affirmative action for discussion of the issuesalicases the faculty director of
affirmative action provides counsel and assists ¢iither in determining whether the
complaint is appropriate for grievance, and prosideunsel on the College’s
nondiscrimination and nonharassment policy and'mé and formal grievance
procedurediscussing a complaint with the faculty directoraffirmative action does
not commit one to making a formal charge. The fgalirector of affirmative action
consults regularly with the equal opportunity/affative action officer about cases
involving faculty and other members of the commynit
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Any member of the community who approaches dfigeoor individual with a concern
about treatment by or involving a student or mendfehe staff or administration (and
not involving faculty), which seems to violate tt@lege’s nondiscrimination and
nonharassment policy should be referred to theleqpportunity/affirmative action
officer (EO/AA)for discussion of the issues. Ihedses the equal
opportunity/affirmative action officer provides amel and assists him or her in
determining whether the complaint is appropriategféevance, and provides counsel on
the College’s nondiscrimination and nonharassmelityand informal and formal
grievance procedures. Discussing a complaint thighequal opportunity/affirmative
action officer does not commit one to making a faksharge.

Employees at Vassar who are represented byoa leiion are covered by collective
bargaining agreements, which include arbitratiazcpdures and equal opportunity
provisions. While it is generally understood thaide procedures shall be used by union
employees for grievances, the grievance procedwtised here are available to
members of the union, in consultation with unioficidls, consistent with contractual
agreements.

Faculty, administrators, and staff who have stipery responsibilities and who become
aware of harassment or discrimination must preitemontinuation through informal
mediation, or when appropriate, by making refertalsither the faculty director of
affirmative action or the equal opportunity/affirtive action officer as appropriate.

Vassar College encourages the use of mediatiogsblve discrimination or harassment
disputes and complaintsStudents, faculty and staff who are experienciaxg$sment or
discrimination may wish to achieve an informal $ioo to the problem, and may request
that their complaint be resolved with the assistasfca trained mediator.

If the faculty director of affirmative action tre equal opportunity/affirmative action
officer, as appropriate, judges that the complaitrants continuation with grievance
procedures, the faculty director of affirmativeiactor the equal opportunity/affirmative
action officer in most cases shall recommend miggatith the aim of achieving an
informal resolution. The complainant, however, rfilgya formal grievance with the
Office of Equal Opportunity and Affirmative Actidan lieu of using the mediation
process. The faculty director of affirmative actmmthe equal opportunity/affirmative
action officer, as appropriate, may judge thatéhemot sufficient evidence of a
violation of the College’s nondiscrimination anchharassment policy. If the
complainant disagrees with the finding, he or slag nequest the grievance complaint to
be forwarded to the Grievance Hearing Panel oCihiéiege Regulations Panel, as
appropriate.

1.2.7 Seeking Mediation

1.

Informal resolution procedures are intended tovalloe complainant and the respondent
to provide detailed information about the allegecident(s) of discrimination or
harassment and reach a mutually agreeable resuldtice mediation process aims to
assure fairness, to facilitate communication, anchaintain an equitable balance of
power between the parties.

With consent of both the complainant and thpaadent, the Office of Equal
Opportunity and Affirmative Action will contact aediator whose training is appropriate
to the conflict to be resolved. The mediator is atadvocate for either the complainant

Mediation is an informal process through which erpartial third party helps disputing parties find
mutually satisfactory resolutions to their diffeces. Mediation proceedings are confidential andivalry
for all parties. The mediation process affords dipgortunity to present information about the altkge
incident(s) of discrimination or harassment, arsbhee the dispute.
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or the respondent. The role of the mediator isdarathe resolution of problems in a
non-adversarial manner.

3. The informal resolution process ends when dutsa has been reached or when the
complainant or the respondent has terminated theegs. At any time during the
mediation process, the complainant and the resprzdle free to withdraw consent. A
successful informal resolution results in a bindaggeement between the parties.

4, The mediator shall notify the faculty directdraffirmative action or the equal
opportunity/affirmative action officer, as apprayd, of the result of the mediation
process. If the dispute is not resolved throughiatinh, the faculty director of
affirmative action or the equal opportunity/affirtive action officer shall immediately
inform all affected parties and discuss with thenptainant other alternatives for
achieving resolution. The complainant may file arfal grievance with the Office of
Equal Opportunity and Affirmative Action or withdeathe informal complaint. The
informal resolution process, if unsuccessful, wok prejudice the rights of either party in
the dispute. Therefore, should the informal resotube unsuccessful, neither the reasons
for the failure of the mediation nor any materiabtatements made during the process
will be used in any subsequent proceedings or ferum

5. No written records of the mediation processenthan the final resolution, shall be
retained by the faculty director of affirmative iact or the equal opportunity/affirmative
action officer. Original documents shall be retutte their original source or to another
site as agreed in the resolution by the complaiaadtthe respondent.

H. Formal Grievance Procedure: Filingr@aints, Preliminary Investigation, and
Finding

The complainant may choose to initiate a formadwaince and hearing procedure by requesting
that the complaint be forwarded to the Grievancarthg Panel or to the College Regulations
Panel, as appropriate. (Grievances concerningtfacahtracts, appointments, and promotions
should go to the faculty Appeal Committee or fagieview Committee, and grievances
concerning ADA/Section 504 issues should follow Ehsability Accommodations and Support
Services Policy, as specified in the Faculty HamdboFormal grievance procedures are initiated
by filing a written and signed complaint with trectilty director of affirmative action or the equal
opportunity/affirmative action officer, as outlinbelow.

1. When to File a Complaint

a) A grievant should file a written complaint with60 days of the last date of the
alleged incident(s) of discrimination or harassmentithin 30 days of the end date of the
mediation process described above. IndividualsIshmete that the state and federal statute of
limitations for discrimination and harassment igitglly 180 days.

b) Whenever the application of any time deadlinprocedure set forth in the
grievance procedure creates a problem owing todlére of the complaint or
the urgency of the matter, the faculty directoaffirmative action or the equal
opportunity/affirmative action officer, as apprad, will determine whether an
appropriately expedited grievance procedure caadlgoned. Time periods
may be extended if the grievant has good reasdetasmined by the faculty
director of affirmative action or the equal oppaity/affirmative action officer,
as appropriate.

2. What to File

A complaint must be in writing and include the @alling:
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The grievant’s name, address, phone numbergiaplbyment or academic
class status.

b) A complete and detailed description of the atecident(s) of discrimination
harassment.
C) The grievant’s signature with date of signing.
3. Where to File

The complaint must be hand delivered or sent bijfieel mail to the Office of Equal
Opportunity and Affirmative Action, directed to taétention of the faculty director of affirmative
action or the EO/AA officer, as appropriate. Cdfiaf Equal Opportunity and Affirmative Action,
Vassar College, campus box 645, 124 Raymond AvagliReepsie NY 12604.

4. Preliminary Review of Complaint and Notice ofcegpt

a)

b)

c)

d)

Upon receipt of a complaint, the Director ofiAffative Action will review the
complaint for appropriateness and timeliness. Tiedior of Affirmative
Action will provide the grievant with written noticof receipt of the complaint
within 5 working days, and will advise the grievafthe College’s grievance
procedures and forms of relief.

Formal grievance complaints require that thpeadent be advised of the
allegations and the source of the complaint byfabalty director of affirmative
action or the equal opportunity/affirmative actiwificer, as appropriate. The
faculty director of affirmative action or the equaportunity/affirmative action
officer, as appropriate, will provide the resportdeith a copy of the formal
grievance complaint within 5 working days of re¢apthe complaint, and will
advise the respondent of the College grievanceyalnd procedures.

The faculty director of affirmative action oretlequal opportunity/affirmative
action officer, as appropriate, shall discuss it grievant whether or not the
alleged incidents of discrimination or harassmemistitute a violation of the
College’s nondiscrimination and nonharassment poéad whether or not it is
appropriate to convene a Grievance Hearing Pahel.dEcision to request a
Grievance Hearing Panel rests with the grievant.

If the respondent is a member of the facultgffsor administration, and the
grievant requests a Grievance Hearing Panel, ikgagce shall be transmitted
to the respondent’s senior administrative offi¢he (senior administrative
officers of the College include the President,Bean of the Faculty, the Dean
of the College, the Vice President of College Refe, the Vice President for
Development, and the Vice President for Finance/sdministration) who shall
convene a Grievance Hearing Panel.

If the respondent is a student, and the grieneaqiests a Grievance Hearing
Panel, the complaint shall be transmitted to thke@e Regulations Panel,
which shall provide fair and expeditious hearindptth grievant and
respondent. The rules and procedures of the heghialbe those normally in
effect for the College Regulations Panel. Detaildds and procedures of the
College Regulations Panel are available from tHe©bf the Dean of Students
upon request.

1.2.8  Grievance Hearing Panel

1. Hearing by the Grievance Hearing Panel
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a) The Grievance Hearing Panel, appointed andethaiy the respondent’s Senior
Administrative Officer, will then conduct a hearjrigcluding an examination of
those witnesses and receipt of such documentadgeoe as the Panel may
deem appropriate.

b) Both parties will have the opportunity to reviallvother contents of the case
file after the hearing. Contents of the file camydre seen in the office of the
Senior Administrative Officer in the presence ofanserver. Notes may be
taken while reviewing the file.

2. Final Disposition by the Grievance Hearing Panel

a) The Grievance Hearing Panel shall deliberajwiirate session and shall by
open vote decide on whether a violation of the €&mls nondiscrimination and
nonharassment policy has occurred. A decisionahatlation has occurred
requires unanimity among the members eligible te.vim the case of the
finding of a violation, the Senior Administrativefi@er, in consultation with the
members of the panel, shall determine the appr@préanedy or sanction. A
written summary prepared by the Chair of the GnieeaHearing Panel on the
basis of this judgment shall be conveyed to bathgitievant and the respondent
within three working days after the deliberatioasd been completed.

b) If the respondent is a member of the faculigffsor administration and has
been found to be in violation of the College’s neadmination and
nonharassment policy, a written record of the gnee and the opinion by the
Grievance Hearing Panel shall be retained in ks 6f the respondent’s Senior
Administrative Officer. If the respondent is a statl a written record shall be
kept in the files of the College Regulations Pawéhen the complaint has been
resolved through informal mediation or judged mobé well founded through
formal hearing procedures, a written record shaltdtained only at the request
of the respondent.

3. Appeal Process

a) For students, the final disposition may be ajgokhy the grievant or the
respondent through the College Regulations App@éatamittee. Detailed rules
and procedures of the College Regulations Appeaiar@ittee are available
from the Office of the Dean of Students upon regues

b) For faculty and staff, the final disposition mag appealed to the President by
the grievant or the respondent within 30 days effihal ruling. The appeal
process for faculty and staff is initiated by fgia written request for review
with the faculty director of affirmative action tire equal
opportunity/affirmative action officer, as apprayg. The written request must
specify one or more of the following criteria: Midence of alleged procedural
(as specified in Appendix A) errors which impaitée ability of either party to
adequately present herself or himself, or 2) theosition of excessive penalty.
Appeals may not be based on general dissatisfagiibnthe proposed
disposition. The faculty director of affirmativetan or the equal
opportunity/affirmative action officer, as appras, will forward the appeal to
the President. The President shall have the atyttoraffirm the finding or
remand the finding to the Senior Administrative i€df for reconsideration. A
copy of the President’s written decision may beeexgd within 30 days of the
filing of the appeal and shall be sent to all gaxtiand the Senior Administrative
Officer whose authority will be needed to carry the disposition. The deadline
may be extended by the President for good caubke.d&cision of the President
on the appeal is final.
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1.2.9 Grievance Hearing Panel Rules and Procedures

1. Selecting the Panel

The respondent’s Senior Administrative Officer @adter “the Officer”) shall act
expeditiously to convene a hearing panel, ordipavithin 10 days (excluding weekends
and holidays) of receiving the complaint.

a)

b)

d)

e)

The Officer shall provide both parties with agpof the grievant’s initial
statement describing the alleged harassment anttteass exchanged between
the grievant and the Officer and the respondentlaadfficer.

The Officer will appoint three panelists who arembers of the respondent’s
constituency, whom the Officer judges could serw@ngartial panel members,
and who have agreed to serve. If the respondentriember of the faculty, the
panelists shall be selected from the ranks ofe¢hared faculty. The Officer
shall inform the grievant and the respondent ofajyeointed panelists. The
grievant and respondent each may object to oneooe of the panelists on a
substantive basis within 24 hours from notificatafthe composition of the
panel. The final decision on the composition of phael rests with the Officer.

The Officer shall then advise both parties @ftime and location of the hearing,
at least three days prior to the hearing (excludiegkends). The respondent
may request additional time to prepare her or & @nd this may be granted at
the discretion of the Officer. The Officer shallests to both parties that the
proceedings are confidential.

The Officer shall chair the hearing as a norningptnember.

The grievant and respondent may both choosgartg Witnesses, and must
provide the Panel Chair with the names of suchesies at least 24 hours in
advance of the hearing. The Panel may also invitigesses. No one is allowed
to attend the hearing whose name has not been gabtg the Panel Chair 24
hours in advance, except in circumstances deenegptanal by the Panel.

Witnesses may be either: (1) individuals who hdivect knowledge of facts
pertaining to the case, or (2) individuals who ailiest to the good character of
either the grievant or the respondent. The panglondy invite witnesses from
category. The faculty director of affirmative actior the equal
opportunity/affirmative action officer, as relevamiay not be a witness.

The Panel may accept written statements only frbamacter withesses, whose
names are submitted 24 hours in advance, proviaaditave a reasonable
excuse for not attending the hearing. Such wristatements must be delivered
to the Chair of the Panel. The statement(s) vélbpened and read by the Chair
at the hearing.

The number of witnesses to be heard is at theatieorof the Panel as a whole.

The grievant and the respondent may each benguanied by one individual
from the Vassar community to provide moral suppbhne support person may
not question the grievant, the respondent, witresaembers of the Panel, or
provide testimony to the Panel during the hearing.

2. The Chair of the Grievance Hearing Panel

a)

The Senior Administrative Officer shall chaiethearing. The Chair shall
ensure that an audio record of the proceeding®pt Krhe audio record of the
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hearing shall constitute an official record of fireceedings and shall be
maintained, along with the entire case file, in $smior Administrative

Officer’s office. Both the complainant and the resgent may take their notes
with them from the panel hearing. In the case fiiding of guilt, the
respondent may review the audio record of the hgaand take notes in order to
formulate an appeal. Audio records can be heandiarthe office where they
are kept, in the presence of an observer.]

b) At the Chair’s discretion, recesses may be dalle

C) If a person becomes disruptive, the Chair m&yham or her to leave the room
and wait in a designated area.

3. Opening the Hearing

a) At the start of the hearing, the Chair shallfzonthat the grievant is present,
and that the respondent has been informed of keifjtit to be present and has
been urged to be present. The Chair shall reminghdies that the proceedings
are confidential. All witnesses shall wait outsidatil the Panel calls for their
respective appearances.

b) The Chair will ask the grievant to make a staenaddressing the allegations.
The Chair will then ask the respondent whetheth@light of the statement of
the grievant, the respondent considers himselféfeics have committed
discrimination or harassment as defined by thedgells policy and to make a
statement addressing the allegations.

C) At the conclusion of each statement, Panel mesnipay ask questions.

d) After both statements have been made, witndesdise grievant will be called
in one at a time, followed by withesses for thepoeglent.

4. Witnesses

a) Each witness will be reminded upon testifyingttthe proceedings are
confidential, and instructed not to discuss whatthanspired in the hearing
with anyone.

b) Witnesses shall appear individually. The grig\ehall make the first case.
Witnesses for the grievant will first be questiontydthe grievant, then by the
respondent.

C) Similarly, the respondent’s witnesses will fibgt questioned by the respondent
and then by the grievant.

d) Further questions of any witness may be asketidgrievant or the respondent
and the grievant and respondent may question eheh. o

e) Rebuttal witnesses and additional witnessesth®ybe introduced by either
party.

f) Panel members may ask questions of any padpnyatime.

o)) Once a witness has testified, the Chair wilédithim or her to wait in a
designated area outside the hearing room untilviecenotification from the
Chair that she or he can leave.

5. Closing the Hearing
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a) The grievant and then the respondent may malsing statements. The Chair
will then direct them to wait in separate desigdateeas in case the Panel has
further questions.

b) After due deliberation, the Panel may choosetonvene in order to call
additional witnesses or review additional evider®ath the grievant and the
respondent, accompanied by their support persang, the right to be present
during the reconvened hearing.

Appendix A: Explanatory Notes

A. Academic Freedom - Under the principle of acaddneedom, as stated in the Governance,
“All teachers in the service of the College ardtktt to complete liberty of research, of
instruction and of utterance upon matters of opiriid he statement continues: “The teacher
shall bear in mind that the good name of the Cellexsts largely upon the reputation of its
faculty. Accordingly, the teacher’s conclusionalsbe fruits of competent and sincere
inquiry, set forth with dignity, accuracy and termgteness. The teacher shall accept full
responsibility for all his/her utterances and shdlere to the ideals traditional in liberal
education: intellectual integrity, objectivity ihg search for truth and freedom of discussion”
(Governance “Principles Underlying Relations of ftaes, Faculty and Students,” Art. |, Sec.
1).

B. In this regard, note should be taken of the t&Steent on Academic Freedom and
Responsibility” at the beginning of this Handboakllppted by the faculty in 1987, which
includes the following language: “Vassar Collegdeslicated to freedom of inquiry in the
pursuit of truth, and is vigilant in defending thight of individuals to free speech. The
College, however, is also a community dedicatethéocultivation of an atmosphere in which
all of its members may live and work free from Ietance, disrespect, discrimination or
harassment. The College, therefore, defends freecbpand also embraces the principle of
civil discourse.”

C. This nondiscrimination and nonharassment pdiall not be construed so as to undermine
the principle of academic freedom that entitlesifiscmembers to liberty of instruction,
which may include the introduction of controversaiald challenging matters and demanding
methods of inquiry. However, accompanying thisitig teach controversial material is the
responsibility that it be done in a way that wolhtdjudged by peers as not discriminatory or
harassing as defined by the nondiscrimination atharassment policy.

D. Discrimination - (a) Under Title VI complaintg discrimination on the basis of race,
ethnicity or national origin may include, but ai@ necessarily limited to, issues such as:
ability grouping, disciplinary procedures, studassignment policies, harassment, student
housing, and academic grading. (b) Under Title idcdmination complaints on the basis of
sex may include, but are not necessarily limitedssues such as: equal opportunity in
interscholastic or intercollegiate activities, prags or events, treatment of individuals who
are pregnant, admission to a postsecondary prograttivity, sexual harassment, and
administration of student health insurance plangc) Under Section 504 and Title Il of the
ADA complaints of discrimination on the basis o$alility may include, but are not
necessarily limited to, issues of accessibilityief College facilities, employment
opportunities, and academic courses, programs endtigs, and provision of reasonable and
appropriate academic or employment modificationspenmodations, or auxiliary aids and
services to qualified individuals with disabilities

E. Sexual Harassment - The determination of sexualdsanent will vary with the particular
circumstances but generally involves two basic for(h) unwanted sexual advances by
verbal suggestion or physical contact, or (2) veobg@hysical abuse directed against
individuals or groups because of their sexual ¢aigon. Sexual harassment embraces a wide
range of behaviors, including but not limited te following: coerced sexual acts, such as
using undue pressure on a person, including oress, jpo force sexual interaction; soliciting
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submission to sexual demands in exchange for goemaeg or evaluations; physical or verbal
assault on a person or groups because of theiakexantation; subjecting a person
repeatedly or seriously to unwanted and unsolig®dial propositions, to touching, or to
obscene gestures and language.

F. Sexual harassment is particularly damaging vihexploits the educational dependence and
trust between students and faculty. Although a akixeraction must be abusive and without
consent to count as harassment, faculty memberadmihistrators should realize the
unequal nature of their relationship with studertd subordinates, and be particularly
mindful of their professional responsibilities tawatudents and subordinates, of their own
status and position of power, and of the vulneitgtilf students and subordinates due to these
differences in status and power.

G. It should not be forgotten that victims of seMugrassment may, under some circumstances,
sue for damages in civil courts, or that some foofrsexual harassment, such as physical
assault and coerced sexual relations, are sulgjeciminal charges.

H. Religious and Racial Harassment - Religiousraiethl harassment is defined as verbal or
physical abuse directed toward persons or groupause of their race or their religious
beliefs and practices. Examples of these formsacdssment include but are not limited to the
following: using symbols, such as the swastikanmg cross, or hood, in a seriously
threatening manner; sending abusive messagesatiratmembers of particular racial or
religious groups—through the mail, on a note attgcto someone’s door, over the telephone,
or by email; and, in a persistently or seriouslysibe way, disparaging racial or religious
groups in public.

l. The First Amendment freedom of speech or theqgiple of academic freedom may confer a
certain latitude with respect to these matters, Wiile not prosecutable, offensive and
tasteless manners and words should be abhorreltihgmbers of an academic community.
Other considerations noted above regarding sexarasbkment apply equally to the case of
religious or racial harassment. Thus special aaréhe relation between teacher and students,
and between administrative superior and subordinatith regard to religious and racial
expression, is important. No less important towld-being of a residential college is the
protection of students from religious and racialsbor by their peers.

J. Faculty, administration, and supervisory stedfan integral part of Vassar's efforts to
comply with Section 504 and the ADA in providingidénts with disabilities appropriate
accommodations and auxiliary aids and serviceulsa@dministration, and supervisory
staff should be aware that failure to cooperateliiiling Vassar’s legal obligations under the
ADA and Section 504 of the Rehabilitation Act of7B9may subject them to individual
liability.

(Approved by the Faculty, May 12, 2002.)

1.3 Office of Disability and Support Services

Vassar College is committed to providing individualith disabilities equal access to the academic
courses, programs, activities, services and empoymt the College. In accordance with the prowisiof
Section 504 of Rehabilitation Act of 1973 and thaekicans with Disabilities Act of 1990, the College
strives in its policies and practices to assureomb nondiscrimination but to provide for the full
participation of individuals with disabilities il @spects of College life. In support of this g, the
Office of Disability and Support Services providesvices to self-identified individuals with disktiés.
The Office of Disability and Support Services gisovides assistance in identifying appropriate supp
and accommodations in the work environment for itgcand staff. Disabilities may include, but am n
necessarily limited to, visual impairments, mokikind orthopedic impairments, hearing impairments,
chronic medical conditions, learning disabilitiaad psychological or emotional disorders.
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The role of the Director of Disability and Supp8#rvices is to evaluate requests for accommodatinds
services based on the needs of self-identifiedestisg faculty or staff members with disabilitiesddo
coordinate accommodations, auxiliary aids and sesvwvith appropriate College personnel. To enthae
provision of reasonable and effective accommodatiordividuals must provide documentation of their
disability or disabilities by an appropriate prafiemal. Individuals with disabilities must alsmpide the
Director of Disability and Support Services sufict time to evaluate the request, to determine the
appropriate course of action, and to implement eyiaite accommodations and support services.

Requests for accommodations and auxiliary aidssemdces involve evaluation of the following criter
by the Director of Disability and Support Servieasl other Vassar faculty, administration, or stadf,
appropriate:

1. whether the person meets the criteria for beingratlse qualified as an individual with a
disability under the ADA and Section 504;

2. whether the disability is appropriately documernitedriting by a qualified professional. The
amount and type of required documentation will bedal upon the nature of the disability and
the nature and duration of the requested accomioociat

3. whether the requested accommodation or supporiceds/appropriate to the needs of the
person with the disability and appropriate for #itademic course, program, activity or work
environment;

4, whether the student, faculty or staff member wélv& equal access or opportunity without the
accommodation or support service;

5. whether the accommodation will fundamentally alker academic course, program, or
essential requirements of the job;

6. whether an alternate accommodation or academitifitation could be implemented to
provide equal access and opportunity.

1.3.1 The Americans with Disability Act of 1990 (AD\)

The Americans with Disabilities Act was signed ifdav on July 26, 1990. The ADA prohibits
discrimination against people with disabilitiessimployment, transportation, public accommodation,
communications, and activities of state and localegnment. Employers, labor organizations and join
labor-management committees must have nondiscrioripapplication procedures, qualification
standards, and must provide reasonable and apat@técommodations to qualified individuals with
disabilities.

Anyone who has a physical or mental impairment sutiglly limiting one or more major life activite
has a record of such impairment, or is regarddthesg such impairment, is considered a person avith
disability. In accordance with the provisions loé tADA and Section 504 of the Rehabilitation Act of
1973, disabilities may include, but are not necglgdamited to, visual impairments, mobility and
orthopedic impairments, hearing impairments, cleonédical conditions, learning disabilities, and
psychological disorders.

In terms of employment, the law defines a “quatifiedividual with a disability” as a person who can
perform the essential functions of the job withwithout reasonable accommodation. Accommodations
are developed on an individual basis and in a peship between the person with the disability dred t
employer. Accommodation solutions may involve pgquént changes, workstation modifications,
adjustments to work schedules, or assistance isatty the facility, depending on the individual’s
particular limitations and needs. Accommodatiorstmsed on the job tasks that must be perforrhed, t
functional limitations of the individual, and whettthe proposed accommodation(s) will result inuend
hardship to the employer.
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The Affirmative Action Office has been designateatoordinate the College’s compliance with the
Americans with Disabilities Act of 1990 and withciien 504 of the Rehabilitation Act of 1973. The
office handles inquiries about compliance and itigates complaints of disagreements or denials of
disability-related accommodations and servicesssdaCollege has adopted an internal appeals [groces
for the prompt and equitable resolution of comgkr disagreements about accessibility,
accommodations, auxiliary aids and services, andifioations to academic courses, programs, and
activities.

1.4 Conflict Resolution Procedure

In many cases, employment-related problems aresanuéerstanding or the result of poor communication
that can be resolved by both parties through amiditidiscussion and agreement. Members of the@ml|
community are encouraged to bring employment-rdlasues to the appropriate supervisor.

The College recognizes that a procedure for resglgmployment-related complaints that cannot biteslet
through the normal channels of communication wahrysupervisor is important. All employees having
such complaints have the right to be heard andewpgct a fair resolution without the fear of jeapaing
their employment status.

The Office of Human Resources handles complaintsiméng to non-faculty employment-related matters.
A member of the College community who has an emplet-related complaint should contact the
Assistant Director of Employee Relations, BaldviRmom #330, campus mailbox #712.

1.5 Code of Ethics

As members of the Vassar College Administrationbe&ar responsibilities to preserve and strengthen a
of the resources of the College — academic, huptaysical, and financial. We are expected to acdisinp
our goals consistent with high standards of ettpcattice and serve as role models for the staff wbrk
with us. We recognize that our personal and psideal conduct reflect upon this institution, orr ou
various professions, and on higher education alsaew

We embrace the values and standards outlined below:
» Respect for all members of the Vassar community
e Honesty and civility in word and deed
* Fair and just treatment of everyone with whom werict as professionals
e High aspiration for the quality of our contribut®to the College

» Avoidance of any conflict, or the appearance offlictnbetween personal and
institutional interests

We recognize the importance of understanding, sttigoand interpreting the administrative policasl
procedures of the College. We seek to contribatesttuctively to their ongoing evaluation and
reformulation, as professionals working among athvetno share the values and standards of conduct
identified above.

We can contribute most constructively when we warkler certain conditions, most notably:
e A professional and supportive work environment

» Clear statements of the conditions of employmérat,process for professional
assessment, and the duties and responsibilitieebxyr individual administrators
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«  Within our scope of authority and Vassar's emplogtqlicies, the right to exercise
judgment and perform duties without disruption aradssment

» Freedom of conscience and the right to refuse ¢g@a@® in actions that violate the ethical
principles contained in this code or provisionstaf law

1.6 Standards of Conduct

Vassar College expects a high standard of employeenduct

Certain violations of College regulations are saoses that they may call for immediate dischargether
appropriate disciplinary action. Such actionsude, but are not limited to:

refusing to carry out job duties or reasonabledtives of the supervisor

deliberate or reckless action that causes eithaabor potential loss to the College or employees,
or damage to property or physical injury to empks/e

action that is or can reasonably be expected seheusly detrimental to the College or its
reputation

fighting or disorderly conduct on the premisestoa £ollege-sponsored event

unauthorized disclosure or use of confidentialedated material or information
misrepresentation, including falsification of retsoor records, or deliberate failure to accurately
complete reports or records

misappropriation of College funds or other assets

illegal or unauthorized possession of a weapon aie@e premises or at a College-sponsored
event

theft or unauthorized removal of College propentypbthe property of others

willful discrimination in hiring, firing, pay, prowtion, transfer, and conditions of employment of
employees for reasons of race, color, religiousdyrancestry, age, gender, sexual orientation,
HIV status, national origin, disability or statusa Vietnam-era and/or disabled veteran

sexual harassment, defined as unwelcome sexuaheelsiarequests for sexual favors and other
verbal or physical conduct of a sexual nature

serious or continued violation of safety standards

threats

drug and alcohol use

any other material breach of the employment ratatiip

1.7 Prohibited Conduct

The College strives to provide a safe and secur&place for all employees. To ensure a safe wadel
and to reduce the risk of violence, all employdesutd review and understand all provisions of this
workplace violence policy.

The College does not tolerate any type of workpiackence committed by or against employees or any
other community member. Employees are prohibitechfmaking threats or engaging in violent actistie

Any potentially dangerous situations must be reggbimnmediately to a supervisor or the Office of Hum
Resources. Reports can be made anonymously arepalted incidents will be investigated. Reports
incidents warranting confidentiality will be handleppropriately and information will be disclosed t
others only on a need-to-know basis. All partieslved in a situation will be counseled and theuhes of
investigations will be discussed with them.

Any employee determined to have made a threat orangaged in violent activity will be subject to
disciplinary action, up to and including terminatio

1.8 Disciplinary Action

Under certain circumstances, the College will mpuheed to address problems that are associatedawith
employee’s performance, attendance, or violatioBafege regulations or policies. The approacldidse
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corrective action is intended to maintain a proohecand safe work environment for all employees t&nd
ensure employees that they will receive fair angitagle treatment.

When a problem develops, the supervisor will mea#t the employee to discuss the situation and tainb
information that will help determine the appropeiaiction to take. In most cases the necessagnaetil
fall into one of two categories—progressive didolor immediate termination.

Progressive discipline will be used for problemsirning an employee’s work performance, attendasce
lateness. In most cases, disciplinary action shoatur in progressive steps so that terminatiauice
only after efforts have been made to correct thébopmance issues. However, violations of some &gyl
regulations are so serious that immediate terntinatiay be appropriate, as described in the “Stalsdafr
Conduct section.

1.9 Employment of Relatives

Vassar College acknowledges that employees offen rglatives for positions at the College, espgcia
spouses and partners of individuals who are ralogat order to accept a position at Vassar. ThikeQe
encourages search committees to review applicatibredatives who are qualified for particular pasis,
and, if appropriate, arrange an interview. Thengiprocess in such cases must accord with theipslof
equal opportunity and affirmative action that govall recruitment and hiring.

Vassar acknowledges that employment of relativékérsame area of an organization can cause dsnflic
and problems with favoritism and employee morafethese circumstances, all parties, including
supervisors, are open to charges of inequitablsideration in decisions concerning work assignments
performance evaluations, promotions, demotiongijglisary actions, and discharge. In additionlairas
of partiality in treatment at work, personal coetfli from outside the work environment can be cdriri¢o
day-to-day working relationships.

It is College policy that relatives of persons entlty employed by the organization may be hireq @nl
they will not be working directly for or supervigjra relative or will not be directly above the igla’s
immediate superior or working directly for the tala’s immediate subordinate. If already employtbay
cannot be transferred into such a reporting raiatigp.

In other cases where a conflict or the potentiatfinflict arises, even if there is no supervisory
relationship involved, the parties may be separhjedtassignment.

A relative is defined to include spouses/domestitners, parents, children, brothers, sistershierst and
sisters-in-law, fathers- and mothers-in-law, steppes, stepsiblings, and stepchildren. This pddisp
applies to individuals who are not legally related who reside with another employee.

1.10 Salary Review

Salaries are established at the time of hire aadbased on job responsibilities, an individual’s
qualifications and experience, the employment ntgrkace, and equity within the context of salapesd
to other administrative employees. The salaryllsveviewed once a year and may be increased
depending upon internal and external economic ¢immdi, individual job performance, or promotionato
position of higher responsibility. The performamegiews are conducted to provide administratoes th
opportunity to discuss job tasks, identify and eorweaknesses, encourage and recognize streagths,
discuss positive, purposeful approaches for meefirads. However, supervisors are strongly encadag
to discuss job performance and goals on an infqrdagl-to-day basis. Normally, salary increases are
effective on July 1st, the beginning of the fisgadr.

1.11 Administration Employment Categories

Full-Time Employees—Employees whose appointmelaatsar normally requires at least 37.5 hours of
work, regardless of the schedule of work. Fullegiemployees are eligible for benefits.
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Part-Time Employees—Employees whose appointmeviassar normally requires them to be scheduled
to work a specified fraction of a regular work-wgeek., 20 hours per week. A part-time employee is
eligible for benefits if she/he is regularly schiesdito work 20 hours a week for a minimum of 1,0@Qirs
per year.

Academic-Year Employees—Employees generally scleelia work from one week before classes begin
to one week after commencement or August 15 to d6ne

Temporary Employees—On occasion, the College mag Hee need to hire employees to do work which
is temporary. In such cases, the employee mapimpensated on an hourly basis. Employees hired in
this capacity will not be eligible for benefits,thvithe exception of those benefits mandated by law.

There are other employment categories on campuglés
Faculty—positions include full-time, part-time angiting appointments.

Staff—positions include clerical, secretarial andhe technical positions. The Communication Worlkdrs
America (CWA) represents most staff employees.

Service—positions include food service, buildingd grounds, security, and residential life. Thevige
Employees International Union (SEIU) Local 200 gdirepresents most service employees.

Copies of the union contracts are available ortHthean Resources website.

1.12 Extra Compensation for Administrators

The job descriptions of all administrators providethe evolution of work that is within the scopkthe
original appointment, as well as special projeots @ammittees that support the College community.
Occasionally, an administrator may be asked torassignificant additional duties and responsileiti
i.e., when another position in the department mla@ed area is vacant for an extended periothelf
additional duties are 1) significantly more difficar entail significantly more responsibility théime
administrator’s regular duties, 2) normally compad at a significantly higher rate of pay, and 3)
assumed for an extended period of time (more tifaaefys), the supervisor and Senior Officer may
recommend to Human Resources that supplementalemsation for that period be provided.

Whether payment is a stipend (lump sum paymenaddéd to the base salary) or a temporary salary
increase is determined by the Office of Human Ressj based on the nature and duration of the work.
The beginning and anticipated end date must beiggdwon a Status Change Form to the Office of human
Resources. The increase percentage for salargtadiuts should be consistent with standard promatio
increase rates, normally not to exceed 10%.

Twelve-month, full-time administrative appointmeatg not eligible to receive extra compensation for
time spent during the period of their full-time doyment on other Vassar programs or services, aach
summer programs or classroom teaching. If requastsnade to teach or support a program outside the
normal duties of the administrator, the administratsupervisor and the Senior Officer must aghee the
time demands of the extra work expected of thetfude administrator can be accommodated beyond the
duties of the regular appointment. (Revised 5/20/10

1.13 Direct Deposit

All administrators are paid monthly via direct depp@nly. Deposits can be made to virtually anynestic
bank or credit union on the 25th of each monththéf25th falls on a weekend or a holiday, dep@sis
made on the preceding Friday. Thanksgiving ands@has are exceptions to this rule; payday forahes
two holidays is the day prior to the beginningtwd tholiday period. Deposits are made so that the
employee’s money is available at the start of tisidess day on the scheduled payday. Upon hire,
administrators will be provided with direct depaaitthorization forms, which are required to be cleteuol
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and returned to the Payroll Office within 30 dagemployment. Direct deposit forms are availabléhie
Payroll Office if you are enrolling, changing bankbanging account numbers, etc.

Questions regarding direct deposit should be dicktit the Payroll Office.

A payroll stub is issued to administrators on eaafday. The stub indicates the gross pay, thedlieds
withheld from the pay, the year-to-date deductiocumulations, and the net pay (the amount of thecti
deposit). Payroll deduction stubs are distributegbayday through the employee’s on-campus mailbox.

Questions regarding payroll deductions should bectkd to the Payroll Office, ext. 5880.

1.14 Credit Union Membership

All Vassar College employees and their family meratage eligible to join the Taconic Educational and
Governmental (TEG) Federal Credit Union.

TEG has branches in Poughkeepsie at the Routeaz4 Bhd in Fishkill on Old Route 9. For further
information, contact the Vassar Payroll Departnextt 5880 or call the credit union directly at 46223.

1.15 Service Recognition Program

The Service Recognition Program is held for thaspleyees celebrating five or more years of service
during the fiscal year July through June. Thigrfak program is held in the spring and hosted by the
President of the College.

2.0 College Policies

2.1 Conflict of Interest
1. Duty to avoid conflicts of interest

All employees and certain volunteers acting foowmbehalf of Vassar College have an
obligation to conduct business for or on behathef College in a manner that avoids actual or iaten
conflicts of interest. Further, trustees, sentificers, and key administrators of the Collegewatl as
non-trustee members of Investments Committee o€thilege’s Board of Trustees, are required to disel
relationships that create or appear to create coicflicts of interest.

2. What is a conflict of interest?

An actual or potential conflict of interest may acevhen an individual is in a position to
influence the College’s business dealings so @sdduce personal gain for that individual or foekative,
friend or business associate of that individuatrsBnal gain may result not only in cases wherersgn
acting for or on behalf of the College (or a refatifriend or business associate of such a petss)
significant ownership in a firm with which the Gadje does business, but also when a substantialrgift
special consideration is received as a result pftimsaction or business dealing involving thel€yd.
For the purpose of this policy, a relative is a rhenof the individual's immediate family.

3. Relationships requiring disclosure

Trustees, non-trustee members of the Investmentm@itee of the Board of Trustees, senior
officers, and key administrators who have signifidausiness affiliations or official relationshipgth
organizations with which the College does busiressequired to disclose those affiliations to the
College. In this context, “official relationshipiieans serving as an officer, director, employegnpg
proprietor, or owner of 10% or more of the stodka entity that transacts business with the Celleg
conflict of interest is not always created by therenexistence of a relationship with outside orgations.
However, if an individual has influence at the @gk on any commercial transactions, including btit n
limited to purchases, contracts, or leases, ifgerative that he or she disclose as soon as podséd
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existence of such relationships so that safeguad$e established that will prevent any conflict o
interest from arising. Such safeguards may includiaout limit, the recusal of such individual fro
decision-making on any matter under consideratiothb College or before the Board of Trustees.

4, Process for disclosure

Each year the Secretary of the Board will providstees, non-trustee members of the
Investments Committee of the Board of Trusteespseafficers and key administrators with the policy
statement, a disclosure form, and a current lisirgénizations with which the College does subghnt
business. All information provided in response to this regtishall be held in confidence by the persons
referred to in the next sentence unless the besests of the College dictate otherwise and exagpt
required by law. The Secretary of the Board wilnpile the results of the disclosure process, piingi
information to the Chairman of the Board, the Rfest, the Chairman of the Audit Committee, and the
Vice President for Finance and Administration.

5. Gifts policy

The acceptance of gifts from persons or entitigaglbusiness or seeking to do business with the
College can create, or appear to create, a conflicterest. Trustees, non-trustee members of the
Investments Committee of the Board of Trustees,Gaitege employees are therefore prohibited from
soliciting or accepting from any person or entigjrd) business with or seeking to do business wigh t
College any remuneration, gift, gratuity, servideans, travel, entertainment, or other item, oferthan
nominal value. “Nominal value” as used in thisipgl shall mean a value of $75.00.

2.2 Smoking Policy

In response to changes in New York State law, resentations from the Drug Education Committee and
feedback from members of the College community Gbkege has adopted the following policy regarding
smoking on campus:

1. Smoking is not allowed inside any Residence,Hadluding individual student rooms. Smoking
will be allowed in the student apartment compleikadl the residents of a TH, TA, or SC, agree
to allow smoking. Smoking will continue to be badrinside all other college facilities and
vehicles.

2. Smoking is not permitted within 50 feet of altnces to campus facilities, including the Rdtrea
Patio and the College Center Circle.

3. Smoking is not allowed inside Matthews Mug.
This policy applies equally to all employees, satdeand visitors.

For more information contact the Drug Education Guttee at extension 7769. (Revised 5/20/10)

2.3 Office Telephones/Mail Systems

The College discourages the making of persongbhelee calls during working hours. Personal long-
distance telephone calls should not be chargetet@€ollege, but even local calls have “unit message
charges that the College must pay.

Administrators should contact the Office of Telecoumications to secure a personal long-distance
telephone security code (PSC). This personal edilallow the cost of personal long-distance catide
billed directly by the Controller’s Office to th@wect employee.

® The Controller will annually prepare the list afjanizations with which the College does substhntia
business and identify key administrators with pasthg authority.
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The use of College paid postage for personal cooredence is not permitted.

2.4 College Property

College property, including equipment and vehigssential in accomplishing job duties, is expenaive:
may be difficult to replace. When using Collegep®rty, all employees are expected to exercise care
perform required maintenance, and follow all ogagpinstructions, safety standards, and guidelines.

Prompt reporting of damages, defects, and the fegedpairs could prevent deterioration of equipten
and possible injury to employees or others. Tharaper, careless, negligent, destructive, or unssdeor
operation of College property as well as excessivavoidable traffic and parking violations are
prohibited.

2.5 Solicitation

There may be no general solicitation of funds anas, even for an established charity, unless thase
been clearance through the Campus Activities Qffice

2.6 Computer Security
Responsible Use of Information Technology Resources

The purpose of the information technology resouatégassar is to support and enhance the college’s
program of teaching, learning, and scholarshipchSesources include, but are not limited to comt
telecommunications equipment, data and voice nétsvarhether accessed locally or remotely), audio-
visual equipment, technology support staff, etbede information technology resources and faclitiso
provide important support for communication and adstration. Computing and Information Services
strives to support the mission of the college byvjling resources and facilities that are as extens
effective, reliable, and secure as possible. gba can be met only if members of the campus comityiu
use these shared resources in a manner that Isdégaal, and respectful of others.

Use of Vassar’s information technology resourcesilgect to the same regulations as any other campu
resources, facilities or activities. Users shdagdaware that laws that apply to the larger socgtgh as
those governing intellectual property and harassnadso apply in the electronic community. Inforioat
technology resources may not be used for purpgbsg¢sire inconsistent with the educational missibn
the college. Users must not knowingly engage fivities that interfere with the normal operatiditioe
information technology resources of the Colleger farther guidelines in appropriate use, individua
should refer to the College Regulations.

Vassar College values the privacy of individualrasend will respect that privacy whenever possilig.
its very nature, electronically stored and tranwdiinformation is vulnerable to interception, sens
should always take precautions to protect sendilie® While the college reserves the right toess files
and transmissions on college-owned equipment |litnet normally invoke this right without the comge
of the user. If access without the consent oluer is necessary, it will take place only with #épproval
of the appropriate senior officer, with notificatito the president, except when the college idlega
required or constrained to act otherwise.

Your personal computer password is unique and matgdbe given to another employee or outsider.
Employees are required to take all reasonable ptiecs to protect information against unauthorized
access, use, disclosure, modification, duplicatiwrdestruction.

Computers, printers, fax machines, and internalpraic networks should not be used for non-work
related activities.
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2.7 Parking

Administrators who drive to work and park on thdl€pe campus must register their vehicles with the
Building and Grounds Office. Each vehicle musplig a current Vassar registration decal on theed's
side window. New decals are issued when a newadditional) vehicle is registered. All vehicle
regulations also apply to any rental or borrowekiicle brought onto the campus.

The driver of any motor vehicle on campus mustitenked to operate a motor vehicle on a public
highway, and must conform to our traffic regulaiorThe campus speed limit is 15 miles per hour.

Vehicles must be parked in legal parking spacesndds of illegally parked vehicles are subjectit@$ as
well as to having their vehicles towed.

Parking fines may be imposed for violations of parking regulations. Parking fines are billed dilgto
employees by the Controller’'s Office. Employeethwinpaid parking fines may be ineligible to reeeiv
some services provided by the College until suekdiare paid.

The College does not permit motorcycles, motor taspmopeds, or similar vehicles to be driven on
campus. They may be parked only in the specialespavailable near the North Gate.

Disability Parking—Persons with physical disabé#imay park in spaces designated for “disability
parking” if they have a permit issued by the Sdaguiffice and if they display the permit in theiehicle.
Applicants must provide the College with either@NYork State or Town of Poughkeepsie disability
permit or have written approval from Health Seniit@rder to receive on-campus disability parking.

2.8 Drug-Free Workplace

Drug and alcohol use is highly detrimental to thfety and productivity of employees in the workglac
No employee may be under the influence of anyitilticug or alcohol while in the workplace, while on
duty, or while operating a vehicle or equipment edor leased by the College.

In accordance with the Drug-Free Work Place Act@88, the College must maintain a drug-free work
place. Failure to comply with this law could jeagiae the important government funds that the Galle
receives. The unlawful manufacture, possessiatilslition, transfer, purchase, sale, use, or bemer
the influence of alcoholic beverages or illegalgiruvhile on the College’s property, while attending
business-related activities, while on duty, or whiperating a vehicle or machine leased or ownetidy
College is strictly prohibited and may lead to gifnary action, including suspension without pay o
discharge. When appropriate, the College may taéeemployee to approved counseling or rehabditat
programs.

Any employee engaged in government contract ortgwarnk must comply with this policy as a condition
of employment. Should an employee be convicteal adrfug-related crime that occurred in the workplace
she or he must notify Vassar within five days @& tonviction. The College is then required to fydtie
appropriate government agency within 10 days ottweviction. Appropriate human services action,
including disciplinary action and/or participationa drug-abuse assistance or rehabilitation prograay
result after notice of the conviction is received.

Employees who voluntarily admit to having drug mo&ol problems that have not resulted in discgofyn
action may be eligible for unpaid time off to peigiate in a rehabilitation program. Such a leailebg
granted if the employee abstains from use of thstamce while on leave, abides by all organization
policies, rules, and prohibitions relating to cocidin the workplace, and if Vassar will not suféer
“undue hardship” as a consequence of grantingeideel. Final authorization for all leave requestis
with the senior officer.

The Employee Assistance Program may be of assestargeeking professional guidance regarding a-drug
or alcohol-related problem.
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2.9 Changes in Regular Hours of Operation

Vassar College strives to maintain a safe enviranirfee students in residence and for faculty aradf st
who work on campus. In the event of potentialficlilt travel conditions for employees who commtie
the campus, College officers may approve a reduétimmormal administrative functions, while
maintaining necessary services for students ideesie. The following points summarize College @oli
in this regard:

» Members of the Vassar College Community understaatda general closing of the College while
students are in residence is a serious event,alplik occur unless severe weather conditions
dictate. Individual employees may reside in oulyareas where weather and road conditions
may be more hazardous than in the immediate wcofithe College, thus requiring the use of
personal or vacation time. Supervisors shouldeessine needs of individual employees to use
leave time on short notice under such conditions.

» Decisions to delay the opening of administrativiices, close the administrative offices earlier
than normal, or reduce staffing levels across #mpus to minimal levels will be made by the
Vice President for Finance and Administration, @msultation with the Director of Environmental
Health and Safety and the Executive Director ofldngs and Grounds Services.

« Certain employees may be required by their supersito work even when administrative offices
are closed. These employees are referred to @xtused employees” for purposes of this policy.
In general, the College will minimize the numbemok&xcused employees to those who are
needed to maintain basic services for the residie@tllege. It is the responsibility of supervisor
to identify “unexcused employees” in advance obagible closing related to weather conditions.

* When a decision to delay the opening or close thite@e early has been made by the Vice
President for Finance and Administration, the Diveof Environmental Health and Safety will
take steps to relay the information through esshklil communication channels, including the
Vassar College call-in phone lines (437-7755 or-43%6), the Info Site on the Vassar College
web pages, and selected radio stations. A memenierally distributed annually to all employees
reiterating the snow closing phone numbers, spegiéib page address and other pertinent
information. An early closing of the College wik announced via campus wide email
distributions from the Director of Environmental & and Safety.

2.10 Time Reports

Administrators are not required to turn in timeogp; however, they may have staff or service epgsg
who report to them and should therefore be familidin how time reports should be completed.

The time report for hour employees should accwatflect both time worked as well as any leaveetim
(i.e., vacation). If the employee elects to artate or leave early (when the College has not naade
official closing or delay announcement relatednidément weather), that time is either unpaid @rgéad

to the employee’s accrued earned time. Only aniaffannouncement of a delayed opening or early
closing of administrative offices result in paithé for hours not worked. Should a service empl@jeet

to leave early because of weather conditions amdCtillege subsequently announces an early dismissal
the time between then and when the employee lefbasmented on the time report will be considered a
unpaid time or paid through the use of earned tiQaestions regarding the completion of time report
should be directed to the Payroll Office at exi8®8

2.11 Safety and Accident Reporting
Establishment and maintenance of a safe work emviemt is the shared responsibility of both the €yl

and its employees. The College will attempt taesas safe a workplace as possible. All emplogees
expected to obey safety rules and to exercisearairiiall their work activities. They are also egfed to
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report any injury or unsafe conditions immediatemployees are expected to correct and/or repgrt a
unsafe conditions promptly.

The College strongly believes in the following miples:
(1) We are committed to providing a safe environmentfbas a priority.
(2) We believe that the safe performance of the javisys more important than the job itself.

(3) We will provide the training, tools, and resourceguired to ensure a safe and clean environment for
all.

(4) Employees are empowered and required to disconéinyectivity that involves the use of unsafe
practices and bring their concerns to the superiismediately.

All accidents that result in injury or illness min& reported to the Benefits Office during the daywhich
the event occurred, regardless of how insignifithatinjury/illness may appear. In some casesaif not
be possible to report the incident during the shidtcurred (if for instance the incident occuregdhe end
of the day and involved leaving campus for treatthet this happens, the incident is to be repbda the
following day. It is the supervisor’s responsilyilio prepare an “Incident Investigation Reporttian
forward it to the Benefits Office within 24 hourktbe injury or illness.

To assist in the effort to provide the safest gaesivork environment for employees, students, dsidovs,
the College has appointed a safety committee a&sgmtatives from throughout the College. The
committee exists to help communicate and executffantive safety program and may be consulted by
any employee. The Director of Environmental Healtld Safety should be contacted at ext. 7631 for
additional information.

2.12 Public Relations

The College Relations Office is charged with resloifity for the coordination and disseminationadif
official information to the media. College Relat®handles all inquiries from newspapers, magazines
television, and radio services. Employees maygia out statements that involve the College withou
prior clearance from the College Relations Offind aeporters should be referred to the CollegetiRels
Office. Remember that you are never required swan a reporter’s question.

2.13 Reimbursable Expenses

Funds are provided in many office budgets for a#ewe at conferences, classes, and other business-
related activities. They are to be used for exjiangs incurred while on College-related business @re
allocated by the head of the office and/or depamntme

Reimbursement will be made after an individual piepared an itemized accounting, along with reseipt
of the business expenses related to the actiVityreceive reimbursement, complete a “Travel Expens
Account” form, attach all receipts, have the foligned by the next supervisory level, and forwarth®
Controller’s Office.

Travel by private automobile is reimbursed at thpraved IRS rate, airfare is reimbursable onhjhat t
coach rate.

The college will reimburse administrators for pgsi@nal certification and licenses that are requa® a
condition of employment. If you have any questiongeimbursements related to job requirementssplea
contact HR at x6820.

Questions regarding reimbursable expenses or tgletion of the travel expense account form shbeld
directed to the Controller’s Office ext. 5891.
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2.14 General Employment Information

The College’s normal days and hours of operatielMonday through Friday from 8:30 a.m. to 5:00 p.m.
The respective departments will establish the nbatlaedule for administrative employees, which may
differ from the College’s normal days and hourgpération, to meet the particular needs and recpaints
of the department.

Salaried employees are considered exempt undémihdabor Standards Act; as such, these
administrators work as needed to fulfill the dutesl responsibilities of their positions. If yowbkany
guestions about your status under the Fair Latamddirds Act please contact HR.

While faculty appointments, those employed on graamd other contractual arrangements do specify a
time period related to classroom teaching or spefiifancial arrangements, administrators are nbfext
to a specific term of employment.

Administrative staff may resign at any time anddal reason and the College may terminate employmen
with or without cause, and even without prior neticThis statement is included to clarify fundarmént
employment terms, and should not be misinterpretébsar is committed to developing a workplacée tha
values trust and mutual respect, and the polisidspaocedures outlined in this handbook create a
framework for resolving specific problems.

2.15 Student Employment

Members of the administration who wish to emplaydsits should contact the Student Employment
Office for a copy of the Student Employment Handbdkhe handbook provides details of the extensive
employment program and provides all the informatierded to hire additional students. Almost all
departments and offices have student positionsigiréhe student employment program and additional
hires can be made with appropriate funding.

2.16 Emergency Procedures

The College prepares for a variety of emergenaasiins under the leadership of the Crisis Response
Planning Group, convened by the Vice PresidenEfioance and Administration. The group meets
regularly throughout the year, organizes teamsumysresources and procedures, conducts table top
exercises with public safety agencies, and puldishe College’s Emergency Response Plan.

Siren Use Protocol

The emergency siren is an all-campus notificatievick mounted on the top of Thompson Library amd th
Athletics and Fitness Center. It has the capdoitye heard with a half-mile radius outdoors. $hen is
operated from the Campus Response Center (CRGg iMain Building, as well as remotely with portable
two-way radios.

The siren will be used when there is an immineatgus-wide, life-threatening situation (for example
shooter on campus). When the siren is activatedeans “Shelter in place and await further ingtons.”
‘Shelter in Place’ means to stay indoors in a setaration, preferably in a locked room and awayrfr
windows, and if outdoors, get indoors immediateAs further information becomes known, text, email,
and phone messages as appropriate will be seim¢ taimpus community.

The CRC has the capacity to send immediately \@attisis Communications System a pre-scripted
message indicating the general nature of the emeygeSubsequent messages as determined by thie Cris
Planning Group/Senior Officers will be crafted byllege Relations staff (and reviewed by Incident
Command, if necessary).

In a situation where the siren is activated, theCGRIl contact an available senior officer, and C@xésis
Response Planning Group will be notified via thssi8@rCommunications System with instructions to
gather in the appropriate Emergency Operationse€C¢BOC) to mount the institutional response.
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3.0 Employee Benefits

Vassar College offers a comprehensive benefitsgggeko its employees. This package includes atyari
of medical plans, as well as life insurance andj{tarm disability plans. In addition, the Collgg®vides
a strong retirement plan for administrators.

Full descriptions of each benefit plan are avaddblthe Benefits Office. We urge you to read the
complete description of each benefit before makiegefit choices. The descriptions of the benefits
provided in this handbook are necessarily briafrtlier questions on a specific benefit should bectied
to the Benefits Office at ext. 5850.

Vassar College may revise or discontinue at ang tiior both active and retired employees, any ef th
benefit plans.

If an employee terminates her/his employment shé/he is discharged, she/he may have the right to
limited benefits provided in each plan descriptisee the individual plan descriptions and the “Guored
Coverage under COBRA" section of this handbooktiother information). No rights to employment or
benefits accrue to any employee, dependent, offibimg by any statement in or omission from this
handbook.

3.1 Health Insurance

Vassar College offers a choice of medical plaraliteligible employees. Employees are asked tecsel
medical plan upon becoming an eligible plan paptiot. If an employee does not select a medical pla
within thirty (30) days of eligibility, the Bene§itOffice will automatically enroll that employeetime
Empire Blue Cross Blue Shield Exclusive Provideg&hization (EPO). The employee will be covered
under this plan unless she/he elects to changs dlating the next annual open enrollment period.
(Updated June 1, 2010.)

The annual open enrollment process allows employezgpportunity to change health and other benefit
plans and/or to add family members whom they haitgreviously enrolled.

Eligibility - All administrators who are scheduléal work at least twenty (20) hours per week for a
minimum of 1,000 hours per year and their depersdeetome eligible for coverage on the first of the
month coincident with or following date of hire.o@rage continues until the end of the month inciwhi
employment with the College ends.

Cost - The College contributes 85% of the cosirmgle coverage and 70% of employee-plus-dependent(s
coverage. The portion of the premium that the eyg® pays are deducted from her/his paycheck on a
pre-tax basis. This means that the employee paysderal, state or FICA tax on the cost of the icadd
plan. By law, domestic partner coverage is fudlyable. (Updated June 1, 2010.)

3.1.1 Dependents:

For purposes of determining medical benefit eliginidependents are:
Q) Spouses

(2) Dependent children to the end of the calendar yesrthey attain age 26. Children are defined as:
natural children, legally adopted children, or stafgren.

) Unmarried children of any age who are unable tokvaorsupport themselves because of mental
illness, developmental disability or mental retdi@aas defined in the New York State Mental
Hygiene Law, or because of physical handicap. ¥sjian must certify the disability.

4) Domestic partner (of the same or opposite s@¥@ase contact the Benefits Office for specific
details of domestic partner eligibility/coveragelda receive the Affidavit of Domestic
Partnership that must be completed along with fpeapriate application for benefits.
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Changes in Medical Insurance Coverage: Adding/Remang Dependents
Adding Dependents

Dependents can be added to medical insurancess# timees only:
Q) Within 30 days of the administrator’s date of hate/assar.

(1) Open Enroliment Period—Vassar holds an annual epeoiiment period during which all
employees have the opportunity to change from oeéical plan to another or to add dependents.
This period is generally held in November and thange in coverage takes effect on the following
January 1.

(2 Life Status Change—Dependents may be added withioe$s of a life status change. Life status
changes include:

»  birth or adoption of a child

* marriage

» death of a spouse/domestic partner

e spouse/domestic partner loses employment and tenefi
e spouse/domestic partner loses benefits at work

Employees must contact the Benefits Office witBlilndays of the date of the life status change to
add dependents to their medical plan option.

Removing Dependents

Dependents may be removed from medical insuranaeyatime. Please contact the Benefits Office in
writing in order to request this change.

Dependents will be removed as of the first of thenth coincident with or following the date the Bétse
Office receives your request.

3.1.2 Medical Insurance Cash-Out Agreement

Vassar's medical plan cash-out program allows eygde who have medical insurance through a source
other than Vassar to receive a cash payment irofienedical coverage provided by Vassar.

In order to receive this cash incentive, each egygdapting out of Vassar medical plan participatizust
provide the Benefits Office with a copy of the dhment card or letter from the non-Vassar spons@iad
which documents participation in that plan. Thekyee must also sign the Vassar College cash-out
form, either upon hire or during open enroliment.

The cash-out payment equals $400 for the calerekar (t2 months, January-December, or $33.33 per
month for less than a full year). If an employesels medical benefits coverage from another sandet
some point during the year joins the Vassar plgrparated portion of the $400 cash-out receivetbei
owed to the College.

All cash awards will be paid via payroll and wi# Included as income in the employee’s pay.
Appropriate taxes will be deducted from these paysie

The cash-out option must be elected each calerdarduring open enroliment.
3.1.3 Retiree Benefits

Administrators who are age 60 or over and havell@acbontinuous years of service after age 50 agibtdi
for Vassar's Post Retirement Medical Benefit. s&aplans changes to this benefit for administsalhired
on or after July 1, 2008. For all others, the li¢ieas follows:.
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Eligible administrators retiring between ages 66 &b may remain on Vassar's insurance for active
employees, provided the administrator reimbursess#&iafor the entire monthly insurance premium.
Retirees under age 65 must remain on Vassar'saimseito qualify for the Post Retirement Medical
Benefit.

Retirees aged 65 or older and/or Medicare eligitiist enroll in Medicare Part B, and a Medicare Part
prescription plan, together with a medical supplenfasually a Medigap policy.) Vassar will progithe
retiree with funds to reimburse the retiree's pasehof these policies or other medical expensédseas
retiree chooses. The funds are credited to ar&sxdccount called an HRA. The amount of HRA
contribution is calculated to provide approximat®§#6 reimbursement for comprehensive Medigap and
Medicare D prescription plans, based on averagewucosts in the Hudson Valley. Vassar will revie
and increase its annual contribution amount pecaltyi as costs warrant.

The current annual HRA contribution for administratretiring on or after January 1, 2010 is $3,600.
(Revised 11/2/10)

3.2 Life Insurance

3.2.1 Term Life Insurance and Accidental Death & Démemberment Insurance (AD&D)
Term Life Insurance

Eligibility - All full-time administrators workingat least 1,000 hours per year become eligiblehiisr t
coverage on the first day of their fourth full momf employment. However, if within three monthgp
to the commencement of employment at Vassar, afmnégtrator was insured under another employer’s
group life insurance plan, that administrator beesrligible for this coverage on the first dayte first
full month of employment.

In order to waive the waiting period, the admirastr must provide the Benefits Office with evidende
insurability from her/his former employer.

Cost - The College assumes the full cost of thisecage.

Employees must name a beneficiary for their lifeunance.

Coverage - The amount of life insurance is equiviaie the administrator’s annual salary or $50,000,
whichever is higher. The maximum benefit is $200,0 Administrators aged 70 or above have a benefit

reduction of 50%. Federal taxes apply to any Vilapaa life insurance in excess of $50,000.

If the resulting amount of insurance is not a npldtiof $1,000, it will be raised to the next higheultiple
of $1,000.

Accidental Death and Dismemberment Insurance (AD&D)

Accidental Death and Dismemberment benefits ae@isvided under this plan. In the event of
accidental death, the principal amount of this ffiereeequal to the term life insurance amountfuf\
schedule of AD&D benefits is available from the Béts Office. Eligibility for AD&D insurance is
same as the eligibility for the term life insuraEnefit, shown above.

3.2.2 Business Travel Accident Insurance

Vassar provides all employees with Business Traeeldent coverage. This policy provides additional
life and AD &D insurance in the event of death whilaveling on Vassar College business. Questans
the Business Travel Accident coverage should kectiid to the Office of Finance and Administration.

3.3 Short-Term Disability Salary Continuation

Administrators who must be absent from work dua ghort-term iliness, including disability, will ipaid
a maximum of two months (eight weeks) full salary.
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In order to qualify for salary continuation, adnsitnators must supply sufficient evidence of disabftom
their physician to the Benefits Office. This datdaotice must state the reason for absence,agmbing
date of disability, and the expected date of retarwork.

If the disability continues beyond two months, saleontinuation up to an additional four monthatishe
discretion of the President, based on years ofcrgrior use of disability time and other facto(See
also section 1.4: Long-Term Disability.) In orderbe eligible for the additional four months ofalbility
pay, the administrator must first use all earnedi @mused vacation days.

3.4 Long-Term Disability

Long-Term Disability benefits are provided to ammaistrator as income security in the event heishe
totally disabled and no longer able to performhgsfjob responsibilities.

Eligibility - All active full-time administrators wrking at least 1,000 hours per year become eédin
this coverage on the first day of the month follogvthe completion of one year of employment and the
attainment of age 25. However, if within three itisnprior to the commencement of employment at
Vassar, an administrator was insured under aneting@toyer’s group total disability plan which proedi
for a minimum of five years of income benefits,ttadministrator will become eligible for this coage on
the first day of her/his first full month of emploent.

In order to waive the waiting period, the admirdstr must provide the Benefits Office with evidelnde
insurability from her/his prior employer. The Gajke assumes the full cost of this coverage.

After six months of total disability, if the claime accepted, the policy provides a monthly incormedsit
for the maximum periods defined below:

Disability Commencement Date Maximum Coverage Perib

59 years or younger To 65th birthday

60 through 68 years 60 months or to 70th birthedjchever occurs first
69 years or older 12 months

The disability income benefit is payable directiytie disabled administrator. The income payabla o
monthly basis equals 60% of the administrator’'sdamnthly salary to a maximum payment of $10,000
per month. The term “basic monthly salary” is defi as 1/12th of the basic annual salary rate asd d
not include any other forms of additional compeiosat Payments will be reduced if the disabled
administrator receives other disability income.

Once an administrator begins receiving Long-Tersability benefits, s/he is considered to have resig
from her/his position at the college. If, at @fadate, the administrator is able to resume ennpéoy and
seeks a new position as Vassar, every effort wiliMade to consider the individual for positionsilatde
at that time.

Additionally, the monthly annuity premium benefibpides for the continuation of contributions todar
the administrator’s retirement account during teequ of disability. The monthly annuity premium
amount will be based on the administrator’s sagdrhe onset of the disability. If the disabled
administrator becomes newly eligible for the retient benefit during her/his disability, new retirmh
account contracts will be established with a beémefiount based on the administrator’s salary abitset
of the disability.
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3.5 Retirement Account (RA)

Eligibility - Administrators who work at least 1,0ours per year become eligible for this progréter a
completing one year of service in a benefits elgjosition. The one-year waiting period is wai¥ed
full-time administrators hired into positions egalient to that of an associate professor or above.

If the administrator is under age 26 upon compietibthe one-year waiting period, participationlwil
begin on the July 1 which coincides with or nexitdies the administrator’s 26th birthday.

Cost - The College assumes the full cost of thigymm.

Contributions - The College contributes an amoupia¢to a percentage of the administrator’s balseysa
to a retirement account in which the administrédully vested. These contributions earn intessst
dividends until the administrator receives thenmasme at the time of her/his retirement. The petage
of base salary that is contributed to an admiristigretirement account is determined by the
administrator’s age on July 1 as follows:

Attained Age on July®i Contribution
Less than 26 0%

26 but less than 30 7%

30 but less than 40 11%

40 or older 13%

Enrollment - Approximately two months prior to thdministrator’'s date of entry into the retiremelatnp
s/he will be notified of her/his right and respdmildly to select and monitor investment options tioe
contributions. The administrator has a choicevadr 40 broadly diversified funds between the Qlle
two retirement account providers, Fidelity Investiiseand TIAA-CREF.

If the administrator makes no active investmentt@a, the College will default contributions 50%0%
between Fidelity Investments and TIAA-CREF, witltle@rovider allocating the funds to a Target-Date o
“Life-Cycle” fund appropriate to the administrateiage .

The administrator retains the responsibility to rtamrher/his investments, seek counsel from eithidyoth
providers, and re-allocate funds if appropriatéd d®ntributions may be allocated between Fideliig a
TIAA-CREF as follows: 100% / 0%, 50% / 50% , 0194% 25%. An administrator may change the
percentage allocated to either provider, and thd &election within each provider, at any time pddted
June 2010.)

3.6 Supplemental Retirement Account (SRA)

Administrators may elect to participate in the Seppental Retirement Account upon their date of.hire
Participation may begin at any time. There arevaiing periods for plan participation.

This program allows administrators to contribuigoation of salary, on a pre-tax basis, towards RA.S
These contributions and the earnings are not sutjdederal and state taxes until they are reckase
income at retirement.

The administrator may select from the College’s mehinvestment options provided by Fidelity
Investments and TIAA-CREF, as well as from over o@ter Fidelity Investment funds. (Updated June
2010.)

Federal Law sets the maximum contribution by aividdal to an SRA. This maximum changes from
time to time; contact Benefits for the current imaxm.
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Under the group SRA, administrators have the opifdmorrowing against their fund balance, withirSIR
guidelines. (Contributions towards the Retirem&etount are not available for loan.)

3.7 Flexible Spending Accounts

Eligibility - All administrators become eligible fgarticipate in flexible spending accounts on tldeaite of
hire.

Administrators who do not elect to participate witBO days of their date of hire may only electfet
participation during the annual open enrollmentqabr

Coverage - Flexible spending accounts are desigmeztiuce employees’ taxes by using pre-tax incame
pay for unreimbursed medical, dental, vision and&pendent care expenses.

By participating in a flexible spending accoung #dministrator authorizes Vassar to reduce hes#iay
by the amount of eligible expenses she/he estinshitefhe will have during the calendar year. Agtghe
incurs these expenses, she/he uses the moneyflastiide spending account(s) to pay for them.

Vassar offers four flexible spending accounts—ainaftlental account and a dependent care accaunt, a
well as transit and parking accounts. Eligible Eippes may elect to participate in any or all actsu

Carefully consider the election amount that iseanmde to the flexible spending account(s). Anleyge
should attempt to calculate what the actual expefwehe plan year will be and then elect an arhoun

reasonably close to what she/he has calculatectaBtous in determining plan contributions, beegosr
federal law an employee will forfeit any unclaimashtributions.

The flexible spending account plan year runs framudry 1 through December 31, followed by a “grace
period” of 45 days. Therefore, expenses must teriad by March 18 of the year following the plan
year to avoid forfeiture of flex funds. The deadlito file a claim for the expenses is March 3thefyear
following the end of the plan year. (Updated JRa#0.)

Medical/Dental Spending Account

A medical/dental account can be used to pay foiodpiocket health care costs that are not coveyeitid
administrator’s Vassar medical insurance plan oothyer insurance. This account may be used tdqray
her/his own expenses and/or for those of their spaund other dependents (as claimed on the
administrator’s federal tax return). Per IRS glifdes, expenses for a domestic partner cannotdimet
on a flexible spending account.

Currently, a maximum of $10,000 can be contributethe medical/dental spending account on an annual
basis. Recent Federal legislation will reduce thasiimum to $2,500 beginning January 2012.

Dependent Care Spending Account

A dependent care account must be used to paydaxpenses of caring for the administrator's depend
child or children under the age of 13 and/or fepause or dependent who is mentally or physically
disabled and incapable of self-care. These depemdeust reside in the administrator’'s househdlde
expenses associated with the dependent care mtct the purpose of allowing the administrator and
spouse to work.

The maximum dependent care salary reduction isO®5@r calendar year or $2,500 if the administrator
married, but she/he and her/his spouse are filpgusate tax returns.

Transit and Parking Flex Spending Account

Funds in these accounts must be used to pay faltaad parking via public transportation and farkv
purposes; for example, commuting to Vassar fronmivsétan on Metro North.
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Unlike the medical and dependent care accountsisitfBarking accounts are a monthly election which
can be terminated or changed at any time, with eshfisnds rolling between plan years. (Updated June
2010.)

3.8 Tuition Benefits

Tuition Benefits Overview

The College supports administrators’ educationtaatiof their children and spouses/domestic pastner
Vassar offers tuition remission benefits for stindye, as well as grants for your eligible childeestudy at
other colleges. Details of Vassar’s tuition pléwikow. All full-time administrators are eligibl®r tuition
benefits; limitations apply to part-time administna (see section 1.8.4).

3.8.1 Grants for Tuition at Other Colleges (Depend# Children of Administrators)

Eligible dependent children of administrators wkterad other accredited colleges or universities as
undergraduate full-time students will receive gsasftone-half of Vassar’s tuition per year, or #mount
of the tuition charged by their college, whicheigeless, for a maximum of four years (8 semested20
trimesters).

Details:

e Administrators must complete a tuition grant fornd attach the corresponding tuition bill from
the college. Forms are available at the Benefite ©

» Tuition grant checks are made payable only to tikege or university (not to the administrator)
and are mailed directly to the institution.

* To be eligible for tuition benefits, a dependeritccmust be under the age of 24 at the beginning
of the semester in which benefits are being regdesbd the child must be claimed as a dependent
on the employee’s tax return.

» Administrators who leave the employ of the Collbgéore the end of a semester for which they,
or their dependents, are receiving benefits mustrerse the College, on a pro-rata basis, for the
benefits received for that semester.

» Under no circumstances will the dependent chileéirectuition benefits for more than the
equivalent of 8 semesters or 12 trimesters of avadeork.

» In determining whether a school is eligible to ieeayrants under this benefit, the Benefits Office
will apply the same guidelines used by Vassar'si®ey for acceptance of transfer credit.

» Benefits are not provided for administrators oruses/domestic partners for study at institutions
other than Vassar.

* The administrator must be employed at Vassar offirgteday of classes in order for the
dependent to be eligible for any tuition benefitisindg that semester.

3.8.2 Vassar Tuition Remission (Employees, Spoudesimestic Partners and Dependents)

Eligible administrators who are accepted by Vagxdlege in the regular undergraduate program, amal w
continue to work full-time in fulfilling their admistrative duties, will receive full tuition remiss for
courses taken at Vassar for a maximum of four yéasemesters).

Eligible spouses/domestic partners and dependéatinainistrators who are accepted by Vassar Coliege
the regular undergraduate program will receivetfuition remission for courses taken at Vassaafor
maximum of four years (8 semesters).

Details:
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e Any individual eligible under this benefit, eithes a matriculate or on exchange, will receive full
tuition remission for up to 8 semesters to atteadsar.

» Eligible coursework pursued off-campus and appitadards the Vassar degree requirement (for
example, exchange programs or Junior Year Abro@tihg/covered up to % of Vassar’s tuition.

« High school students (dependents of eligible emgrsy taking courses at Vassar for credit are
billed for each unit but receive tuition remissioihen the student accumulates five units of
academic work, Vassar assumes that one semester fition remission benefit has been used.
(See section 1.8.3)

» Under no circumstances will any eligible party (éoyee, spouse/domestic partner, dependent
child) receive tuition benefits for more than tlivalent of eight semesters (or 12 trimesters) of
academic work.

» Five units of academic work taken as a “SpeciatiS&ti’ (see section 1.8.3) will count as one
semester of tuition remission.

» Individuals must be employed on the first day oé¥ar classes in order to be eligible for any
tuition benefits during that semester.

« Employees who leave the employ of the College leefloe end of a semester for which they, or
their dependents, are receiving benefits must reiggthe College, on a pro-rata basis, for the
benefits received for that semester.

* To be eligible for tuition benefits, a dependenitccmust be under the age of 24 at the beginning
of the semester in which benefits are being regdesbd the child must be claimed as a dependent
on the employee’s tax return.

» Benefits are not provided for administrators orusg@s/domestic partners for study at institutions
other than Vassar.

« Courses must not interfere with the performancecsmal employment duties.
3.8.3 Vassar “Special Student” Program
Full-time administrators, their spouses/domestitrais, and their dependent children may take \fassa
courses for credit (without matriculating as a-tuthe undergraduate) if they have been acceptetidy

Dean of Studies as a “Special Student.”

Details:

» Inall cases, the appropriate academic requiremmats be met and space must be available in the
class in order to qualify as a “Special Student.”

» Administrators, their spouses/domestic partnerd,thair dependent children must pay the
registration fee per course, per semester, as ect&Student.”

e This tuition waiver does not apply to courses talkemusic performance or to other courses
where special course fees are charged.

* A maximum of six courses, per student, may be talea “Special Student.”
« High school students (dependents of eligible enmgray taking courses at Vassar for credit are

billed for each unit but receive tuition remissioihen the student accumulates five units of
academic work, Vassar assumes that one semester wfition remission benefit has been used.
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» Five units of academic work taken as a “Speciati&bd’ will count as one semester of tuition
remission.

» Individuals must be employed on the first day oé¥ar classes in order to be eligible for any
tuition benefits during that semester.

e Courses must not interfere with the performanceosal employment duties.

» Employees who leave the employ of the College lgefloe end of a semester for which they, or
their dependents, are receiving benefits must reiggthe College, on a pro-rata basis, for the
benefits received for that semester.

» To be eligible for tuition benefits, a dependeritccmust be under the age of 24 at the beginning
of the semester in which benefits are being regdesbd the child must be claimed as a dependent
on the employee’s tax return.

3.8.4 Tuition Benefits for Part-Time Administrators

Administrators who work less than full-time, butledst 1,400 hours per fiscal year, will be eligifdr
50% of the tuition benefits afforded to full-timdrainistrative employees for themselves, their blai
spouses/domestic partners, or dependent childnelerdhe same conditions which apply to such
employees, provided that the part-time employee:

a) has worked the requisite number of hours at théeGelfor five years, three of which must have been
completed immediately prior to the year in which #mployee applies for the benefit,

and

b) the employee continues to work the requisite nurlb&ours while her or his dependent child is
enrolled in college.

SUMMARY OF TUITION REMISSION AND GRANT BENEFITS

1. Matriculating Benefits:

Benefit Paid by Vassar:

Status Eligibility Starts Employee Spouse/DomeBdactner Dependent Child
Full-Time At Hire 100% at 100% at Vassar only 100% at Vassar; up to
50% of Vassar tuition at
Vassar only other institution
Part-Time After 5 Years 50% at 50% at Vassar only 50% at Vassar; up to 25%
of Vassar tuition at other
(1400hrs./yr.) Vassar only institution

2. Special Student Benefits (at Vassar Only):

Benefit Paid by Vassar:

Status Eligibility Starts Employee Spouse/DomeBtctner Dependent Child
Full-Time At Hire 100%* at 100%* at Vassar only 100%* at Vassar only
Vassar only
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(1400hrs.lyr)

Vassar only

Part-Time After 5 Years 50%* at 50%* at Vassar only 50%?* at Vassar only

* A registration fee is charged for each coursema
3.9 Paid Time Off

3.9.1 Holidays

The College observes 13 paid holidays each yehe fdllowing 9 holidays are usually observed on the
day on which they fall:

 New Year's Day (January 1)

* Good Friday (Friday before Easter)

e Memorial Day (last Monday in May)

* Independence Day (July 4)

* Labor Day (first Monday in September)

e Thanksgiving Day (fourth Thursday in November)

» Day after Thanksgiving (fourth Friday in November)
e Christmas Eve (December 24)

» Christmas Day (December 25)

A recognized holiday that falls on a Saturday wilally be observed on the preceding Friday. A
recognized holiday that falls on a Sunday will ulsulae observed on the following Monday.

In addition to the recognized holidays listed ahdkie College calendar contains four floating heyisl

each fiscal year. The four floating days are: bints Birthday, Washington’s Birthday, Martin Luthe
King Day and Veterans’ Day. The College will annoe, each year, the designation of these days based
on the operating needs of the College. Generhigse are taken between December 25 and January 1.

Due to the nature of the College calendar, somartigents may be required to be open on some haliday
and administrators may be required to work. Anmemments will be made regarding the need for such
openings.

3.9.2 Vacation Policy

Full-time full-year administrators are entitledeiarn 22 days of vacation per fiscal year (July ieJs0).
Vacation is earned on a monthly basis at the fa1e833 days per month. Therefore, at the endilyfthe
employee will have earned 1/12 of her/his vacaditbstment, at the end of August she/he will havened
2/12 (3.66 days), September 3/12 (5.50 days), etc.

Vacation earned during the fiscal year must bertaki¢hin six months after the close of the fiscahy.
Therefore, vacation earned between July 1 and 3@imeust be used by the following December 31 or it
will be forfeited.

Newly hired administrators who begin work on ordrefthe 15th of the month will begin earning vamati
in the month in which they are hired. Administratavho begin work on or after the 16th of the month
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will begin earning vacation in the month followititgir date of hire. For example, a new administrat
who begins work on March 15 will have earned 7.8@sdof vacation by the end of the fiscal year (June
30) in which she/he is hired. The number of daydatermined by multiplying 1.833 days times the
number of months remaining during the fiscal yeawvhich the employee is hired (1.833 x 4 months =
7.33). This time must be taken by December 3h@fbme calendar year.

At the beginning of the new fiscal year (July hg tadministrator will continue to earn 1.833 dafys o
vacation per month as described in the first paglgtisted above.

In the year in which an administrator terminateghie employment, vacation time must be taken poor
the end of the fiscal year in which it was earng&@rminating employees will earn vacation in thenthoof
their termination only if they work until after ti&th of the month. If the date of terminatiompi®r to
the 15th of the month, no vacation is earned fat thonth. For example, a full-time employee wogkin
only until March 20 will have earned 16.49 dayvatation during her/his last fiscal year of empleym
[1.833 x 9 months (July - March) = 16.49].

Administrators who do not work a full-time, full-geschedule, but who work a minimum of 1,000 hours
per year earn vacation on a pro-rated basis bas#itecmumber of hours per week and months perthear
they are scheduled to work. Administrators worligs that 1,000 hours per fiscal year do not paith
vacation.

3.9.3 Vacation/Health Leave Reporting Requirements

Following the close of each fiscal year (June 8agh administrator will be asked by her/his immtedia
supervisor to complete a “Vacation and Time Off Dudéliness or Disability Report.”

The employee will be required to respond to sewvguaktions by indicating the amount of vacatiomedr
during the period along with the vacation usede €mployee will also need to indicate the amourtinadé
off taken for iliness or disability.

Administrators are not required to complete timeedh in order to be paid; however, it will be nseeg
for each administrator to maintain a record of Wiaceand sick time used in order to complete this
reporting requirement on an annual basis.

The responsibility for submission of this leavenfiorests with administrative employees.
3.9.4 Personal Days

Vassar College recognizes that, from time to tiitns, necessary for administrators to require toffe

from work for personal reasons. When a criticabpeal need arises that requires a limited abskone
work, the employee may attend to that businessxduhie workday based on the reasonable and limited
use of such personal time.

Some general uses of such critical personal busimey include, but are not limited to, bereavement
leave, house closing and medical/dental appointsnghich cannot be made after work hours.

Advanced notification to your immediate supervisorequested whenever possible. When advanceenotic
is not possible, you should notify the person t@mmhyou report at the earliest possible time, ofryou
pending absence. The College expects employeesugavisors to use sound judgment in limiting such
absences to those occasions that are approprégping in mind both your needs and the needs of the
College.

3.9.5 Jury Duty
Administrators who are called to serve as juroislve paid for such service.

The employee must notify their supervisor or departt head and provide the Office of Human Resources
with the official notification as soon as it is edzed.
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3.10 Leaves of Absence

3.10.1 Leave Time for Professional Development

Vassar encourages the professional developmemtnoihéstrators in a variety of ways, including
attendance at professional conferences, seminaigraining programs on- or off-campus. Departrakent
budgets, funds budgeted by the Office of Human Ress, special grants, and other discretionarysund
may be available to support the cost of travel prodjram fees.

With the support of a department head and the 8&fia@er responsible for the division, an admirasor
can gain released time from normal duties in otde@mhance professional skills that are directlgtesl to
the employee’s job. The rationale for releasec tiar professional development must be clear and
compelling, and the leave must not create a buoderplleagues in the same department, nor recugre t
hiring of additional staff to cover the duties bétadministrator. The request for a professional
development leave of more than ten (10) workingsdayst be endorsed jointly by all Senior Officeos,
ensure fairness across divisions. When releasesliti granted for professional development or
enhancement purposes, it is understood that theidinal will return to work in the department aeth
conclusion of the released time. (Revised 5/20/10)

3.10.2 Family and Medical Leave Act (FMLA) of 1993

The Family and Medical Leave Act of 1993 requileest &all employers with 50 or more employees provide
this benefit to all non-bargaining unit employe#saive August 5, 1993.

The act provides for up to 12 weeks of unpaid lewéng a 12-month period for: birth of a child,
adoption or foster care placement of a child, rteezhre for a child, spouse/domestic partner ogtar
with a serious health condition, or the adminisiratown serious health condition which makes the
administrator unable to perform her/his job.

An administrator is eligible for this unpaid legw®vided she/he worked at least 1,250 hours atarass
during the previous year.

FMLA: Family Leave

Family leave may be taken for the birth or placenodra child. The act specifically states thaba er
daughter, for purposes of this leave, is a biolalgiadopted, foster child, stepchild, a legal ware child
of a person standing in loco parentis (in placparents). The child must be under 18 years obagé
over 18, must be physically or mentally disabled.

Request for family leave must ordinarily be madeh®yadministrator at least 30 days prior to the dze
leave is to begin. Entitlement to family leave ieep at the end of the 12-month period beginninghen
date of the birth or child placement.

FMLA: Medical Leave

Medical leave may be taken to care for a family tnenwho has a serious health condition or if the
administrator has a serious health condition thetem her/him unable to perform the functions oftisr
job. The act specifically states that a family nbemis a: son or daughter, legally married hushangife,
and the employee’s biological parent(s) or someuime stood in loco parentis (in place of a paremir
administrator when the administrator was a child.

A “serious health condition” is an illness, injuigpairment or physical or mental condition thatdlves
in-patient care in a hospital, hospice or residggmtiedical care facility, or continuing treatmegtahealth
care provider. This term is not intended to calart-term conditions for which treatment and rexgv
are very brief, but rather it describes a conditioiiliness that affects the person so that theyadsent
from work or school for more than just a few days.
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The administrator should ordinarily provide the IEgé with at least 30 days’ notice before the tlzdé
her/his leave is to begin. If the date of treathmequires leave to begin in less than 30 days, the
administrator must provide notice as practicable.

FMLA: Guidelines

Under the act, the College has the right to sddigfficient information from the administrator rexgting

the leave to determine whether or not the leavéif(psaas FMLA leave. The College also has thétrig
decree that the leave being taken by the admitostig in fact, FMLA leave. This determination sale
made prior to the end of the leave and the Coliagst notify the administrator of the final deteration.

The College has the right to request medical ¢eatibn of the family member’s or the administrégor
serious health condition prior to the start of fdeve. The College can also require a secondrak th
opinion (at the College’s expense) by a health paogider if there is reason to doubt the validifythe
original medical certification. In the case of tmministrator’s iliness, the College may require t
administrator to provide a fitness-for-duty reparior to returning from medical leave.

Qualified administrators are entitled to 12 weekarpaid leave in a 12-month period. Vassar Cellegs
elected to measure this 12-month period in conjanawith the College’s fiscal year. Therefore, ¥ais
administrators who qualify for leave are entitledup to 12 weeks of unpaid leave in the 12-montiode
beginning on July 1 and ending on June 30.

Earned vacation entitlements may be substitutedripaid time under an FMLA leave at the
administrator’s request.

If the administrator requests time off under thenifaand Medical Leave Act to be at home followiting
birth or placement of a child, or to care for a figrmember with a serious health condition, the
administrator may elect voluntarily to use heré&asned vacation for this purpose prior to beginnig
unpaid portion of the leave.

The maximum leave period under the Family and Maddieave Act is 12 weeks. Therefore, Vassar will
grant an unpaid leave which when added to thelpaik will not exceed a total of 12 weeks leaverdgur
any fiscal year. For example, if the employee wa@sweeks of vacation leave under the Family and
Medical Leave Act to care for a family member witkerious health condition, Vassar will grant ugro
additional 10 weeks of unpaid leave for this pugpfus the remainder of the fiscal year. The twamlpa
weeks plus the 10 unpaid weeks allows the emplthyeeotal requirement of 12 weeks off under the act

Requests for leaves under the Family and Medicav&eAct must ordinarily be made in writing to the
Benefits Office. The leave request must contaioraplete description of the reason for the lealnag
with the anticipated beginning and ending datethefeave.

Administrators should submit leave requests at [B@slays in advance of the start of the leavéea t
supervisor.

Upon return from the leave, the administrator nigsteturned to the position she/he held prior ¢o th
beginning of the leave or to an equivalent positi&guivalent position means one with equivalent
benefits, pay and other terms and conditions ofleynpent.

The College must provide the administrator on adaander the Family and Medical Leave Act with
health insurance benefits during the duration efléave. The administrator’s health benefits rbest
provided at the same level and under the same thomslias if the administrator had continued worlamgl
had not taken the leave. This means that the astmgitor must pay the full cost of family coverafje
family coverage was in place at the time of theéegequest and if the administrator wants the fiamil
coverage to continue during the period of the leave

If the administrator does not return to Vassar imiaely following the end of the leave, or if she/h
returns and works for less than 30 days, Vassatheasght to recover the cost of the health benefi
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contributions made for the administrator during/lisrleave. Vassar may recover these contributigns
receipt of a voluntary payment from the administrathrough payroll deduction (deducting them frany
monies owed the administrator at termination) hoowgh legal action.

This notice provides only highlights of the Famalyd Medical Leave Act. You may contact the Begefit
Office ext. 5850 with specific questions on FMLAtorreview the law in its entirety.

3.10.3 Unpaid Leave

Unpaid leaves may be granted to administrators upguest based on the needs of the College and the
hardships such leave would place on the department.

Leaves must be requested in writing at least thmeeths in advance of when the leave will beginaues
requests should be directed to the appropriaterttepat head and must be approved by the seniareoffi
and confirmed by the office of Human Resources.

The terms and conditions of the unpaid leave abgestito negotiation, except as provided under the
Family and Medical Leave Act (see section 1.10.2).

3.11 Workers’ Compensation

Treatment of job-related illnesses or injuriesagared by Workers’ Compensation Insurance, provited
proper procedure for reporting is followed, andjsabto adjudication by Vassar’'s Workers’ Compeiusat
insurer. It is important that all occupationahékses or injuries, however minor, be reported idiately

to your supervisor or to the Director of Environrta@iHealth and Safety.

3.12 Employee Assistance Program (EAP)

Vassar offers an Employee Assistance Program (EAR) employees and their families. The EAP,
Wellness Corporation, provides access to free,idenfial short-term counseling through local théstp
Employees and their families can get help withrayeaof personal and family issues. In additior, EAP
provides referral and case-management for othek/iferneeds such as child care, elder care, abd de
counseling, as well as free 30 - minute legal celimg sessions. The EAP is available 24 hoursyd/da
days a week for crisis intervention, and duringutagbusiness hours for counseling appointmentsee T
service can be reached at 800.828.6025.

3.13 Identification Cards

All administrators are issued a photo ID card upiva. This card is required for admission to spkci
College events, for library use, and for chargeil@ges on campus.

The Office of Human Resources will provide each meministrator with an authorization to secure@n |
The ID office, located in the All Campus Dining Gen(ACDC), takes photos and issues cards.

Administrators may use their employee ID cardsharge any purchases of personal items from theavass
College Bookstore.

On a monthly basis the employee will receive amic® from the Controller’s Office reflecting thercent
amount charged, along with any other charges fosgmal phone calls made for that period.

The balance due appearing on each invoice is payadan receipt of that invoice. Checks should bden
payable to Vassar College and mailed to the Cdslidfice.

Charges that are unpaid for a period of 30 daysamsidered delinquent. The Controller’s Officdl wi
contact any employee with delinquent charges. €hailoyee will be required to sign an authorization
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form setting up payroll deductions for paymenthaf telinquent charges. Interest may be chargedeon
outstanding balance.

3.14 Library

Circulating books from the stacks are loaned toiathtnators for the academic year. At the enchef t
academic year, materials should be returned orbeagnewed. Books are subject to immediate récall
needed by another member of the Vassar communityr oeserves. Browsing books have a two-week
loan period.

Some materials may also be checked out of the Muilrary with a Vassar ID card. Loan periods vary

from three days to two weeks for sound and viseebrrdings, to a year for circulating books andtedn
music scores.

3.15 Fitness Facilities

Kenyon Hall

Kenyon includes international squash courts ankidoftacilities. Please call for reservations.

Walker Field House

This flexible, multipurpose facility has 42,250 agei feet of floor space, a 25-meter, six-lane pathi a
diving well which includes one-meter and three-méteards, locker facilities, and a multipurposemoo
Tennis and all outdoor sports practicing indocaintin Walker. In addition, many intramural progs
and lifetime fitness classes take place in Wall&lease call for reservations.

Scheduled water aerobics and lap swimming areablaithroughout the year.

Athletics and Fitness Center

The Athletics and Fitness Center includes a vargity with seating for 1,200 spectators and an inddle
purpose running track. Additionally, it has a é&s room which contains cardiovascular equipmesit su
as treadmills and stationary bikes, free weightsmachine weights.

Prentiss Field

The outdoor sports teams compete at Prentiss iglidh is within walking distance of Vassar’s main
campus. The complex features a soccer field, edadisdiamond, and a field hockey practice andipty
field.

Joss Courts

The tennis team practices and plays on 13 hardstmgated within campus boundaries. When nosi u
by the tennis teams, the Vassar community is fremnjoy the courts.

Lifetime Fitness Program

A comprehensive Lifetime Fitness Program is avédlab the entire Vassar community. Please contact
ext. 7471 for more details.

Golf Course
There is a nine-hole golf course on the campusghvbpens in April and closes in November, depending
upon the weather. This is operated as a conceasmot directly by the College. The concessi@nai

sets fees. Special rates are given to membehed@ollege community and their dependents. ID<sard
required.
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For more information including rules, guest prigiéss, etc., check the website:
http://athletics.vassar.edu/facilities/ or call.ezd51.

3.16 Child Care Information

Nursery School

The Wimpfheimer Nursery School is a laboratory sttoperated by the College located on the Vassar
College campus. It enrolls 60 children, age twargeand three months through age five (full day
Kindergarten). Hours are from 8:00 a.m. to 5:3@.muring the academic year. Summer programs are
offered.

Contact the Nursery School at ext. 5630 for toueslaschool calendars, fees, etc.

Vassar Infant Toddler Center

The Vassar Infant Toddler Center is a small, dgualentally based child care program on the Vassar
campus for children from four months to three yedrage. A professional staff with a teacher-cidtio
of one to three directs this program. For infoinoratcall ext. 2444.

All arrangements for child care are the resporigjlalf the parents and must be made directly whith t
child care institution. Eligibility requirementspace availability, financial arrangements, ete,@tween
the parents and the school.

In some instances, Vassar does provide the opfipaying for the child care costs to these scheials
payroll deduction. Please contact the Nursery SlcBdfice for further information at ext. 5630.

4.0 Employee Services
4.1 Campus Communications

The Campus Communications Office is a general méiion resource and the message center for the
College. ltis located on the first floor of MaiRublic telephones are adjacent to the messagercen

An electronic directory of all faculty, administoas, and staff members is available on the web at
https://secure.vassar.edu/askbanner/empdir.htnel difectory contains the names, departments, box
addresses, telephones, and job titles of all Cellagployees.

All Federal Express deliveries are left at the ragescenter. The message center operator will agois
and/or your department when a delivery is leftyfou.

The message center is also the center for the giiagrnumber for the College.

4.2 College Facilities and Services
InfoSite

The InfoSite is a comprehensive web site which gl notification of campus events, news and weathe
to the campus community. The address is httpo/Massar.edu.

Bulletin Board

The President’s bulletin board is located in thdl€g@ Center on the wall to the right as one entees the
Kiosk. Special notices of importance to the Callegmmunity also appear on this bulletin board aned
issued from the President’s Office or the CollegdaRons Office.

College Post Office
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All College mail must be addressed with a Vassdle@e box number. Box numbers may be found in the
Vassar College directory or by calling the Post¢afiext. 5455. If the box number is not known, the
department name should be indicated.

The College Post Office distributes “unstamped fr{aiterdepartmental college mail) as well as Uil
to all campus boxes. The Post Office will alsodspackages by regular, registered, or insured amail
sells stamps and money orders. Express mail seiviavailable until 3:00 p.m. daily.

Vassar College Bookstore

The bookstore sells books, magazines, College egular stationery, office and art supplies, gétris,
clothing with the College name or logo, sundriesd, film, and various other items of interestlmAmay
be left at the store for developing.

Purchases may be charged to a personal accoungthtbe use of your Vassar ID card. The Contraller
Office will bill the employees directly on a monghbasis.

The Vassar College Bookstore is located in therbase at the rear of College Center.

Computer Store

The Computer Store sells Apple hardware, variotisveoe packages and other computing supplies. It
also does repairs on Apple equipment.

The Computer Store is located at the rear of tHee@® Center.
Copy Center

The Copy Center performs offset printing and phopying.
The Copy Center is located in Main, first floorufowing.

Employee Directories

A directory of all faculty, administrators, andfétaembers is published annually by the CollegeaRehs
Office. The directory contains the names, offizeations, phone extensions, and campus box nurfdyers
the campus community. Directories are issued padments during the fall.

Questions concerning the directory should be dicctd the College Relations Office at ext. 7406.
Additionally, there is an electronic directory oadsar’s web site.

Building and Grounds Services

The Service Response Center (ext. 5555) takesofolemaintenance and/or repairs. Service order
requisitions must be submitted in advance of thekweing performed. All work is charged to the et
of the department making the request.

The Service Response Center will also arrange teeroffice furniture, large equipment, or transgarge
volumes of meeting supplies from one campus longtcanother. Sufficient time should be given for
scheduling work of this nature.

A service order requisition must be submitted fbmark (Box 704). Service orders are chargedhi t
department budget placing the request.

Purchasing

The Purchasing Office, located in Baldwin Hall, sees the purchase of goods and services as wak as
disposal of surplus property. It is the only deyent at the College authorized to commit the egfiare

Administrator Handbook 11/2/10 45



of College funds for the purchase of goods. A igtjan form available through the Purchasing Gific
should be completed and forwarded to Purchasingur&hase order will be issued to the vendor
committing the College to a particular purchase.

Departments are not to purchase items directly featarnal vendors and then seek reimbursement.
The disposal of College property requires the Daeof Purchasing’s prior approval.
Lost and Found

All found articles may be turned in to the Camputivities Office in the College Center. Contact
Campus Activities at ext. 5370 to inquire about ksicles.

Meals and Snacks

. The Retreat - located in College Center, first floAdministrators may take their meals to the
faculty lounge in College Center.

. The Kiosk - located in the College Center.

. The Atrium - located in the athletic facilities.
. All College Dining Center (ACDC).

4.3 Housing Information

Down Payment Assistance Program

The Down Payment Assistance Program is designptbtade participants up to 10% of the purchaseepric
of a house, to a maximum of $30,000 at the sameedst rate as the prevailing first-mortgage interae

for a maximum repayment period of six (6) yeafstwb eligible Vassar employees purchase a property
joint ownership, the 10% maximum of purchase plilnés the total amount that may be loaned to both
employees. Payment is by payroll deduction.

Eligibility Requirements

(1) Tenured faculty with the rank of full professoramsociate professor, or
(2) Tenure track assistant professors who have beesirdpg to a second contract, or

(3) Administrators who have a minimum of seven (7) gexdrservice with the College and hold
director or manager titles.

The house to be purchased under this program redstchted within 15 miles of the College campus and
used as the applicant's primary dwelling. Applisazannot be current owners of a College houseruhde
College's Leasehold Agreement.

Restrictions

This program will normally be limited each calengiaar to a maximum of eight (8) new participams.
total of $500,000 in capital will be made availafideloans, to be monitored by the Vice President f
Finance and Administration. Loans must be forghechase of a principal residence within the plibscr
area.

For details or to make application please contaeQffice of Administrative Services.
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5.0 Separation

5.1 Exit Interview

Upon separation from the College all employees bwmgcheduled for an exit interview with the Offafe
Human Resources to discuss their reasons for Igavihe purpose of the interview is to evaluate the
College’s effectiveness as an employer and touggestions and comments for improvement in any area
of the College.

5.2 Separation Pay

The purpose of separation pay is to ease the fiabeancern on the part of an employee while shagshe
seeking other employment. An employee may beldédor separation pay if she or he is permanently
laid off as a result of a reduction in force ohdr/his position is eliminated and she/he is nferefi
another comparable position.

5.3 Retiree

A Vassar retiree is an employee who elects toerétom active service at the age of 55 or oldegraft
having completed a minimum of ten years of fullgigervice. Retirees are eligible to continue ®the
Vassar campus facilities such as the library, ®nourts, athletic facilities, etc.

Upon retirement, participation in the life insurandisability insurance and retirement plan ceases.
information on retiree medical benefits refer tat@en 1.1.3.

Employees who are considering retirement shouldaobthe Benefits Office at least three months in
advance of their pending retirement date. The Btsr@ffice will review the status of all benefitggrams
in preparation for retirement and will assist tingpéoyee in completing her/his retirement paperwork.

5.4 COBRA

The Consolidated Omnibus Budget Reconciliation (@DBRA) enables employees and their dependents
to remain enrolled in the College’s group healmglor up to 18 months after their employment it
College terminates, as provided in the statute.

The College will charge employees what it paystifiergroup premium rate per month, plus a 2%
administration charge. Employees may be coveredgddo 18, 29, or 36 months depending on the
qualifying event under the federal law.

When COBRA benefits expire, coverage may in sorsesae converted to a limited individual policy,

making premium payments directly to the insuraraeier or HMO plan. Questions regarding COBRA
should be directed to the Benefits Office ext. 5850

5.5 Final Paycheck

All properties of the College must be returnedhim ¢mployee’s supervisor. ID cards must be retutoe
the Office of Human Resources before a final chisdgsued.

5.6 References

The Office of Human Resources does not releasenration on employees who leave the College without
the employee’s written authorization.
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5.7 Resignation

If an employee voluntarily elects to leave emplopireg Vassar, every attempt should be made totgee
department advance notice. In order to allow tiarghe College to secure and train a replacentbist,
notice should be given as early as possible, mbfga minimum of two weeks.

5.8 Unemployment

All administrators are covered under the New Yoidt& Unemployment Compensation Law.

Upon involuntary termination or loss of job dueatposition being eliminated, an administrator may b
eligible to receive state unemployment compensat®pecific requirements exist such as working the
minimum number of weeks or earning the specifiarsatequired under the New York State Law.

Unemployment compensation claims must be filedatliyevith the New York State Unemployment

Office.
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