
 

 

 

  

 
 
 

 

 
 

 

 

 

 

 

 

 

OUR MISSION STATEMENT 

 

The University of New England provides students with a highly integrated 

learning experience that promotes excellence through interdisciplinary 

collaboration and innovation in education, research, and service. 
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WELCOME LETTER FROM THE PRESIDENT 
 

 

Dear Faculty and Staff Members: 

 

Welcome to the University of New England!  We pride ourselves on employing the best people, and I am 

delighted you have chosen to pursue your professional career at UNE.  I am also confident that you will find 

the University a wonderful place to work. 

 

UNE is comprised of two beautiful campuses, the University Campus located in Biddeford and the 

Westbrook College of Health Professionals located in Portland.  I encourage you to take advantage of both 

campuses regardless of where you work.  Having the opportunity to enjoy the beauty of the sea and the 

historic City of Portland is just one of the many things that make UNE special.  From the Maine Women’s 

Writers Collection and Art Gallery at our Portland Campus to the Marine Animal Recovery Center and the 

Osteopathic Medical School at our Biddeford campus, you will find there is much to explore and enjoy.   I 

am also proud to announce the opening of our new College of Pharmacy located at our Portland Campus.  

We will be accepting our first students in the fall of 2009.   

 

As a University employee, you are central to our mission of teaching, research, and public service. We are a 

community of caring individuals, each of whom has the opportunity to make a significant contribution to the 

UNE community.   

   

I encourage you to become familiar with this handbook.  It will serve as a guide and will assist you to better 

understand UNE’s policies and programs.  Should you have questions or need additional information on our 

policies and procedures, please contact the Human Resources staff.  They are here to help you. 

 

I look forward to meeting you; and once again, welcome to the UNE family. 

 

Sincerely, 

 
 

Danielle Ripich 

President, University of New England 
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FOREWORD 

It is intended that this Handbook be the authoritative resource for the articulation of personnel policy and practice for both faculty 

and non-faculty employees, except where specifically noted.   

 

The Employee Handbook does not constitute a contract, either expressed or implied, between the University of New England and 

any or all of its employees. 

 

 

PURPOSE 

This Personnel Handbook has been prepared to serve as a reference publication for current and prospective employees on 

employment-related issues.  It should be regarded as a general guide to policy, practice, benefits, and terms and conditions of 

employment.  Within the Personnel Handbook, you will find reference to more detailed policy statements, or other documents that 

provide more specific guidance.  The Faculty Handbook, for example, addresses those employment-related issues of sole or central 

concern to faculty. 
 

This Handbook is predicated, in part, on the legal and ethical obligation of the University to develop and apply policy in a uniform 

and consistent manner. Because of the dynamic, continually changing nature of the University and of the legal and regulatory 

environments, the University necessarily reserves the right to change provisions in this Handbook at any time.  For that reason, 

your comments, suggestions or recommendations are always welcomed.  Neither this Handbook nor any of its provisions are 

intended to be a part of a contract between the University and any employee.  Please check with the Human Resources Office to 

confirm the University's policy in a particular situation. 

 

 

EMPLOYMENT AT WILL 

Employment with the University of New England is at the mutual consent of The University of New England and the 

employee; and either party may terminate that relationship at any time, with or without cause, and with or without 

notice.  

 

An initial employment offer should not be construed as an implied contract of permanent employment and nothing in this 

handbook should be read or interpreted as to alter an employee’s at-will status. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE:  For the purposes of this Handbook, in referring to (him/her or he/she) we have chosen to use “her”.   This 

decision was made so that the wording would not become redundant.  It is not intended to offend anyone.  

 

 

Revision bars, like the one at the left of this paragraph, are used in this publication to show where significant changes 

were made on update pages.  The revision bar next to text on a page indicates that the text has been revised.   The date 

will also reflect the date of the revision on that page. 
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1.00 BEGINNING WORK: IMPORTANT DETAILS 
 

 

1.1  HUMAN RESOURCES OFFICE 

The University’s Human Resources Office provides various support services to all departments of the University in order to attract, 

develop, and retain the human resources needed to effectively accomplish the objectives and to carry out the programs of the 

University. The office administers certain employee-related programs for the University; maintains both computer and manual 

systems of personnel records; interprets University personnel policies and procedures; and carries out functional responsibilities 

related to the University’s personnel program, including salary administration, applicant recruitment and referral, training and 

orientation, benefits administration, equal opportunity and affirmative action, and employee relations activities. 

 

In providing these services, the Human Resources Office seeks to coordinate the personnel needs of the University with those of 

employees. As a service-oriented unit, the Human Resources Office is available to support departments in their administration of 

the personnel program in their direct support of employees. 

 

1.2 ORIENTATION 

All new faculty and staff members at the University of New England receive specific information from the Human Resources 

Office and their supervisor to help them become oriented to their new position and the policies of the University.  It is also 

necessary for all new employees to be able to provide the University with information required by law before they begin working.  

This information includes proof of eligibility to work in the United States. 

 

The Human Resources Office provides all new employees with an overview of the University, its goals and mission, policies and 

practices, benefits available to employees, and the responsibilities of an employee to the University at regularly scheduled 

orientation meetings. 

 

All new employees receive information from their supervisors concerning their specific job duties, working schedules, 

performance expectations and materials to perform their jobs. 

 

1.3 KEYS 

Many employees of the University need keys to various University locations.  The following is the key procurement policy: 

 Key requests should be made to the Facilities Management Department. 

 If the key requested is not to the requestor's assigned area, then the person who occupies the area for which the key is 

requested must authorize the request before a key will be issued. 

 No master keys will be issued unless the request is accompanied by a signed authorization form from the Senior 

Administrator member responsible for that area. 

 All keys must be signed for by the person who will be responsible for and have possession of the keys. 

 In no event, will keys be given to any person other than the requestor. 

 All keys issued and their subsequent uses are the sole responsibility of the person who signed for them. 

 Lost keys are to be reported to the Facilities Management Department and Security Office immediately.  Prompt 

notification will help maintain the security of your assigned area. 

 All keys remain the property of the University and are to be returned to the Facilities Management Department when 

no longer needed, or upon request, or upon termination of employment. 

 

1.4 PARKING 

Faculty and staff are allowed to park on either campus when displaying a parking decal on their vehicle.  These decals are 

available online at http://wwwthepermitstore.com/  and enter UNE as your destination.  Registrations must be updated in August of 

each year.  You may register as many as 4 vehicles under your one permit. 

 

Faculty and staff members may receive parking regulations and maps of designated parking locations at both campuses from 

Human Resources.  Automobiles without permits or parked in improper areas will be ticketed, and may be towed at owner’s 

expense. 

 

 

http://wwwthepermitstore.com/
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1.5 EMPLOYEE IDENTIFICATION CARDS 

All employees must make an appointment with the Security Office to obtain an ID card.  The employee photo ID card is used for 

security purposes as well as your library card and permits your access to the recreation/sports facilities, cultural and other 

University events on either campus.  You may also be required to show your ID card as a condition of receiving employee 

discounts in the cafeteria, bookstore, and at retail businesses in the community.  Part-time, adjunct, and clinical faculty members 

will be issued identification cards on request that will be valid for the term of their contract. 
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2.00 EMPLOYMENT POLICIES 

 
 

2.1 DIVERSITY 

It is the University’s goal to offer a living, learning and working environment that is fully reflective of the richness of society, and 

which is welcoming of human differences.  The University is committed in working to create an academic and nonacademic 

climate that educates and celebrates people with diverse backgrounds; and to undertake outreach efforts toward students, faculty, 

and staff to increase diversity and inclusiveness in the community. 

 

2.2 EQUAL OPPORTUNITY/ AFFIRMATIVE ACTION 

The University of New England operates in accordance with Title IX of the Education Amendments of 1972, the Rehabilitation 

Act of 1973, Title VII of the Civil Rights Act of 1964, Americans with Disabilities Act, the Age Discrimination in Employment 

Act, Maine Human Rights Act, and all other applicable civil rights laws and regulations.  The University of New England does not 

discriminate on the basis of race, creed, religion, color, sex, age, marital status, ancestry, national or ethnic origin, physical or 

mental disability, sexual orientation; including transgender status and gender expression, citizenship status, political affirmation, 

veteran status or on any other basis prohibited by applicable law in the administration of its employment practices or in the 

educational programs or activities that it offers.  The University is committed to the use of Affirmative Action principles and 

techniques in furtherance of its Equal Opportunity Policy. 

 

Inquiries and complaints should be addressed to the Associate Vice President of Human Resources, who serves as the University 

Affirmative Action Officer at: Human Resources Office, University of New England, 11 Hills Beach Road, Biddeford,  

Maine 04005. 

 

2.3 ANTI -HARASSMENT 
The University of New England will not tolerate sexual harassment of its employees or students and such prohibition shall include 

but not be limited to sexual harassment as well as harassment based on race, creed, religion, color, sex, age, marital status, 

ancestry, national or ethnic origin, physical or mental disability, sexual orientation, citizenship status or any other basis prohibited 

by law.  Sexual harassment is defined as conduct of a sexual nature (which may be verbal, non-verbal, or physical) that has the 

effect of unreasonably interfering with an individual's working or learning environment.  The University wants to know of any 

harassment that occurs, in order that it may act promptly to investigate and resolve the situation.  If you are uncomfortable about a 

situation that may, in your opinion, constitute sexual harassment or any other form of  harassment, you are encouraged to discuss 

your concerns with the Associate Vice President of Human Resources or the Dean of Students. 
 

To review Anti-Harassment/Anti-Discrimination Policy in its entirety.  See Appendix A of the Handbook. 

 

The University of New England, as an equal opportunity educational institution, is committed to both academic freedom and the 

fair treatment of all individuals.  It, therefore, discourages the use of sexist language.  Language that reinforces sexism can arise 

from imprecise word choices that may be interpreted as biased, discriminatory, or demeaning even if they are not intended to be. 

 

Each member of the University community is urged to be sensitive to the impact of language and to make a personal commitment 

to eliminate sexist language.  Supervisory personnel have a particular responsibility to discuss this policy with faculty and staff and 

to assure the dignity that all employees deserve.  Complaints about the use of sexist language should be directed to the appropriate 

Dean, Senior Administrative Officer, or to the Associate Vice President of Human Resources. 

 

2.4 NON-DISCRIMINATION AND ACCOMMODATION OF INDIVIDUALS WITH DISABILITIES 

The University’s goal is to provide access to students, faculty, and staff to participate in the academic, employment, cultural, and 

recreational life of the University. Under University policy and Federal and State laws, people with disabilities who are otherwise 

qualified are entitled to reasonable accommodations that will allow them access to University programs, jobs, services, and 

activities.  Questions from students should be directed to the Coordinator of the Office for Students with Disabilities (OSD). 

Questions from all others should be directed to the Associate Vice President of Human Resources. 

 

To review the Non-Discrimination & Accommodation of Individuals with Disabilities Policy in its entirety.  See 

Appendix B of the Handbook. 
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2.5 CONFLICT OF INTEREST 

The University attempts to conduct its affairs with high standards of integrity and expects that faculty and staff members will 

conduct themselves in a professional manner with students at all times. Employees are expected to avoid situations that might 

permit private interests to influence job performance.  

 

Faculty and staff members are expected to conduct themselves in accordance with the ethical principles or standards that may be 

outlined by their licensing agency or certification authority or by their professional association (whether or not they choose to 

belong).  If a conflict of interest may arguably exist, it is expected that the employee will discuss the nature of the conflict with her 

supervisor.  

 

Examples of situations where a conflict of interest might arise include but are not limited to: 

 When a full-time employee maintains employment in addition to their employment at UNE.  

 When someone is employed in violation of the University’s nepotism policy. 

 Where an employee becomes personally involved (e.g., as a friend or romantic partner) with someone within the 

University community over whom she has power or authority.  See the Consenting Relationship Policy for more 

detailed policy guidance. Examples where power or authority is clearly an issue includes a faculty member 

romantically involved with a student, the Director of any University program romantically involved with a student, or 

a supervisor romantically involved with a subordinate. 

 Where an employee and/or an employee’s immediate family stands to receive direct financial compensation or 

specific and direct financial benefits (other than through UNE pay and benefits) by University actions. To that end, 

all Senior Administrators are required to annually sign a statement in which they disclose their personal or familial 

business relationships, which may create a conflict of interest.  

 

If the supervisor and employee cannot agree on appropriate action (if any) to resolve the conflict, the supervisor shall consult with 

the appropriate Senior Administrator, who shall make a binding determination.  If the employee disagrees with that determination, 

she may appeal through the grievance process.  Failure to consult with one’s supervisor in situations where there is an arguable 

conflict of interest will result in disciplinary sanctions.  Similarly, failure to follow supervisory guidance after consultation may 

result in disciplinary sanctions. 

 

2.6 NEPOTISM 

The University has restrictions on hiring and transferring close relatives of employees for a number of policy reasons. The 

University has publicly committed to open, competitive search processes that do not require that someone be related to an 

employee in order to access employment. 

 

Employees working under the supervision of, in the same offices with, and working closely with close relatives are sometimes seen 

as getting preferential treatment by virtue of their status as family members.  Employees who are supervisors who directly or 

indirectly supervise a close relative, or who work in the same office or department as a close relative are sometimes seen as being 

in a conflict of interest. Therefore, hires of close relatives of UNE employees within a department will not be permitted nor will 

employees be hired or transferred into positions in which they directly or indirectly supervise or are supervised by another close 

family member. Nor shall they work in the same office as their close relative, whether or not there is a supervisory relationship.   

 

For purposes of this policy a close relative is defined as a parent, step-parent, sibling, step-sibling, child, step-child, spouse, 

partner, grandparent, grandchild and in-law.  Employee is defined as any person receiving a paycheck from the University, 

including work-study employees.  

 

Any exceptions to this policy require the approval of both the Senior Administrator of the area, and the Associate Vice 

President of Human Resources.  
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2.7 JOB POSTING 

Consistent with UNE's commitment to Equal Employment Opportunity, notice of all full and half-time vacancies will typically be 

communicated through UNE Community e-mail and posted at http://www.une.edu/hr/vacancylist.asp.  Job postings allow current 

employees the opportunity to apply for positions that will enhance their personal career growth and their contribution to the 

University.   

 

An employee must have a minimum of six months of service in her current job to be eligible for consideration for promotion or 

transfer.  With the exception of occasional internal department promotions and University-initiated transfers for special reasons, all 

such vacancies are generally posted for a minimum of five days.   

 

During the posting period, employees may express their interest to the Human Resources Office in applying for the posted position 

by forwarding their application materials via email to the Human Resource Generalist at http://www.careers@une.edu. 

 

2.8 PERSONNEL FILES 

The University complies with all laws that govern personnel records, their creation, handling, and retention.  Information that may 

be included in a personnel file includes but is not limited to benefit election form, tax withholding, payroll, performance 

evaluations, disciplinary action, and a resume or an application for employment. 

 

The information in personnel files is confidential and is safeguarded under lock and key. 

 

Employees may review their personnel files but must request in advance a time to review the file. The University will schedule a 

review within 10 days of receiving the written request from the employee. 

 

The file shall be reviewed in the Human Resources Office in the presence of a member of the Human Resources Office staff. 

Employees may take notes and/or obtain a copy. Employees are permitted to insert concise information in their files in response to 

material they deem unfair or incorrect.  The information in the personnel files is property of the University and may not be 

removed. 

 

Employees are responsible for notifying the Human Resources Office of changes in address, telephone number, and family status 

(birth, marriage, death, divorce, etc.). 

 

2.9 JOB DESCRIPTIONS 

At the University of New England, job descriptions are used to aid in training and in wage and salary administration. They also 

assist employees and supervisors with communication in regards to job responsibilities. The University makes every effort to have 

a written job description for each non-faculty position. Job descriptions generally include a listing of the functions of the job, 

training, knowledge, and experience necessary to perform it. 

 

All staff members should be aware of their job descriptions and should perform accordingly. It is noted, however, that job 

descriptions are only guidelines and can normally be expected to change over time.  It is the responsibility of both the supervisor 

and the employee to work with Human Resources to update job descriptions that become outdated. 

 

2.10 JOB CLASSIFICATION SYSTEM 

Job classifications for non-faculty personnel are listed in the classification and pay plan, available from the Human Resources 

Office. There is an established procedure for reviewing significant and fundamental changes in job content that may warrant 

reclassification. The procedure is to complete a new job description questionnaire, which will be reviewed by the supervisor and 

Senior Administrator, and evaluated by Human Resources.  Questions regarding the classification system may be directed to your 

supervisor or to the Human Resources Office.  

 

2.11 WORKING HOURS  

All employees are expected to be on time for work and to work the entirety of their scheduled work period.  Any variation from 

their regular schedule should be discussed in advance with the employee's supervisor.  All employees are expected to contact their 

immediate supervisor as soon as possible if they are to be absent or late. 

 

http://www.une.edu/hr/vacancylist.asp
http://www.careers@une.edu/
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REGULAR FULL-TIME EXEMPT (Salaried)  

Full-time exempt employees are generally expected to work a minimum of 40 hours per week in consultation with employee’s 

supervisor and/or senior administrator, and such additional hours as may be required to complete their work assignments. 

 

NON-EXEMPT (Hourly)  

Full-time non-exempt employees’ supervisor, in consultation with the senior administrator, determines the hours that each hourly 

employee will work.  Employees may be asked to adjust their work schedule on occasion to meet departmental needs. 

 

2.12 FLEXIBLE WORK SCHEDULING 

The University supports the principle of flextime for its employees in order to provide for more efficient utilization of the abilities 

of its employees, better service to the public, and improved working conditions for employees. Departments are encouraged to 

accommodate the reasonable requests of employees for alternative work schedules only when consistent with the needs of the 

department to accomplish their objectives. 

It is up to the individual department supervisors to determine their needs and ability to offer flexible work hours. 

 

2.13 EMPLOYMENT STATUS 

The employment status of employees at the University of New England is determined by the type of work that is performed (as 

established by the Federal Fair Labor Standards Act and Maine Law), the number of hours they work on a regular schedule, the 

regularity of their work schedule, and the amount of time they have been employed at the University. 

 

DEFINITIONS: 

 

EMPLOYEE - For the purpose of this Handbook, "employee" is defined as any person who is employed by the University and 

who is not an independent contractor. 
 

EXEMPT/NON-EXEMPT STATUS - Human Resources determines a position’s exempt/non-exempt status, following 

criteria established by the Fair Standards Act and Maine Law. 

 Salary level; 

 The duties and responsibilities assigned to the position; 

 The level of supervision received; 

 Whether or not specialized training or education is required to perform the duties; 

 If discretion and judgment must be exercised regularly as part of the duties; and 

 The amount of time and effort spent performing various duties.  

 

EXEMPT - Employees whose responsibilities and job functions are such that tests established by the Federal and State laws 

exempt them from minimum wage and/or overtime pay requirements. 

 

NON-EXEMPT - Employees whose responsibilities and job functions are such that tests by Federal and State laws require that 

they be paid time and 1/2 their regular rate of pay for any and all hours worked over forty in a week. 

 

REGULAR FULL-TIME - Employees regularly working a minimum of 35 hours per week (nonexempt) or 40 hours per week 

(exempt) for at least 9 months of the year in a position that is regularly budgeted as a full-time position. 

 

REGULAR HALF-TIME - Employees regularly working a minimum of 20 hours per week but less than 35 (nonexempt) or a 

minimum of 20 hours but less than 40 hours per week (exempt) for at least 9 months of the year and who hold a position that is 

budgeted as a half-time position. 

 

TEMPORARY AND PART-TIME - Employees whose positions are budgeted at less than half-time (or not budgeted at all), 

and/or whose work hours are fewer than 20 hours per week, and/or whose work months are fewer than 9 per year. 
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2.14 BREAKS AND REST PERIODS 

Non-exempt employees are permitted one fifteen minute paid work break for every four hours worked. If the nature of work makes 

it impractical to observe breaks on a regular basis, the half-hour lunch break may be extended, with supervisory approval, to 

accommodate this. Employees are to receive a one half-hour unpaid lunch break for every 6 consecutive hours worked. 

 

2.15 PROBATIONARY PERIOD 

All full and half-time non-exempt employees experience a ninety-day probationary period at the start of employment or upon 

transfer or promotion. During these ninety calendar days, the employee is learning the functions and responsibilities of the 

employee’s new position, and the responsible supervisor is working closely with the employee to assist in the employee’s 

adjustment to the University. If it is perceived by either the employee or the supervisor that an appropriate adjustment to the 

position is not occurring, or that the employee is not fully capable of carrying out the requirements of the position, then either party 

may choose to terminate the employment relationship.   An employee is deemed to be in probationary status until the supervisor 

certifies in written form to the contrary. An employee’s successful completion of the probationary period does not alter the 

employee’s status as an at-will employee. 

 

It is the responsibility of each supervisor to ensure that each employee is provided with sufficient training and guidance so that the 

employee's performance may be fairly assessed.  Any supervisor may request an extension of the probationary period by an 

additional thirty days if in the supervisor’s judgment, the ninety days was not sufficient time to allow for the adequate adjustment 

of the employee to the position or to allow for adequate time to assess the employee. 

 

At any time during employment, a non-faculty employee may be placed on probation for up to 60 days for unsatisfactory conduct 

or service, upon the recommendation of the supervisor; and with the concurrence of the Senior Administrator and Associate Vice 

President of Human Resources. 

 

2.16 PERFORMANCE EVALUATION 

The evaluation of employee performance is intended to be a continuous process of communication between employees and 

supervisors and to serve several purposes: 

 To evaluate each employee’s effectiveness in performing assigned duties and responsibilities; 

 To identify factors which can improve job performance; 

 To assist employees in developing additional knowledge, skills and abilities for job advancement; 

 To recognize exceptional performance; 

 To document shortcomings of substandard performance; 

 To determine retention of an employee at the end of the probationary period. 

 

The University's goal is that performance appraisals are conducted after six months of employment, one year of employment 

and on an annual basis, thereafter. 

 

The performance evaluation process is designed to encourage employee participation and input, including the option that each 

employee has to evaluate their supervisor's effectiveness through a "supervisory feedback" process.  Information and training 

materials relevant to the performance evaluation process are available in the Human Resources Office. 

 

Faculty members should consult the Faculty Handbook about performance evaluation. 

 
2.17 PROMOTIONS AND TRANSFERS 

The University gives primary consideration to current employees for positions offering increased responsibility and compensation. 

An employee's mobility within the University depends on her related qualifications, demonstrated abilities, and past performance. 

The University prefers to promote qualified applicants from within to the greatest extent possible; however, interested employees 

applying for a vacant position will be considered along with any outside candidates.  With the exception of occasional internal 

departmental promotions and University-initiated transfers for special reasons, all full and half- time staff vacancies are posted for 

a minimum of five days. 
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Generally, employees with less than six months of service in their current position at the University will not be released for transfer 

or promotion.  The Human Resources Department can offer employees career counseling as well as information concerning career 

opportunities at the University. 

 

2.18 REFERENCES 

It is the University's policy that reference information given by any member of the community without the individual's written 

authorization shall include only dates of employment and job title.  Those approached for reference information may not provide a 

reference without first coordinating with the Human Resources Office and such coordination should include a determination as to 

whether the employee has a signed reference authorization on file, and what information is appropriately released. 

 

2.19 EMPLOYMENT OF MINORS 

Employees under the age of sixteen, in accordance with state and federal laws, must give the Department of Human Resources an 

approved employer's copy of their work permit before beginning work at the University.  Due to the nature of some positions, the 

labor laws define the minimum ages for employment performing specific functions and working certain hours. For more 

information you may contact the Human Resources Office. 

 

2.20 CHILDREN ON CAMPUS 

Safety is always a primary concern when considering the presence of children (and other visitors) on campus.  A number of our 

facilities are not designed for unsupervised public access; and therefore, the University limits and/or prohibits access to these 

facilities by children/adult visitors.   

 

For more information on the Children on Campus Policy see Appendix C of the Handbook. 

 
2.21 SMOKING ON CAMPUS  

The University of New England is an institution committed to the health and well being of our staff, faculty, students, guests and 

community.  In keeping with this value, the University strives to create a policy that protects the well-being of the campus 

community, yet considers the needs of individuals who smoke.   

 

For more information on the Tobacco Policy see Appendix D of the Handbook. 
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3.00 PAYROLL PROCESSING AND PAY ADMINISTRATION 

 
 

3.1  TIME SHEETS AND LEAVE REPORTS 

 

3.1.1 TIME SHEETS FOR NON-EXEMPT EMPLOYEES 

All non-exempt employees must keep accurate records of their time worked.  Non-exempt employees record their work time and 

eligible leave time on authorized time sheets for the pay period.  These time sheets must be fully and accurately completed by the 

employee, reviewed and signed by their supervisor at the end of the pay period.  Supervisors and managers are responsible for 

ensuring that employees’ complete accurate time sheets for all hours worked and that the time sheets are submitted in a timely 

fashion to the Payroll Office for processing.  For a copy of the time sheet form, see the BENERGY website. 

 

Time sheets must be received in the Payroll Office (Biddeford Campus) by noon of the Monday immediately following the end of 

the pay period.  Time sheets that are not received, received late, incomplete, or not approved by the supervisor may result in a 

payment delay beyond the normally scheduled pay date.    Failure to submit a timely time sheet may result in an actual check 

versus direct deposit being issued.   

 

3.1.2 LEAVE REPORTS FOR EXEMPT FACULTY/STAFF 

To report usage of all leave time used for the month, all exempt faculty and exempt staff, who are eligible for leave time, must 

submit authorized leave time reports for each calendar month to their respective departments by the 2
nd

 business day of the 

following month.  Examples of leave time include vacation, sick, floating holiday, personal time and all other leave time as 

provided for in Section 4 of the Personnel Handbook.  All days and times not worked in the pay period are required to be 

accounted for with eligible and available leave time; days not accounted for with leave time will be unpaid.  The Salaried 

Employee Monthly Leave Reports must be signed by the faculty and staff member and their supervisor and retained by each 

department for a period of 6 years.  Each department submits the Monthly Departmental Leave Time Summary of such leave time 

for their exempt faculty and exempt staff to the Payroll Office by the 3
rd

 business day of the subsequent month. 

 

3.2  PAY PERIODS AND PAY DAYS 

 

3.2.1 NON-EXEMPT STAFF 

Non-exempt employees are paid on a bi-weekly basis from submitted time sheets.  The two-week (14 day) pay period is from 

Sunday through Saturday.  Each seven-day workweek of the pay period begins at 12:00 am Sunday and ends at 11:59 pm Saturday. 

This seven-day workweek is used for the determination of overtime pay. 

 

All non-exempt staff is paid once every two weeks on the Friday following the end of the pay period.  If the normally scheduled 

Friday pay day falls on a University or banking holiday, the pay day will be changed to the University’s working day immediately 

preceding the holiday. 

 

3.2.2 EXEMPT FACULTY/STAFF 

All exempt faculty and exempt staff are paid on a semi-monthly salary basis, on the 15th and 30th of each month.  The 15
th

 pay 

period includes the work days of the 1
st
 through the 15

th
 and the 30

th
 pay day includes the work days of the 16

th
 through the end of 

the month.  If the 15th or 30th falls on a weekend, a University holiday, or banking holiday, the pay day will be changed to the 

University’s working day immediately preceding the weekend or holiday. 

 

Exempt faculty and exempt staff working a partial pay period, in the event of new hire or termination, will receive their semi-

monthly salary based upon a pro-rata basis of the days worked in the pay period worked.   

 

 

 

 

 

 

 

http://www.une.benergy.com/
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3.3  ELECTRONIC PAY STATEMENTS AND PAY CHECKS 

 

3.3.1 ELECTRONIC PAY STATEMENTS 

Pay statements are available electronically to all employees through U-Online by the pay day.  Please contact the Payroll Office or 

Information Technology for guidance for accessing this secure internet website.   

 

Actual hard copy pay checks are not printed.   U-Online provides all the required pay statement information such as the pay period, 

historical and current pay records, hours paid for non-exempt employees, pay rates, earnings type and amounts, deductions, and 

direct deposit bank or actual check information. Other supporting information is also available through U-Online, 

http://uonline.une.edu/  for benefit selections, leave time balances and usage, tax withholdings, earnings history, deductions history 

and prior years’ W-2 data. 

 

3.3.2 PAY CHECKS 

The University has mandatory direct deposit.  Failure to enroll in a timely fashion in direct deposit will result in an actual pay 

check being printed.  It is up to the employee to pick this up at the Payroll Office (Biddeford Campus) on or after the pay date. 

 

3.4 DIRECT DEPOSIT 

All employees paid by the University must arrange for direct deposit of their entire net pay to any bank or credit union in the 

United States.  Direct deposit is mandatory.  Please complete the University’s Direct Deposit Authorization – BENERGY - form 

to provide your banking information.  There are no limits to the number of direct deposit accounts an employee may establish.  

However, direct deposits need to be in fixed dollar amounts except for the last net pay deposit.  Employees may change their direct 

deposit accounts as frequently as they wish with submission of the Authorization form at least 7 days prior to the pay day. In the 

infrequent circumstance that an actual pay check is necessary, failure to timely enroll in direct deposit will result in pay checks to 

be available for the employee to pick up at the Payroll Office (Biddeford Campus) on or after the pay date. 

 

3.5  PAY DEDUCTIONS 

The University is required to deduct certain federal and state income taxes and social security taxes from employees' pay.   The 

University is also required to withhold for authorized mandatory wage garnishments and tax levies as directed by respective 

creditors or the government.   In the event that an inadvertent overpayment occurs to an employee that is the responsibility of the 

University, recovery of the overpayment from the employee will be made with the employee or at least to the extent of the amount 

allowed to recover by law.  In the event that an overpayment occurs to an employee that is the responsibility of the employee, 

recovery of the overpayment from the employee will occur as allowed by law.  Many pay deductions are established at the benefit 

open enrollment period to be effective for the first of the calendar year.  Other deductions may also be made if the employee signs 

an authorization for the University to do so.  Deductions from employees' pay are documented on the electronic pay statements.  

Voluntary deductions include, but are not limited to, the following:  (Subject to employee eligibility.) 

 Health Insurance 

 Dental Insurance 

 Life Insurance 

 Flexible Spending Accounts 

 Retirement Plan     

 Long-term Disability Insurance 

 Short-term Disability Insurance 

 Auto/Homeowners Insurance 

 Annual Fund 

 United Way 

 Other Voluntary Contributions 

 

3.6  WAGE AND SALARY INCREASES 

The University evaluates pay on an annual basis, and may make adjustments depending upon availability of funds.  Increases will 

take into account cost of living, employee performance, and prevailing rates for comparable positions in the relevant employment 

community, changes in the pay scale, internal equity, available resources and other relevant factors.  Every effort is made to award 

any such salary increases at the beginning of the fiscal year (June 1). 

 

http://uonline.une.edu/
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3.7 WAGE AND SALARY STRUCTURE 

Non-faculty employees are paid according to the classification and pay plan available from the Human Resources Office. The 

wage and salary structure shows minimum and maximum salaries for each job classification. 

 

3.8 OVERTIME  

Overtime is defined as hours worked in excess of forty hours per workweek.  Each seven-day workweek begins at 12:00 a.m., 

Sunday and ends at 11:59 p.m., Saturday.  For purposes of overtime determination, hours worked include actual hours worked and 

eligible holiday hours.  Vacation, sick, personal, floating holiday, non-worked inclement weather time, all other paid leave-time, 

and any non-work time are not regarded as hours worked for the determination of overtime.   

 

Overtime hours must be authorized in advance by the supervisor.  Only non-exempt employees are eligible to be paid at overtime 

rates.  Overtime will be paid for at the rate of one and one half times the employee’s regular rate of pay as defined by the Federal 

Labor Standards Act and state law. 

 

3.9  PAY ADVANCES 

It is the policy of the University not to issue pay advances.   

 

3.10 EMERGENCY CALL-IN TIME  

Any regular full- and half-time non-exempt employee called in to work due to an emergency outside of her regularly scheduled 

work shift shall be paid the greater of two hours at their overtime rate or at their overtime rate for the hours worked outside their 

regular shift.  Employees asked to remain at work due to an emergency are not eligible for this minimum overtime guarantee. Work 

scheduled outside of the normal work shift with at least twenty-four hours notice shall not be regarded as call-in time.  Hours paid 

under the call-in provision shall not be included when determining overtime eligibility under other premium pay provisions since 

these hours are automatically paid at overtime rates. 

 

3.11  HOLIDAY PAY 

Regular full- and regular half-time salary and hourly paid employees are paid at their regular rate of pay for any holiday 

scheduled by the University and posted on the University Holiday Schedule.  The holiday hours entitled for payment are as 

follows: 

 

Regularly scheduled weekly work hours for….         Holiday hours available for each holiday…. 

 

Regular half-time employees: 

20 to 34.75 hours (hourly)                                                        4 

20 to 39.75 hours (salary)                                                         4 

 

Regular full-time employees: 

35 to 37.50 hours (hourly)                                                       7 

37.75 to 40 hours (hourly)                                                         8 

40 hours (salary)                                                                       8 

 

In the event that the University scheduled holiday falls on a day of the week that is not within the employee’s normal work 

schedule, the employee is eligible to use the holiday time on an alternate day during that workweek.  The employee’s supervisor 

shall approve the alternate day to use the holiday time.  If the employee is unable to use the holiday time on an alternate day during 

that week, the employee is entitled to the compensatory holiday provision noted in Section 3.12.  An employee’s last day of 

employment cannot end on a University holiday; holidays occurring after the employee’s last work day are not paid to the 

employee. 

 

3.12 WORKING THE HOLIDAY 

There may be a need for departments to require that certain salaried or hourly regular full- and regular half-time employees’ work 

on a scheduled University holiday to meet the departmental demands.   
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Non-Exempt Employees 

Regular full- and regular half-time non-exempt employees  receive pay at their overtime rate for all hours worked on the University 

holiday in addition to the employees receive the holiday time to which they are entitled pursuant to Section 3.11  

 

Exempt Employees 

Regular full- and regular half-time exempt employees required to work on the University holiday, may take a different day off with 

pay to compensate for working during the holiday to the extent of the holiday time that wasn’t used on the holiday.  The date of 

this day or time off must be agreed upon by the supervisor; and all compensatory holiday hours must be used before the end of the 

fiscal year in which they were earned, or they will be forfeited.  Any compensatory holiday time, is not payable upon employment 

termination. 

 

3.13 INCLEMENT WEATHER  

A decision to delay the opening time or to cancel the entire school day at the University due to inclement weather will be made by 

6:30 a.m. for day classes based on conditions at the University (each campus); and the immediate surrounding area after consulting 

with the weather service.   

 

The University's decision to cancel school or activities later in the day, evening, or weekends due to inclement weather will be 

made at least two hours prior to the class or event. A decision to close the University will be based on road conditions and on 

conditions on both campuses of the University.   

 

CLOSING ANNOUNCEMENTS  

TELEVISION or TV WEBSITE - 

WCSH-TV Channel 6 - www.wcsh6.com,  

WMTW-TV Channel 8 - www.wmtw.com,  

WGME-TV Channel 13 - www.wgme-tv.com. 

 

TELEPHONE BULLETIN BOARD - Call 602-2211 or 797-7688, x2211.  

Please do not call the switchboard or answering service for closing announcements because you cannot access 

the appropriate message, as they are set up, to handle emergency calls only.  Please call one of the numbers above for 

closure information. 

 

INTERNET - myUNE at http://my.une.edu 

 

SWITCHBOARD – The University switchboard or answering service will be in operation at all times. 

 

FACULTY   Faculty is expected to be available to meet student needs when the University is open.  In extreme circumstances 

where faculty elect, for their own reasons, not to attend work on storm days when the University is open; they should follow 

college protocol for notifying students, as established by the College Dean and Department Chair, and by placing an appropriate 

announcement on their voice mail at UNE, and/or sending a message to their class group on myUNE.   

 

STAFF  Regular full- and half-time hourly and salary paid staff should notify  their immediate supervisor, if they elect, for their 

own reasons, not to attend work on stormy days when the University is open.  Temporary staff should do the same. 

 

NON-ESSENTIAL PERSONNEL Non-essential personnel are regular full- and half-time hourly and salary paid staff not 

required to work during inclement weather closing time.  All regular half- and regular full-time hourly and salary paid staff will be 

compensated for their regularly scheduled work hours for the storm time for which the University is closed, opens late, or closes 

early subject to the attendance and pay treatment scenarios outlined in this policy.  Non-essential personnel should not report to 

work during inclement weather closure times.  If an inclement weather closing day or partial day occurs while an employee is on a 

scheduled absence (for example, vacation or other leave time), that time off will nonetheless be charged to that appropriate leave 

category.  Temporary employees are not eligible for inclement weather pay when they do not work during a closure. 

 

 

 

http://www.wcsh6.com/
http://www.wmtw.com/
http://www.wgme-tv.com/
http://my.une.edu/
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ESSENTIAL PERSONNEL All essential personnel required to work on days when school has been closed due to inclement 

weather are expected to make their best efforts to arrive at work at their scheduled time.   Essential personnel will be so informed 

in advance by their supervisor.  During work cancellations/delays, only essential personnel are required to report to work at their 

normal starting times or at times arranged by their supervisor.  Essential personnel should notify their immediate supervisor, if they 

are unable to work during the inclement weather closing.  Essential personnel include but are not necessarily limited to Facilities, 

Security and Safety Personnel.   

 

Essential personnel that do not report to work at their normal starting time or at an alternate time determined by the supervisor 

during inclement weather closings will be required to use their available leave time (vacation, personal, and/or floating holiday 

time) or be unpaid for the hours the employee was not in attendance at work.  If an inclement weather closing day or partial day 

occurs while an essential employee is on a scheduled absence (for example, vacation, sick or other leave time), that time off will 

nonetheless be charged to that appropriate leave category. 

 

COMPENSATION FOR ESSENTIAL NON-EXEMPT PERSONNEL 

Temporary employees are not eligible for inclement weather pay provisions noted below in the event they work during inclement 

weather closure. 

 

When the University closes school for the entire day due to inclement weather conditions, essential regular full- and regular half-

time non-exempt employees required to work between the hours of midnight to midnight of the closure day will receive pay at 

double their regular hourly rate for the hours worked during their regularly scheduled shift, between midnight and midnight, and 

one and one-half pay rate for hours in excess of their regularly scheduled shift until the end of their work time or midnight, 

whichever comes first, and straight time after midnight.  

 

This double pay represents the time that non-essential personnel were paid for the day for not working plus pay for the time the 

essential personnel employee works.   However, the double pay provision only applies regular hours worked during the time 

between midnight and midnight for the full closure day. 

 

When the University delays the opening of school due to inclement weather conditions, essential regular full- and regular half-time 

non-exempt essential personnel employees required to work will receive pay at double their regular hourly rate for those hours 

worked during their regularly scheduled shift between midnight and the school opening time. 

 

When the University closes school early due to inclement weather conditions, essential regular full- and regular half-time non-

exempt employees required to work after the University closes will receive pay at double their regular hourly rate for hours worked 

from the school closure time until the end of their work time or midnight, whichever comes first, and straight time after midnight if 

the University opens the following day. 

 

Essential Non-Exempt personnel hours worked during inclement weather closings are also considered hours worked for the 

determination of overtime.  (See Section 3.8 – Overtime) 

 

COMPENSATION FOR ESSENTIAL EXEMPT PERSONNEL 

Exempt essential employees receive their regular pay period salary for time worked during an inclement weather closing.  Salary 

employees are not entitled to the double pay provisions. 

 

ATTENDANCE AND PAY TREATMENT SCENERIOS DURING INCLEMENT WEATHER CLOSINGS 

Exempt and non-exempt staff employees  (essential and non-essential) who elect, for whatever reason, not to attend work when the 

University is open for the entire day will be required to use available leave time (vacation, personal, and/or floating holiday time) 

to the extent of their full scheduled work day.  They are not entitled to inclement weather time pay since they left prior to the 

inclement weather closing for the day. 

 

Exempt and non-exempt staff employees  (essential and non-essential) who elect, for whatever reason, not to attend work for the 

entire day when the University opens late will be required to use available leave time (vacation, personal, and/or floating holiday 

time) to the extent of their full scheduled work day or be unpaid for the entire day.   
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Exempt and non-exempt staff employees (essential and non-essential) who elect, for whatever reason, to leave early when the 

University does not close or prior to the University closing for the day, will be required to use available leave time (vacation, 

personal, and/or floating holiday time) for the remainder of their scheduled work day.  They are not entitled to inclement weather 

time pay since they left prior to the inclement weather closing for the day. 

Exempt and non-exempt staff employees (essential and non-essential) who elect, for whatever reason, when the University delays 

opening, to report to work after the delayed opening time will have the entire time from the start of their normally scheduled work 

day until they arrive at work charged to available leave time (vacation, personal, and/or floating holiday time) or be unpaid.  They 

are not entitled to inclement weather time pay since they didn’t report to work at the University opening time. 

  

An employee (essential and non-essential) that has scheduled leave time (vacation, personal, floating holiday, or any other paid 

leave time), a planned unpaid day, is on planned or unplanned sick leave, or is on unpaid leave is not entitled to inclement weather 

time.  An employee is entitled to inclement weather time pay only to the extent that they were scheduled and available to work 

during the closure day as well as either attended work upon the University opening or was at work upon the University closing. 

 

 3.14 SHIFT DIFFERENTIAL PAY POLICY 

In recognition of the fact that the second and third shifts are considered by many to be less attractive than the first shift, the 

University pays a 25 cent per hour second shift differential, and a 50 cent per hour third shift differential, subject to the following 

terms and conditions.  

 Only regular full-time and regular half -time hourly paid employees working the shift in question on a regular and 

continuing basis are eligible for shift differential pay. Employees assigned to work during second or third shift hours 

temporarily, or as a result of call-in, or as a result of overtime, or for other like reasons are not eligible for shift 

differential pay.  

  Eligibility for shift differential pay shall be determined by the supervisor, with the written authorization of the 

Associate Vice President of Human Resources.   

 In order to give operating departments flexibility in designing work shifts that work best for them and their 

customers, for policy purposes, the second shift will be defined as any set of standard working hours that largely 

encompasses the late afternoon and the evening (usually before midnight) hours, and the third shift is any regular set 

of work hours that customarily begins around midnight and ends in the early morning.  

 The shift differential shall be considered as part of base pay for purposes of payment for all hours worked, for 

payment of leave time, including terminal vacation leave, and for purposes of computing overtime or other premium 

pay. 

 In the event that a person is regularly scheduled to work on more than one shift (for example third shifts and second 

shifts), the shift differential will be prorated to reflect the normal work schedule.  It will be changed only when the 

regularly scheduled work shift changes.  The final determination will be made by the Associate Vice President of 

Human Resources. 
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4.00 EMPLOYEE BENEFITS 
 

4.1 PLAN DESCRIPTIONS 

The Personnel Handbook describes the benefits currently in effect, however; faculty and non-faculty employees may request a 

copy of the plan description for insurance or retirement plan carriers.  In the event of a conflict between the Personnel Handbook 

and the plan description, the plan description is the controlling document. 

 

4.2 GROUP INSURANCES 

The University offers health, life, dental and disability insurances to regular full and half-time faculty and staff.  New hires that 

qualify for insurance coverage may enroll for this insurance on their hire date.  Coverage becomes effective on the following 1
st
 of 

the month.  Employees may change their coverage at “Open Enrollment” which occurs once a year, or due to a “Qualifying Event”. 

 A Qualifying Event is one of the following life events:  

 Marriage 

 Divorce 

 Birth of a child 

 Death of a dependent  

 Change in dependent status 

 Change in dependent insurance coverage 

 

Please contact the Human Resources Office on either campus for details of coverage. 

 

4.3 VOLUNTARY INSURANCES 

In addition to the health, life, dental, and disability insurances funded by the University as part of its cafeteria-style benefits 

program, the University has worked out an arrangement that permits employees to purchase many other types of insurance through 

payroll deduction.  These include automobile and homeowners’ insurance, short-term disability insurance, and life insurance for 

one’s self. Some of these insurances are at group-discounted rates.  Please contact the Human Resources Office staff for details. 

 

4.4 FLEXIBLE SPENDING ACCOUNTS 

The University offers flexible spending accounts available to its regular full and half-time employees.  These allow employees to 

pay for certain types of non-reimbursed medical expenses and dependent care expenses with pre-tax dollars.  Please consult the 

Human Resources Office for further information. 

 
4.5 DOMESTIC PARTNER BENEFITS 

Consistent with the University’s commitment to nondiscrimination on the basis of sexual orientation, the University permits the 

participation in the health and dental insurance programs of partners and children of unmarried employees’ partners who can 

demonstrate by affidavit that they are in long-term, committed, mutually interdependent relationships.  In accordance with 

governmental requirements, the University is required to tax the employee for the employer costs of providing the domestic partner 

health and/or dental insurance.  Also, the employee’s contribution toward the insurance premium for the domestic partner is 

required to be deducted from the employee’s pay as an after-tax deduction.  For details, consult with the Human Resources staff. 

 

4.6 ELIGIBILITY FOR BENEFITS 

For purposes of determining eligibility for insurances, leave time, educational, and retirement benefits will be the date of an 

individual’s hire as a regular full-time or regular half -time faculty or staff member on either campus. University campus definition 

of regular half-time and regular full-time, and requirements that employment is required to be continuous are adopted for this 

purpose.  Please refer to the specific leave-time provisions for the timing of earning and eligibility for each leave category.  
 

4.7 RETIREMENT PLAN 

Regular full- and regular half-time faculty and staff are eligible to participate in the Section 403(b) retirement program 

administered by The Teachers Insurance Annuity Association-College Retirement Equity Fund, known as TIAA-CREF. Within the 

TIAA-CREF plan, there are two annuity options to choose from: The Retirement Annuity (referred to as the RA), and the Group 

Supplemental Retirement Annuity (referred to as the GSRA). 
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Regular full- and regular half-time employees may join the TIAA-CREF Retirement Annuity plan (RA) on the first payroll of any 

month following their date of hire, and are eligible for University matching contributions on the first payroll of the month 

following completion of one year service.  The one year waiting period for University matching contributions is waived for those 

with at least one year of service in higher education, per the terms of the plan document.  Upon meeting the matching 

requirements, eligible faculty and staff participating in the RA will receive dollar for dollar matching contributions from the 

University, up to the University’s maximum matching percentage at that time.   

 

Eligible employees may contribute to their RA in excess of the University’s maximum matching percentage on an unmatched 

basis. 

 

Regular full- and regular half-time employees may join the TIAA-CREF Group Supplemental Retirement Annuity (GSRA) plan on 

the first payroll of any month following their date of hire.  The University does not match contributions for the GSRA. 

 

University forms and TIAA-CREF forms are required to be completed by eligible employees prior to enrollment and participation 

in the retirement plan and prior to any subsequent changes in the contribution percentages.  Please see the Human Resources 

Office for the forms or pull from the BENERGY website. 

 

Eligible faculty and staff may participate in the RA and GSRA with a contribution of at least .5% of their eligible salary, and a 

maximum percentage that will allow for employee contributions that do not exceed the IRS maximum contributions. 

 

Retirement Plan Maximum Contributions 

The IRS establishes the maximum calendar year employee 403(b) contributions based upon an employee’s eligible employment 

years at the University and their age.  Please consult with the Human Resources or Payroll Offices regarding any questions about 

your limit.  It is the responsibility of the employee to determine or seek consultation about their annual limit and percentage 

contribution(s). 

 

Loans from the Annuities 

With plan document and IRS requirements being met, employees may take loans from their GSRA.  However, loans are not 

eligible from the RA. 

 

While it is expected that this plan will continue indefinitely, the University reserves the right to modify or discontinue it at any 

time.  

 

The language above generally summarizes some of the terms and conditions of participation in the retirement programs.  For 

detailed requirements, please refer to the plan documents and brochures available in the Human Resources Office.  

 
4.8 EMPLOYEE ASSITANCE PROGRAM 

The Employee Assistance Program (EAP) is provided by Stevens Wellspring Group to UNE employees to help with everyday 

and not so everyday personal problems.  It provides UNE employees with direct access to qualified professionals trained to 

assess a wide range of personal problems for which they provide support, assistance and resolution.  This program has been 

created for the benefit of UNE employees and is completely voluntary and confidential.  The toll free number for the 

Employee Assistance Program is 1-877-878-6485.  For more information contact the Human Resources Office staff. 

 

4.9 EDUCATIONAL BENEFITS 

 
4.9.1 TUITION BENEFITS: EMPLOYEES 

Academic courses at the University are open to regular full- and half-time employees who seek professional advancement or 

personal enrichment.  Employees are eligible for coursework at reduced rates on a space-available basis, and only in programs of 

study that are not enrollment capped. Space availability will be determined on the first day of classes. The Registrar will not 

include discounted employee enrollments in calculating minimum course enrollments. 

 

In order to qualify for this benefit, certain requirements must be met: 

 An individual must make application for these benefits through the Human Resources Office. 

http://www.une.benergy.com/
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 She must meet minimum course and admissions requirements. 

 Course work should normally be taken outside scheduled working hours.  Exceptions must be approved by the 

supervisor and the Dean or Senior Administrative Officer, as appropriate.   
 Employees are expected to work their full work week. 

 

 

 

Regular  full-time  employees  may  take  up  to  two  courses  per  semester  at  discounted  rates.  Additional  course  work  may  

be  taken  at  a  discount  of  50%  of  the  full-time matriculated  tuition  rate.   Regular full-time employees who as of   

March 1, 1998  are currently taking more than two courses per semester are exempted; and are thus,  permitted to continue taking 

more than two courses per semester at discounted rates. 

 

 $50 per course (maximum of four credits per course) for undergraduate courses taken for credit. 

 $100 per course (maximum of four credits per course) for graduate courses taken for credit. 

 $25 per course (maximum of four credits per course) for undergraduate courses taken not for credit (space available 

basis only). 

 $50 per course (maximum of four credits per course) for non-matriculated graduate courses taken not for credit 

(space available basis only). 

 50% tuition reduction for not for credit continuing education courses, on a space available basis, as determined by 

the Registrar.  

 

Regular half-time employees may take coursework on the same terms and conditions as those outlined for regular full-time 

employees, except that they may take a maximum of one course per semester, not to exceed four credits, at the discounted rates. 

 

In the event that an employee receives institutionally funded scholarship or grant assistance, the tuition grant-in-aid will be reduced 

to assure that the employee does not receive more than the cost of the coursework undertaken. 

 

Employees are not eligible for reduced tuition for MSED, CAGS, web-based courses, video courses or for independent study 

courses. In the event that educational programs are created at the University which have as part of their tuition or fee structure 

provisions for payments to a third party, those programs shall be deemed automatically ineligible for reduced benefits under this 

provision. Additional information regarding the Employee Education Benefit may be obtained from the Human Resources office. 

 

4.9.2 TUITION BENEFITS: FAMILIES 

All regular full-time employees of the University of New England are eligible for tuition grant-in-aid benefits for their families at 

the Colleges within the University, according to the following terms and conditions: 

 Regular full-time employees for these purposes are those persons who work a minimum of 35 hours per week (non-

exempt) or 40 hours per week (exempt) for at least nine months of the year in a position that regularly is budgeted as 

a full-time position, or faculty members on regular full-time contract. 

 For these purposes, University Trustees are not regarded as regular full- or half-time employees. 

 Students must satisfy all institutional admissions requirements, and must make application for these benefits through 

the Human Resources Office. 

 No more than two persons from the same family may participate in the tuition grant-in-aid program at one time. 

 Regular full-time employees hired after 7/1/96 will be eligible for a tuition credit for undergraduate course work in 

non-enrollment capped programs for their dependent child(ren) or stepchild(ren) (to age 24) under the following 

terms and conditions: 

Tuition Grant-in-Aid 

Continuous Full-Time Years of Service Percentage           

2 years or less    0% 

2 years, 1 day to 5 years   25% 

5 years + 1 day        50% 

    The student must be a full-time matriculated undergraduate student 
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 Regular full-time employees hired on or before 7/1/96 will be eligible for tuition credits for dependent children and 

stepchildren (to age 24). The credits are computed as a percentage of undergraduate tuition, and increase in amount 

as continuous years of regular full-time service increases, as follows: 

 

The University will credit the eligible student's tuition account for established percentages of undergraduate tuition 

costs, depending upon the employee's years of continuous service, subject to #10 and #11 below: 

 

Tuition Grant-in-Aid 

Continuous Years of Service  Percentage           

1 year or less     0% 

1 year, 1 day to 4 years   25% 

4 years, 1 day to 6 years       50% 

6 years + 1 day     75% 

 

Faculty members employed in the College of Osteopathic Medicine on or before July 1, 1984 are exempted for 50% 

tuition reduction for tuition in the College of Osteopathic Medicine for their dependent children. 

 

 Spouses and domestic partners of regular full-time employees employed for at least one year may take one course per 

semester (not to exceed 4 credits per semester) at a discount that effectively reduces the costs as follows: 

 

 Tuition for non-enrollment capped undergraduate courses will be reduced to $100. 

 Tuition for non-matriculated social work will be reduced to $200. 

 Admission to courses will be on a "space-available" basis, as determined by the registrar. 

 Spouses are not eligible for reduced tuition for MSED, CAGS, web-based courses, video courses, 

independent study courses, non-credit continuing education courses, or for courses in the UNEit Program. 

In the event that educational programs are created at the University which have as a part of their tuition or 

fee structure provisions for payments to a third party, those programs shall be deemed automatically 

ineligible for reduced tuition benefits under this provision. 

 Student eligibility for participation in this program shall commence on the beginning of the semester following the 

employee's attainment of the requisite years of service.  Eligibility for increase in the percentage of tuition grant-in-

aid shall commence at the beginning of the semester following the employee's attainment of the requisite years of 

service. 

 As a condition of continuing eligibility for tuition grant-in-aid, the student must maintain satisfactory standing per 

institutional policy. 

 In the event of the termination of employment of an employee whose family member(s) are receiving tuition grant-in-

aid, such grant-in-aid shall cease upon the expiration of that semester. 

 Students are required to make all reasonable efforts to apply for federal, state, and local grants for which they may be 

eligible as a pre-condition for eligibility for grant-in-aid consideration.  The student must consult with the Financial 

Aid Office regarding available aid programs. 

 In the event that the combination of external scholarships, external grants, and tuition grant-in-aid is in excess of the 

total tuition, the excess will be deducted from the grant-in-aid. 

 Upon separation from the University, students shall not be eligible for refunds of tuition grant-in-aid funds. 

 Students are eligible for up to eight full-time semesters of tuition grant-in-aid benefits, or the equivalent number of 

credit hours. 

 If a regular full-time employee with six or more years of service dies while in the employ of the University, her 

dependents shall continue their eligibility for tuition grant-in-aid assistance for a maximum of six years beyond the 

date of the employee's death, per terms and above conditions. 

 In the event that an employee with 30 or more years of service as a full-time faculty or staff member retires, his or 

her dependent children will continue to qualify for whatever tuition grant in aid benefits that they would have 

qualified for had the parent remained in regular full-time employment. 

 Dependency for purposes of this policy is as defined by the Internal Revenue Service. 
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Family members are not eligible for reduced tuition for MSED, CAGS, UNEit Program, web-based courses, video courses, 

independent study courses, or non-credit continuing education courses. In the event that educational programs are created at the 

University which have as a part of their tuition or fee structure provisions for payments to a third party, those programs shall be 

deemed automatically ineligible for reduced tuition benefits under this provision. 

 

4.9.3 TUITION BENEFITS: FIELD SUPERVISORS AND ADJUNCT FACULTY 

Undergraduate, medical, and graduate credit courses, as well as noncredit/CE/CME workshops and seminars offered by the 

University are open to individuals whom are currently serving, or whom did so during the immediate past year, as adjunct clinical 

faculty supervisor or field supervisors (minimum of 45 hours) of UNE students matriculated in degree programs requiring 

field/clinical placement with supervision. 

 

Eligible individuals must apply and register within the designated time periods. Admittance into the course or program will be on a 

space available basis to be determined by the Registrar's Office in consultation with the appropriate dean (or designee).  Non-

matriculated registrants will be wait listed and notified no later than 5 days prior to the first class if space is available.  Individuals 

wishing to matriculate into a program of study will be notified as soon as it is determined that space is available once full tuition 

students have been accommodated. 

 

Tuition for both credit and noncredit offerings is 50% of the normal rate and must be paid prior to the start of the course/program. 

Eligible participants may enroll in UNE courses/workshops at 50% tuition. Participants are entitled to enroll in one (1) 

program/course/workshop at this rate for each 45 hours of instruction or supervision performed for the University. The appropriate 

Dean will provide verification of eligibility for this benefit. 

 

4.9.4 CIC and TE - TUITION GRANT-IN-AID PROGRAM 

The University participates in the Council of Independent Colleges Tuition Exchange Program (CIC) and the Tuition Exchange 

Program (TE). Under the terms of these programs, dependent children of regular full-time UNE employees are eligible to apply for 

tuition-free acceptance to undergraduate programs of any members of the Council of Independent Colleges or Tuition Exchange 

Program. Restrictions and eligibility requirements apply. For further information, please contact the Human Resources Office staff. 

 

CIC TUITION GRANT-IN-AID PROGRAM  

The University participates in the Council of Independent Colleges Tuition Exchange Program. Listed below are several 

distinctive elements of CIC’s Tuition Exchange Program that provide significant advantages for participants. For further 

information, please contact the Human Resources Office staff.  

 

True Access Program. CIC-TEP has no limitations on the number of exports nor are there any credit-debit limitations.  

 

All Full-time Employees are Eligible. CIC-TEP does not limit exchange benefits to certain groups of employees. As long as 

an employee is designated as full-time by a participating institution, she or he is eligible to receive exchange benefits.  

 

Employees, Spouses, and Dependents Can Participate. CIC-TEP does not limit benefits to the employee’s dependents. 

Employees, spouses, and dependents are all eligible for full tuition benefits.  

 

Optional Waiting Period for Receipt of the Benefit. Institutions have the option of making qualified employees immediately 

eligible or setting a waiting period consistent with their own campus tuition remission programs.  

 

No Hidden Fees. Once an institution has become a CIC member and has paid its annual membership dues, it registers 

(annually) for CIC-TEP and pays the annual institutional registration fee of $350. CIC-TEP does not charge placement fees 

per student exported.  

 

Full Tuition Benefit. Institutions may not grant a partial tuition write-off. All CIC-TEP participants receive a full tuition 

remission benefit for each eligible student.  

 

Institutions Are Not Required to Import More than Three New Students a Year. This provision is designed to protect the host 

institution from being inundated with Exchange students.  
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Host Institutions May Keep the Student’s Pell and State Scholarships. In order to offset expenses for the host institution and 

provide an additional benefit, CIC-TEP allows institutions this privilege.  

 

Lists of Participating Institutions. CIC maintains an easily accessible and current listing of CIC-TEP participating institutions. 

Early registration provides maximum opportunity for student choice.  

 

Not Restricted to Full-time Undergraduates. Some host institutions may permit students to enroll in part-time, graduate, or 

study-abroad programs. (Eligibility for graduate program benefits is limited to the employee and spouse.)  

 

National and International Exchange Opportunities. Benefits are not limited to national exchanges. The CIC-TEP provides for 

international exchanges when exporting and host institutions allow it.  

 

TUITION EXCHANGE 

 

Eligibility: The program is available to regular full-time UNE employees who have completed ten years of uninterrupted full 

time service (or its equivalent) with the University by their date of application.    

 

Employees must continue to be employed full time by The University of New England for the full duration of the tuition 

exchange period in order for the benefits to continue. 

 

Only natural and legally adopted children or step children of the employee that meet IRS dependency requirements are 

eligible to apply. If questions arise, Human Resources will determine the eligibility of dependent children by utilizing the IRS 

dependency requirements.  

 

The scholarships are limited to full time undergraduate study programs only.  

 

They are not available for part-time study, graduate school, summer session, intersession, external degree or study abroad. 

 

Duration and Coverage: Because the University must balance the number of TE students it “exports” with those it “imports” 

or enrolls at the University, there are a limited number of export scholarships available.  

 

The maximum individual TE benefit will be eight semesters and will cover 100% of tuition. The University has established 

the following guidelines for awarding Tuition Exchange eligibility: 

 

1) Seniority of employee-length of service at University of New England 

2) All things equal, academic achievement will be considered. 

3) A maximum of two TE scholarships will be awarded each year. 

 

Students renewing their TE scholarship must meet College eligibility guidelines anew each year and be re-certified by the 

Tuition Exchange Committee. 

 

The deadline for employees to submit tuition exchange applications for consideration for any academic year is 

September 30th of the prior year. For example, if an employee’s child is applying for college acceptance for next fall, the 

tuition exchange application is due in Human Resource Office by the previous September 30th. Applications submitted after 

that date will be reviewed on a case by case basis. 

 

4.9.5 STAFF DEVELOPMENT 

Whenever possible, the University will provide in-house training sessions to enhance the skills and performance of employees. 

 

The University encourages employees to apply for any financial support available to further their education in job-related courses, 

seminars, or workshops. Employees are encouraged to enroll in UNE courses as a means of furthering their education. Employees 

are also encouraged to join and become active in professional associations relevant to their occupations. 
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4.10 LEAVE TIME 

 

4.10.1 HOLIDAYS 

The University guarantees its employees at least twelve paid holidays per year.  The holiday schedule, which may vary for a 

variety of reasons (but which will always have at least twelve holidays), will be posted by June 1 of each year.  When a holiday 

falls on a Saturday or Sunday, it is observed on the preceding Friday or the following Monday. 

 

ELIGIBILITY  All regular full- and regular half-time employees (except 9 and 10 month faculty) are eligible for paid 

University holidays.  An employee cannot commence and end employment at the University on a holiday, unless they work on 

that University holiday for a department requiring holiday work time.  

 

The usual and customary University holidays are as follows:  (Recognized on Mondays thru Fridays and not on Saturdays or 

Sundays). New Year's Eve     1 day 

New Year's Day     1 day 

Martin Luther King Holiday   1 day 

Memorial Day     1 day 

July 4th      1 day 

Labor Day     1 day 

Thanksgiving Day    1 day 

Day after Thanksgiving    1 day 

Christmas Eve     1 day 

Christmas Day     1 day 

Floating Holidays     2 days 

 

4.10.2  FLOATING HOLIDAYS    

In recognition that people have different needs to celebrate different holidays, regular full- and regular half-time employees (except 

9 and 10 month faculty) will earn the maximum of two floating holidays per year (earning dates October 1 and March 1).  Eligible 

full-time faculty and staff earn 8 hours twice a year.  Eligible half-time faculty and staff earn 4 hours twice a year.  The maximum 

floating holiday accumulation is 16 hours for eligible regular full-time faculty and staff and 8 hours for eligible regular half-time 

faculty and staff.  Once these maximums are accumulated, no further accumulation will be earned and any further accumulation 

will be forfeited to the extent of these maximums. 

 

It is expected that at least two week’s notice in writing should be given to the supervisor to request a floating holiday.  Floating 

holidays can be used only after it has been earned, approved in advance by the supervisor, and is to be accounted for on time 

sheets and leave reports.  Floating holidays are not payable upon termination of employment.   

An employee cannot begin or end employment with payment of a holiday or floating holiday. 

 

4.10.3 RELIGIOUS HOLIDAYS 

Employees wanting time off for observance of a religious holiday should request the time off with sufficient advance notice to 

allow the supervisor to accommodate both the employee's and the department's needs.  The time off may be taken without pay, or 

from accrued vacation, personal time, or earned floating holidays. 

 

4.10.4 PERSONAL LEAVE 

Regular full-time faculty (including 9 and 10 month faculty) and staff earn 8 hours of personal leave upon attaining one year of 

continuous service, and 8 hours per year thereafter on their employment anniversary date of hire.  Regular half-time faculty and 

staff earn 4 hours per year in the same manner.  The personal leave must be used within the anniversary year following posting; 

otherwise, the subsequent employment anniversary year posting will not occur in its entirety and the faculty or staff member will 

forfeit all or a portion of the new posting.  Personal leave can be used only after it has been earned, approved in advance by the 

supervisor, and is accounted for on time sheets and leave reports.  Personal leave is not payable upon employment termination.   

An employee cannot end employment with payment of personal leave. 
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4.10.5 VACATION LEAVE 

EARNING RATES 

Regular full-time exempt non-faculty personnel and regular full-time 12 month faculty members earn four weeks (or 160 hours) of 

vacation leave per year.  Notwithstanding the fact that vacation is earned on a monthly pro-rata basis (13.33 hours per month), 

employees in service on June 1 (the beginning of the fiscal year) will have access to their full vacation accumulation on that date.   

 Vacation leave earnings for salaried hires during the fiscal year (after June 1); will be calculated at the rate of 13.33 hours for each 

full completed calendar month of service remaining in the fiscal year.  Vacation time is not vested to the employees, and must be 

used by May 31 of the fiscal year, or it will be forfeited.    

 

Regular full-time non-exempt personnel who work twelve months per year earn ten days vacation time for each of their first three 

years of continuous service, fifteen days per year for the fourth and fifth years, and twenty days per year after completion of five 

years of continuous service.  A continuous year of service is met with 12 consecutive calendar months of service, as defined below. 

 Vacation time is earned on a monthly pro-rata basis.  Non-exempt personnel will earn, use, and forfeit vacation time under the 

same terms and conditions as exempt personnel, excepting that the earning rate is different as noted in this policy.   

 

Regular full-time hourly or salaried non-faculty personnel who work nine, ten, or eleven months per year earn 9/12ths, 10/12ths, or 

11/12ths (respectively) of the leave time earned by their twelve month counterparts with the same length of service under the same 

rules as noted in this policy.  

 

Regular half-time employees working at least nine months per year earn one half the vacation time earned by their full-time 

counterparts working the same number of months with the same length of service, under the same rules as above.  

 

COMPLETED CALENDAR MONTH OF SERVICE 

Vacation time is earned by both exempt and non-exempt paid personnel on a monthly pro-rata basis, and is earned on the basis of 

completed calendar months of service.  A calendar month of service is a month in which an employee works on the first working 

day of the month and the last working day of the month.  For example, if the 1
st
 of the month is a Sunday and the employee is hired 

(works) on the Monday the 2
nd

, they begin earning vacation time for that first month.  Also, if the last day of the month is a 

Saturday and an employee is employed (works) through that Friday, the employee earns vacation time for that month.  As noted in 

other leave time provisions, the last day of employment cannot consist of use of leave time such as sick leave, personal leave, 

floating holiday, and other leave time.  

 

LEAVE OF ABSENCE 

Vacation time will cease to accrue when an employee has been on a leave of absence, for any reason, for one full calendar month.  

A leave of absence for vacation time is defined by not having physically worked at least one day in that calendar month.  

Employees recording any type of leave time to account for all the pay days in the month, but not working at least one day in that 

calendar month, will not earn that month of vacation accrual. 

 

USAGE 

A written request for vacation time should be made by the employee and approved by the supervisor as far in advance as possible. 

Vacation time can be taken  in increments of at least .25 hours.  It is recognized that there are times when University needs, such as 

graduation or the opening of school, may restrict some department’s personnel use of vacation time.  It will be up to the supervisor 

in those departments to make those times clear to  personnel and to schedule appropriate staffing to cover during those times. 

 

MAXIMUM ACCUMULATION AND MAY 31
st
 USAGE REQUIREMENT   

Vacation time cannot be carried forward from one fiscal year to another. Time not used shall be forfeited. Vacation time is not 

vested to the employee.  It is the employee’s responsibility to assure that vacation time is used by May 31
st
 of each fiscal year 

and not forfeited.   

 

VACATION LEAVE ADVANCE AT TERMINATION 

All employees receiving their vacation time advance, as noted above, should understand that they are being given access to 

vacation leave prior to actually having earned it.  Accordingly, if they should terminate employment having used more vacation 

than they have earned, they shall reimburse the University (by direct deduction from their paycheck, or if insufficient, by 

immediate repayment) for the shortfall.  
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UNUSED EARNED VACATION TIME AT TERMINATION  

Unused earned, and non-forfeited, vacation time shall be paid to the employee or his/her beneficiary in the event of termination of 

employment, retirement, or death.  

 

4.10.6 SICK LEAVE 

Sick leave is provided to regular full- and regular half-time faculty and staff as a form of short-term disability coverage.  This 

is designed to protect the employee from loss of income should the employee become ill or temporarily disabled and are 

unable to work. Medical evidence may be required as a pre-condition for payment of sick leave benefits. 

 

Sick time may be used:  

 When the employee is unable to work because of illness or injury. 

 When the employee has a scheduled medical or dental procedure or check-up. 

 When the employee is required to care for the employee’s sick child, parent, domestic partner, or spouse who has an 

illness other than a serious health condition.  If an employee has exhausted paid sick leave prior to taking up to 40 

hours of paid leave during a 12 month period for an ill child, domestic partner or spouse, the employee may utilize 

other available accrued paid leave such as paid vacation time to complete taking up to 40 hours for this type of 

absence.   

 When the employee is required to care for the employee’s child, domestic partner, or spouse, when they have a 

serious health condition as defined by the family medical leave policy. 

 

 When the employee has been out due to a Workers’ Compensation claim, sick time may be used for the first 40 

hours of the Workers’ Compensation waiting period.  After Workers’ Compensation pays an employee for this time 

away from work, employee is required to reimburse the employee’s sick bank with the Workers’ Compensation 

check.  See the Human Resources Department for information on processing any leave. 

 

COMPLETED CALENDAR MONTH OF SERVICE 

Sick time is earned by both exempt and non-exempt paid personnel on a monthly pro-rata basis, and is earned on the basis of 

completed calendar months of service.  A calendar month of service is a month in which an employee works on the first working 

day of the month and the last working day of the month.  For example, if the 1
st
 of the month is a Sunday and the employee is hired 

(works) on the Monday the 2
nd

, they begin earning vacation time for that first month.  Also, if the last day of the month is a 

Saturday and an employee is employed (works) through that Friday, the employee earns sick time for that month.  As noted in 

other leave time provisions, the last day of employment cannot consist of use of leave time such as sick leave, personal leave, 

floating holiday, and other leave time.  

 

EARNING RATE   Regular full-time personnel earn sick leave at the rate of eight hours for each completed calendar month of 

service. A calendar month of service is a month in which a person is employed on both the first and the last days of the month. 

 

Regular half-time employees earn one half the sick-leave earned by their full time counterparts.  Sick leave is earned by 

probationary employees, but is not available for use until they attain non-probationary status. 
 

Sick leave will cease to accrue when an employee has been on a leave of absence, for any reason, for one calendar month. A leave 

of absence for sick time is defined by not having physically worked at least one day in that calendar month. 

 

MAXIMUM ACCUMULATION   The maximum sick leave accumulation is 960 hours for regular full-time eligible employees 

(480 hours for regular half-time eligible employees).  Unlike vacation leave, sick leave is intended to be used only if medical 

necessity requires it.  Thus, like insurance, unused amounts are not paid upon termination of employment. 

 

USAGE   When an employee is unable to work because of personal illness or the need to care for family members (see above) 

who are ill, the employee's immediate supervisor should be notified as early as possible during the first day of the absence.  

Medical evidence may be required as a pre-condition for payment of sick leave benefits.  Inappropriate use of sick leave may be 

cause for disciplinary action.  If an administrative closing day occurs while an employee is on sick leave, that sick day WILL be 

charged to the employee’s sick bank. 
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SICK LEAVE ADVANCE   Those employed for at least one year may apply to borrow up to ten days of sick leave not yet 

earned.  Responsibility for approval shall rest with the Dean or Senior Administrative Officer, as appropriate, after consultation 

with the Assistant Vice President of Human Resources and the employee's supervisor, and shall take into account both institutional 

needs and the compelling nature of reasons prompting the request. 

 

As a condition of receiving advanced sick leave, an employee must agree in writing to re-pay any advanced sick time still not 

earned and recredited at the time of employment termination.   The Authorization For Sick Leave Advance form is required to be 

fully completed and authorized.   Furthermore, additional sick leave use will not be permitted until advanced time has been earned 

and re-credited. 

 

4.10.7 CATASTROPHIC LEAVE 

It is the policy of the University of New England that eligible employees who experience a catastrophic illness may petition 

for additional paid leave time from the Catastrophic Leave Bank. 

 

Those eligible to petition for catastrophic leave benefits must have been employed by the University on a regular full- or half-

time basis for at least two continuous years, must have experienced a catastrophic illness which results in a substantial loss of 

income because of exhaustion of earned sick, vacation and holiday leave, exhaustion of borrowed sick leave; and must in the 

opinion of the Catastrophic Leave Committee, have no history of injudicious use of sick leave. 

 

 

DEFINITIONS: 

  

CATASTROPHIC ILLNESS  - A medical condition as certified by a physician, which requires an employee's absence from 

work for at least 30 working days which results in a substantial loss of income to the employee because of the exhaustion of earned 

sick, personal, and holiday leave, and exhaustion of borrowed sick leave. 

 

MEDICAL CONDITION - A personal emergency, limited to catastrophic and debilitating medical situations, severely 

complicated disabilities, and severe accidental injuries which cause the faculty or staff member to be incapacitated from the 

performance of assigned job duties, which require a prolonged period of recuperation, and which require the employee's absence 

from duty as documented by a physician. Disabilities resulting from normal pregnancy, common illness, elective surgery, or illness 

covered by short-term disability insurance, long-term disability insurance, or Workers’ Compensation do not qualify for 

catastrophic leave. 

 

PROLONGED PERIOD OF TIME - A Prolonged Period of Time means a continuous period of time; whereby, a medical 

condition prevents the employee from performing his or her duties. A prolonged period of time is interpreted to be a minimum of 

30 working days. 

 

GUIDELINES 

 No employee shall be eligible for approved Catastrophic Leave in excess of two weeks and in no case shall 

Catastrophic Leave be granted beyond the date that the physician certifies that the employee is able to return to work. 

 No employee shall be eligible for Catastrophic Leave when the illness or injury is or may be covered by Workers’ 

Compensation. 

 No employee shall be approved for Catastrophic Leave unless the employee has provided a medical certification 

from the physician supporting the absence, and setting forth that the employee is and will continue to be 

incapacitated from performing the employee's job due to catastrophic illness.    

 Catastrophic Leave which would result in a negative balance in the Catastrophic Leave budget will not be approved. 

 Applications for Catastrophic Leave shall be reviewed by Human Resources on a first-filed, first-considered basis 

and will forward requests to the President for a decision which shall be final, binding, and non-grieveable. 

 

PROCEDURES -   Employees who desire to apply for Catastrophic Leave should write a letter of application to the Associate 

Vice President of Human Resources who will consider the request at the earliest reasonable opportunity and forward 

recommendations, within 5 days, to the President, whose decision will be final.  The letter should specify the reason prompting the 
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request, the amount of leave requested, the beginning and ending dates of the leave, and a certificate from the employee’s 

physician as described above. 

 

For purposes of this policy, Catastrophic Leave is a leave category that may be used, if approved, to fund a disability leave of 

absence. The availability of Catastrophic Leave does not change in any way the maximum time that disability leave may be 

available to an individual. 

  

While an employee is using Catastrophic Leave, benefits continue in full force on the same terms and conditions as a disability 

leave of absence. 

 

4.10.8  FAMILY MEDICAL LEAVE 

An employee is eligible for leave under this policy if the employee has been employed by the University for a total of at least 12 

months.  They need not be consecutive months. 

 

Leave is available under the following circumstances: 

 

 Birth of the employee’s child, the employee’s domestic partner’s child or the employee’s civil union partner; 

 Placement of a child (16 years of age or less) with the employee, the employee’s domestic partner, or the employee’s civil 

union partner, in connection with the adoption of the child by the employee, employee’s domestic partner or employee’s 

civil union partner; 

 

 Serious health condition of the employee’s child, domestic partner’s child, civil union partner’s child, parent, spouse, 

domestic partner, civil union partner; 

 Serious health condition of employee; 

 The donation of an organ of the employee for a human organ transplant; or, 

 Qualifying exigency (as defined below) arising out of the active duty or call to active duty status of a spouse, domestic 

partner, civil-union partner, son, daughter, or parent; 

 Military caregiver leave for a spouse, domestic partner, civil-union partner, son, daughter, parent or next of kin of a 

covered service member in the line of duty while on active duty that may render the service member medically unfit to 

perform the duties of her office, grade, rank or rating. 
 

DEFINITIONS: 

 

SERIOUS HEALTH CONDITION – An illness, injury, impairment or physical or mental condition that involves: 

       

A.  Inpatient care in a hospital, hospice or residential medical care facility; or 

B. Continuing treatment by a health care provider. 

  

A serious health condition includes any period of incapacity related to pregnancy or for prenatal care. 

 

DOMESTIC PARTNER –  

A. A mentally competent adult; 

B. Legally domiciled with the employee for at least 12 months; 

C. Not  legally married to or legally separated from another individual; 

D. The sole partner of the employee and expects to remain so; 

E. Not a sibling of the employee; and 

F. Jointly responsible with the employee for each other’s common welfare as evidenced by joint living             

       arrangements. 

 

SIBLING -  For the purpose of this Handbook, a sibling, who lives with the employee such that the employee and the employee’s 

sibling are jointly responsible for each other’s common welfare as evidenced by point living arrangements and joint financial 

arrangements. 
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PARENT – A biological, adoptive, step, or foster father or mother, or any other individual who stood in loco parentis to the 

employee when the employee does not include “in law.” 

 

SON or DAUGHER – A biological, adopted, or foster child, a stepchild, or legal ward or a child for whom the employee stand in 

loco parentis, who is either under age 18, or age 18 or older and incapable of self-care such that the adult child requires active 

assistance or supervision to provide daily self-care as defined by the Family Medical Leave Act. 

 

COVERED MILITARY MEMBER – A family member who is on active duty status in support of a contingency operation as a 

member of the Army National Guard, Army Reserve, Navy Reserve, Marine Corps Reserve, Air National Guard, Air Force 

Reserve, and Coast Guard Reserve or a retired member of the Regular Armed Forces or a reserve component.  A covered military 

member does not include a family member who is on active duty or call to active duty as a member of the Regular Armed Forces. 

 

Qualifying Exigency: 

 

1. Short-notice Deployment – To address any issue that arises from the fact that a covered military member is notified of  a 

contingency operation seven or less calendar days prior to the date of deployment.  Leave taken for this purpose can be 

used for seven calendar days beginning on the date a covered military member is notified of an impending call to active 

duty. 

 

2. Military Events and Related Activities – To attend any official ceremony, program, or event sponsored by the military 

that is related to the active duty or call to active duty status of a covered military member; and to attend family support or 

assistance programs and informational briefings sponsored or promoted by the military, military service organizations, or 

the American Red Cross that are related to the active duty status or a covered military member. 

 

3. Childcare and School Activities – To arrange for alternative childcare when the active duty or call to active-duty status 

of a covered military member necessitates a change in the existing childcare arrangement for a child of the covered 

military member. 

 

To provide childcare on an urgent, immediate need basis (but not on a routine regular, or everyday basis) when the need 

to provide such care for a child of a covered military member arises from the active duty or call to active duty status of 

that covered military member. 

 

To enroll in a transfer to a new school or day facility a child of the covered military member, when enrollment or transfer 

is necessitated by the active duty or call to active duty status of a covered military member; and 

 

To attend meetings with staff at a school or daycare facility such as meetings with school officials regarding disciplinary 

measures, parent-teacher conferences, or meetings with school counselors for a child of a covered military member when 

such meetings are necessary due to circumstances arising from the active duty or call to active duty status of a covered 

military member. 

 

4. Financial and Legal Arrangements - To make or update financial or legal arrangements to address the covered military 

member’s absence while on active duty or call to active duty status, such as preparing and executing financial and 

healthcare powers of attorney transferring bank account signature authority, enrolling in the Defense Enrollment 

Eligibility Reporting System, obtaining military identification cards, or preparing or updating a will or living trust. 

 

5. Counseling – To attend counseling provided by someone other than a healthcare provider for oneself, for the covered 

military member or for the child or a covered military member, provided that the need for counseling arises from the 

active duty or call to active status of a covered military member. 

 

6. Rest and Recuperation – To spend time with a covered military member who is on a short-term temporary, rest and 

recuperation leave during the period of a deployment.  Eligible employees may take up to five days of leave for each 

instance of rest and recuperation. 
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7. Post-deployment Activities – To attend arrival ceremonies, reintegration briefings and events, and any other official 

ceremony or program sponsored by the military for a period of 90 days following the termination of the covered military 

member’s active duty status and to address issues that arise from the death of a covered military member while on active 

duty status, such as meeting and recovering the body of the covered military member and making funeral arrangements. 

8. Additional Activities – To address other events which arise out of the covered military member’s active duty or call to 

active duty status provided that the employer and employee agree that such leave shall qualify as an exigency, and agree 

to both the timing and duration of such leave. 

 

 

ONCE ELIGIBILITY IS ESTABLISHED: 

 

 Employee may take 12 total workweeks on a 12-month period.  A rolling 12-month period shall be measured 

backward from the date an employee uses any FMLA leave.   

 

 With regard to military caregiver leave, an employee may take up to 26 weeks of leave during a single 12-month 

period to care for a service member with a serious injury or illness.  The single 12-month period in which the 26 

weeks of leave entitlement may be taken shall be measured forward from the date of an employee’s first FMLA 

leave to care for the covered service member.  During this single 12-month period, an eligible employee’s 

FMLA leave entitlement is limited to a combined total of 26 workweeks of FMLA leave for any qualifying 

reason. 

 Leave may be taken on an intermittent basis for a serious health condition of an employee or employee’s spouse, 

child or parent.  Leave taken after the birth or placement of a child for adoption or foster care may not be taken 

intermittently.  However, intermittent leave is permitted before the birth of a child or placement for adoption or 

foster care if an absence from work is necessary for prenatal care or if an absence is required for the placement 

for adoption or foster care to proceed (examples include; counseling sessions court appearances, and physical 

examinations. 

 

 Leave will run concurrently with other applicable leave time and benefits such as leave time covered by 

Workers’ Compensation or other benefit programs. 

 

Absentee due to unusual circumstances, an employee must follow the University’s regular call in procedures for reporting 

an absence.   

 

If the situation is foreseeable, an employee requesting leave, must also notify Human Resources at least 30 days in advance of the 

requested leave.  The University will require a complete and sufficient medical certification to take a leave and to return to work 

from a leave (if applicable).  The University may also require appropriate documentation to support a military exigency or military 

caregiver leave.  Second and third medical opinions may be required.  For more information please contact the Human Resources 

Office. 

 

Status of Benefits 

As part of the FMLA leave, an employee requesting leave will be required to exhaust all accrued paid leave including sick days 

and vacation days while out on leave. 

 

The University will contribute to the cost of the health insurance of an employee on family medical leave during the leave on the 

same basis as if the employee remained actively employed.  The employee is responsible for the employee portion of her benefit 

which may or may not include; medical, dental, short-term disability, and long-term disability.  Employee must make arrangements 

with Payroll for a attaining a payment schedule. 

 

Benefit accruals, such as vacation, sick leave or holiday benefits, will be suspended after one calendar month of leave; and the 

accrual of such benefits will resume upon return to active employment consistent with the University policy regarding each benefit. 
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Return to Work 

In order for an employee’s return to work to be properly scheduled, an employee on leave is requested to provide the University 

with at least (2) weeks’ advance notice of the date the employee intends to return to work.  When a leave ends, the employee will 

be reinstated to a substantially equivalent position for which the employee is qualified.  If an employee fails to return to work on 

the agreed upon return date, the University will assume that the employee has resigned. 

 

4.11  LEAVE OF ABSENCE 

 

4.11.1 DISABILITY LEAVE OF ABSENCE  

An employee who is unable to work because of a non-work related disabling condition of greater than two weeks duration and who 

is not eligible for family medical leave, or whose serious illness is defined by family medical leave requires the employee to be 

absent from work beyond the 12 weeks available under family medical leave, may request a disability leave of absence. 

 

Requests for a Disability Leave of Absence shall be made to the Vice-President or Dean, as appropriate, through the employee’s 

supervisor in written form as soon as it may be both reasonable and practical.  The Vice President or Dean (as appropriate) will 

consult with the Assistant Vice President of Human Resources prior to approving/disapproving the request.  Whether such leave is 

approved shall be dependent on the needs of the University and whether providing such leave would create an undue burden on the 

University. 

 

This request must be accompanied by a statement from the employee's physician that contains the following information: 

 The nature and extent of the disabling condition; 

 The recommended date for commencement of leave; 

 The expected duration of the leave  

 A medical certification may be requested by the University 

 

The University reserves the option of requiring that the employee be evaluated by a medical professional of the University's 

choice, at the University’s expense. 

 

DURATION -  Employees with less than ten years' service are eligible for up to six months of Disability Leave of Absence, which 

includes any period covered by the Family Medical Leave Act. 

 

Employees with ten or more years' service are eligible for up to twelve months Disability Leave of Absence, which includes any 

period covered by the Family Medical Leave Act.  

Initial requests shall be for no longer than three months, and must be accompanied by acceptable medical documentation. 

 

 

BREAK IN SERVICE- 

If there is a break in service due to the employee leaving the university and being rehired at later date, the following applies to 

establishment of seniority:  Employees that end their employment with the university, but return to employment within one 

year, will have their seniority reinstated as if there were no break in service.  If an employee leaves the employment of the 

university for more than one year, the seniority clock will begin at the time of reemployment and considered as if they were a 

new employee. 

 

DISABILITY INSURANCE - The University has a long-term disability insurance program for regular full-time faculty and staff 

that provides, in combination with Social Security, 50% of salary (to a maximum of $7,500 per month) after 6 monthsnon-

occupational disability. Please consult with the Human Resources Office for additional information. 

 

COMPENSATION - A disability Leave of Absence shall be unpaid, except to the extent that the employee wishes to utilize 

accrued sick leave, vacation leave, accumulated floating holidays and personal days.  An employee may request an advance of sick 

leave of up to ten days. 

 

BENEFITS    - The University will contribute to the cost of the health insurance of an employee on a disability medical leave 

during the leave on the same basis as if the employee remained actively employed.  The employee is responsible for the employee 
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portion of her benefit which may or may not include; medical, dental, short-term disability, and long-term disability.  Employee 

must make arrangements with Human Resources for a attaining a payment schedule. 

 

Leave time will cease to be earned and holidays will not be paid after one calendar month of leave.  They will resume after 

employee has returned to work. 

 

When a leave ends, the employee will be reinstated to a substantially equivalent position for which the employee is qualified.  If an 

employee fails to return to work on the agreed upon return date, the University will assume that the employee has resigned. 

 

4.11.2 NON-DISABILITY LEAVE OF ABSENCE 

An employee desiring time off for reasons other than those specifically provided for by other leave provisions in the Personnel or 

Faculty Handbooks may apply in writing for non-disability leave of absence.  

 

 Requests for a non-disability leave of absence shall be made to the Vice President or Dean (as appropriate) through the employee's 

supervisor in written form at least 2 weeks prior to the start date of the non-disability leave of absence.  The Senior Administrative 

Office or Dean (as appropriate) will make a recommendation to the Associate Vice President of Human Resources and approval of 

the President is required. 

 

This request must state the nature of the circumstances which compel the absence, the commencing date, and the duration of the 

leave requested. 

 

DURATION 

In no event, will a non-disability leave of absence be granted in excess of one year.  Decision to grant a leave, or to limit the 

duration of the leave, will be based primarily upon the following factors: 

 the effect of the leave on the efficient and effective functioning of the department; 

 the compelling nature of the reasons which prompt the request; 

 the employee's length of service. 

 additional factors may be considered as appropriate. 

 

COMPENSATION - A non-disability leave of absence shall be unpaid, except to the extent that accumulated vacation, 

personal, or holiday leave is available. 

BENEFITS - The employee is responsible for BOTH the employee and the employer portion of ALL of her benefits such as; 

medical, dental, short-term disability, and long-term disability.  Employee must make arrangements with Human Resources for a 

attaining a payment schedule. 

 

Leave time will cease to be earned or accrued and holidays will not be paid after one calendar month of leave.  They will resume 

after employee has returned to work. 

 

RETURN TO WORK – When a leave ends, the employee will be reinstated to a substantially equivalent position for which the 

employee is qualified.  If an employee fails to return to work on the agreed upon return date, the University will assume that the 

employee has voluntarily terminated. 

 

4.11.3  CHILDREARING LEAVE 

General: regular full-time and regular half-time employees not eligible for family medical leave may apply for up to 8 weeks leave 

for childrearing following the birth of a child or the adoption or foster care placement of a child under 16 years of age.  Leave 

requests should be written and directed to the supervisor.  Leave requests will be granted subject to the operating needs of the 

employee’s department and the employee’s service record.  One week of such leave will be paid.  Such leaves must commence 

immediately following either the disability leave of absence (if a disability leave of absence has been approved) or following the 

event that gives rise to the leave.  Employees who are on break for the summer when an event arises that might entitle one to 

childrearing leave are eligible for paid childrearing leave only if they are in an unpaid leave status when their contract resumes for 

the fall semester.  Benefits will continue to be paid during the leave period, but other leave time and holidays will not be paid. The 

employee is responsible for continuing to pay for benefits funded by her.  Employees eligible for family medical leave for 

childbirth, adoption, or foster care placement are eligible to have one of those weeks paid as childrearing leave, under the same 
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terms specified above. 

 

4.11.4  PARENTAL LEAVE 

Regular full-and regular half-time employees eligible for family medical leave will be granted 5 days of paid leave, whether or not 

the employee requests extended childrearing leave, at or about the time of birth of a child, or the adoption or foster care placement 

of a child under 16 years of age.  The employee must give as much advance notice to the supervisor as possible.  Employees whom 

are on break for the summer when an event arises that might entitle one to parental leave, are eligible for paid parental leave only if 

they are in an unpaid leave status when their contract resumes for the fall semester. 

 
4.11.5 SABBATICAL LEAVE/ ACADEMIC LEAVE 

Faculty members should refer to the Faculty Handbook for policy guidance on this. 

 

4.11.6  MILITARY/ RESERVE SERVICE LEAVE 

The University supports those persons who choose to perform service in the uniformed service and comply with the Uniformed 

Services Employment and Reemployment Rights Act (“USERRA”).  Pursuant to USERRA, an employee has the right to be 

reemployed in the employee’s UNE job, if the employee leaves her job at UNE to perform service in the uniformed service and the 

employee provides UNE with advance notice of service; the employee has five years or less of cumulative service in the uniformed 

services while with UNE; the employee returns to work or applies for reemployment in a discharge or under other than honorable 

conditions.  If an employee leaves UNE job to perform military service, the employee has the right to elect to continue the 

employee’s existing UNE health-plan  coverage for both the employee and the employee’s dependents for up to 24 months; 

provided the employee pays for the cost of such health insurance continuation.  The University is committed to ensure that 

employees who exercise their rights to perform service in the uniformed service as outlined in USERRA are not subject to 

discrimination or retaliations because of such participation. 

 

The duration of the military leave will be regarded as time worked for purposes of determining eligibility for benefits for which 

seniority or time in service is a factor. 

 

Annual Training 

The University will grant a proper request for a leave of absence of up to two weeks duration per calendar year to enable a person 

to take annual training.  Such request shall be in written form, accompanied by relevant military orders, and shall be made as soon 

as possible.  During the leave, the University will make up the loss, if any, between military leave pay and the employee’s regular 

pay.  The employee is required to document receipt of military pay as a pre-condition for reimbursement.  In the event that the 

employee doesn’t document the military pay received the employee will either be unpaid from University for this two week period 

or the employee may elect to be paid with the use of accumulated leave time such as vacation, personal, and floating holiday, but 

not sick time. 

 

4.11.7 JURY DUTY LEAVE/ WITNESS DUTY LEAVE 

Faculty and staff are encouraged to serve when called upon for jury duty or as court witnesses.  Jury duty leave and witness duty 

leave is to be accounted for on time sheets and leave reports.   For regular full- and regular half-time faculty and staff, the 

University will make up the loss, if any, between reimbursement offered by the court and the employee's regular pay.   

The employee is required to submit documentation of court payments as a pre-condition for reimbursement. 

 

Paid witness duty leave is not available to an employee when the case is a personal case in which the employee or family 

member is the named plaintiff or defendant.  Unpaid leave is available for such circumstances. 

 

4.11.8 FUNERAL LEAVE 

The University provides one day off with pay for regular full- and regular half-time faculty and staff to attend the funeral of 

parents, spouse, children, step parents, stepchildren, siblings, step siblings, grandparents, grandchildren, current in-laws (inclusive 

only of father in-law, mother in-law, brother in-law, sister in-law, son in-law, daughter in-law), or life partner.  The one day is 

determined by the faculty or staff member’s normally scheduled working hours for the day of the funeral.  Funeral time is to be 

accounted for on time sheets and leave reports.  
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4.11.9 BEREAVEMENT LEAVE 

In addition to the funeral leave above, the University provides up to four days of additional paid time off for a regular full- and 

regular half-time faculty and staff member’s bereavement over the death of parents, spouse, child, stepchild, or life partner.  The 

four days are determined by the faculty and staff member’s normally scheduled working hours for the four days used for 

bereavement.  Bereavement days need not be used consecutively, but should be used within a reasonable period of time based 

upon the circumstances.  Bereavement time is to be accounted for on time sheets and leave reports. 

 

4.11.10 SUMMARY: WAYS OF FUNDING VARIOUS LEAVES 

There are a number of ways of funding various leaves.  The chart below describes some major leave categories on the left, and 

funding mechanisms across the top of the chart. 

 

 

 

FUNDING SOURCES 

 

 
 

 

*1 = upon approval of Supervisor and Assistant Vice President of Human Resources 

*2 = must be approved. Available only in extraordinary circumstances 

*3 = only if due to childbirth or adoption, per policy 

4.12  STATUTORY BENEFITS 

Statutory benefits are those benefits provided on behalf of each employee by the University as required by law. They include: 

 

SOCIAL SECURITY 

All employees are covered by the Federal Social Security Act.  Social Security pays benefits when employees retire, become 

disabled, or die.  Employees and the University pay taxes for this benefit.  The employees' taxes are deducted from their pay, and 

the University matches these taxes dollar for dollar.  The federal government sets a limit each year on earnings which are taxed and 

a tax rate, or percentage is applied to that limit.  For more information on social security benefits and the limits established each 

year, contact the Office of Human Resources. 

 

WORKERS’ COMPENSATION 

The University carries insurance to cover the cost of employee’s work-related injuries or illnesses.  This benefit pays for medical 

treatment and part of an employees’ income lost while recovering.  All work-related injuries, including minor ones, must be 

reported on the day of injury to the supervisor and to the Office of Human Resources to benefit from this program.  An Accident 

Report form must be filled out by the employee and supervisor.  Forms may be found on BENERGY website.  See 6.52 for login 

information. 

http://www.une.benergy.com/
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UNEMPLOYMENT INSURANCE 
Under State laws, unemployment benefits are provided to those employees who are terminated from employment for reasons other 

than willful misconduct or voluntary resignation without good cause attributable to the employment. 
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5.00 FACILITIES AND SERVICES 

 

5.1 FACILITIES SCHEDULING 

 

PORTLAND CAMPUS    For University business only, reservations and scheduling of space are done through the Student 

Administrative Services Center.  Non-university functions should be arranged through the University Campus Conferences 

Office. 

 

BIDDEFORD CAMPUS   University facility reservations and scheduling for on-campus activities are done through the 

Scheduling (Registrar’s) Office. Outside groups or employees wishing to reserve a space to hold non-University events on 

campus must do so through the Conferences Office. 

 

5.2 DENTAL CLINIC 

Regular full-time employees, their spouses, partners, and dependents may use the following services of the University's Portland 

Campus dental hygiene clinic at nominal charges: preventive services, including oral inspection, teeth scaling, fluoride treatment, 

and x-rays.  Regular half-time employees are eligible for this benefit for themselves, but not for dependents.  Services are provided 

by students under the guidance of qualified faculty members.  Since this is part of a student's educational experience, patients 

should expect two-hour appointments.  For further information or to make an appointment at the clinic, call the clinic at 797-8999. 

 

5.3 CAFETERIA/DINING HALL 

The dining hall on the Portland Campus is located in Alexander Hall; the dining hall on the University Campus is located in 

Decary Hall.  Each dining hall is for the use of students, faculty, staff and guests.  A variety of hot and cold meals is provided 

at a minimal charge. 

Full, half, and part-time faculty and staff members are offered discounted prices for breakfast, lunch and dinner meals, upon 

the presentation of a faculty or staff identification card. 

 

There are three retail food locations on the University Campus.  "The Hang" is located in the Campus Center and features a casual 

lunch menu (burgers, pizza, salad, sandwiches) at modest prices. The Windward Café located in the new Bush Center, features 

Starbucks coffee, Freshens smoothies and a full range of hot and cold items served in a relaxed atmosphere.  There is also a snack 

bar in the Alfond Center for Health Sciences. 

 

5.4 BOOKSTORES 

The bookstore is located in Alexander Hall on the Portland Campus, and in the Campus Center on the University Campus, and is 

available to all students, faculty, staff, alumni, and visitors.  The bookstores stock a variety of text books, trade books, local and 

national newspapers, stationery, pens, paper, candy, discounted movie tickets, and greeting cards as well as a wide selection of 

Portland Campus and University of New England gift items.  A discount is available to staff on many items purchased at the 

bookstores.  An identification card must be presented by faculty or staff in order to receive the discount. 

 

5.5 LIBRARY RESOURCES 

 

The Josephine S. Abplanalp Library on the Portland campus and the Jack S. Ketchum Library on the Biddeford campus are 

resources for personal as well as professional use.  The Libraries are open to the public and are available to all students, alumni, 

faculty, and staff members.  A valid UNE ID card is required to check out materials.  As a member of cooperative library 

networks, the Libraries are able to provide access to information and library resources throughout the region, the nation, and the 

world.  A complete description of library services may be found at: http://www.une.edu/library/services/libinfo.asp. 

 

5.6 CAREER CENTER 

The Career Services Office on each campus offers career oriented services for students, such as self-assessment, career 

exploration, job listings and training in job search skills.  The services are also available, on-a-limited-basis, to employees for 

guidance in such areas as educational and career goal setting.  Instruments such as the Meyers-Briggs Type Indicator and the 

Strong Campbell Interest Inventory are available. 
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5.7 CULTURAL AND SPORTS EVENTS 

Faculty, staff, students and the Community are welcome to attend the campus lectures, concerts, art exhibits, sports events and 

other activities which are presented to the community on either of the campuses of the University.  Events may have a minimal 

charge for attendance. 

 

5.8 DISCOUNT PROGRAMS 

The University's Human Resources Office maintains a directory of businesses that have agreed to give discounts for goods or 

services to University of New England faculty, staff, and students.  The directory is available at the Human Resources Office on 

each campus.    Members of the University Community who know of businesses who may be interested in joining the discount 

program are encouraged to consult with the Human Resources staff. 
 

5.9 RECREATIONAL FACILITIES 

Recreational facilities on both campuses include weight machines, cardiovascular equipment, basketball courts, and on the 

University campus, racquetball courts, a swimming pool and an indoor running track. Hours of operation are posted in each 

facility. A faculty or staff identification card is required in order to use these facilities. Each semester, exercise classes are 

available for a reduced fee. 

 

Guests may accompany UNE faculty and staff for a small fee during the week and for free on the weekends. UNE’s recreational 

facilities are considered adult complexes; however, on Friday evenings, Saturdays and Sundays, the facilities accommodate UNE 

full-time and regular half-time employees and their children for free. 

 

5.10 POSTAL SERVICES 

A broad range of postal services is available through the Mail Services Department on the University Campus, located in the 

Facilities Management building.  This includes stamps, mailing of letters and parcels through the U.S. postal service, UPS, or other 

carriers, as well as related services.  These services can be accessed by faculty and staff on the Portland Campus through the 

Copy/Mailroom located in the lower level of Proctor Hall. 

 

5.11 COPY CENTERS 

The Copy Center on the University Campus (in the Facilities Management building) is staffed from 8 a.m. to 4:30 p.m. five days a 

week, to provide high volume copy support to the faculty and staff of the institution. This Copy Center also provides binding, 

folding, cutting, stuffing, mailing, distribution, and fax service.  Color copies are also available.  A Copy Center form must be used 

when requesting services. The turn around time for regular copying is 48 hours, but a longer time is required for large orders.  The 

Copy/Mailroom on the Portland Campus (located in the lower level of Proctor Hall) offers high volume copy support to the faculty 

and staff along with a limited line of other copy center service. 
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6.00 COMMUNICATION 
 

6.1          UNE COMMUNITY E-MAIL 

The University informs faculty and staff of news, events, policy changes, etc. on a daily basis through the use of "UNE 

Community" e-mail.  All faculty and staff are welcome to submit their UNE-related news to the UNE Community e-mail address 

for consideration, but must include a contact name and telephone number; the Communications Office then reviews for appropriate 

content and campus, edits for basic grammar and usage, then distributes to the designated University audiences.   News of note is 

also posted daily to the UNE website under "Faculty and Staff News." 

 

6.2          PUBLICATIONS 

Nexus is the University's alumni magazine published three times a year, and is distributed to all graduates of UNE, Portland and St. 

Francis College, as well as faculty and staff.  It includes the latest news of interest to all groups. The Office also publishes a "Facts 

and Maps" brochure at the beginning of every calendar year that provides basic information on University accomplishments and 

goals, degree programs, and campus maps.   

Numerous brochures, e-newsletters, posters, and other materials are developed and distributed both internally and externally by the 

Communications Office to keep the community informed about UNE news and events. 

 

6.3 TELEPHONE SYSTEM  

The University’s telephone system offers the opportunity to leave, make, transfer and save messages, along with many other 

options.  Once you print and review the basic voicemail training at I:\UNEDocs\Telecom\Voicemail\Basic Voicemail Training, 

you can begin to set up your voicemail box.  

 

Office telephones have the ability to receive and place calls on or off campus.  Certain phones may restrict long-distance calls that 

have been requested by management for local calling only.    

 

Courtesy phones (phones located in the hallways) have the capacity for local calls only.  If you need to find someone’s campus 

extension, you may call extension 2411 for the voice automation.  To make a long distance call from the courtesy phone you would 

need your department billing code that would be provided by your department head.   Please familiarize yourself with the location 

of these phones should you need to report an emergency.   

 

You can help the University maintain quality phone service without increased costs by restricting personal calls and billing 

necessary personal calls to your calling card. 

 

6.4 FAX 

There are fax machines at the University and Portland Campuses.  Fax costs will be charged directly to your department. 

 

Both University campus and Portland Campus fax machines are located in the Mail (Copy Center). 

 

6.5 E-MAIL 

 
6.5.1 GROUPWISE 

The University computers are equipped with the GroupWise E-Mail client which is part of the normal software suite installed on 

University owned computers and laptops.  Most full time and part time employees, excluding adjunct faculty, are added to the 

GroupWise E-Mail system after the employee submits all paperwork to Human Resources and the Supervisor has returned the 

“Account Request Form” to Information Technology Services. 

 

6.5.2     myUNE 

Our student portal and e-mail system, myUNE is your virtual campus.  This is the system used for communicating with students, 

they with you, and with the larger University community as a whole.  MyUNE provides an integrated web-based interface for 

email, personal calendar, course and group tools, and campus news.  MyUNE is one of the primary ways UNE communicates with 

its students.  Faculty members and those taking classes may find course information in myUNE, but U-Online remains the official 

source of your academic information. 
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6.5.2 BENERGY  

UNE Human Resources has established a new benefit website at www.une.benergy.com. 

This website provides employees detailed information regarding benefit options including Medical, Dental, Disability Insurance, 

Life Insurance, and Flexible Spending Accounts. Also included on this site are Plan Highlights, Summary Plan Descriptions, 

Forms, Links, Frequently Asked Questions, and Plan Overview Videos as well as a broad range of general forms and policy 

manuals.   Employees will have the same log in according to their employment status (see below). Please note that this site will not 

contain personal information on any employee and does not take the place of U-Online.  The Human Resources Department’s goal 

is to continue providing the utmost service by enhancing its communication tools and offer systems that are comprehensive and 

user friendly. 

Login (for full time individuals):  uneft 

Login (for half-time individuals):  uneht 

Password (both):    benefits 

 

 

http://www.une.benergy.com/
http://www.une.benergy.com/


University of New England Personnel Handbook Page 44 of 71 

Revision Number: 1                                                                                                                   Effective Date: 09/16/2010 

 

 

 44 

7.00 EMPLOYEE SAFETY AND HEALTH 
 

7.1 ENVIRONMENTAL HEALTH AND SAFETY 

The University commits to providing a safe and pleasant working and learning environment.  To this end, Environmental Health 

and Safety Office (EHSO) have developed an Environmental Health and Safety manual to comply with applicable Federal and 

State laws and regulations.  Also, a University Wide Safety Committee (UWSC) has been established and acts as an advisory 

board to the EHSO in the implementation of the safety manual and other safety issues. 

 

Members of the University community are encouraged to direct any safety concerns they have to the EHSO or any UWSC 

member.  Employees are expected to understand and observe requirements of the safety manual and to conduct their jobs in a safe 

manner, as well as report any hazards of which they are aware. 

 

The University trains its employees in the area of safety which applies to their duties so that they have the information and 

resources to conduct their jobs in a safe manner. 

 

7.2 ON-CAMPUS EMERGENCIES 

The Department of Safety and Security, the unit responsible for safety, security and coordination of emergency services at the 

University of New England-Biddeford campus, is located in the Security Building. Security may be reached twenty-four hours a 

day by dialing extension 366 from any on-campus phone or by dialing 283-0176 from a private phone. 

 

The Portland Security office is responsible for safety, security and coordination of emergency services at the Portland Campus and 

may be reached twenty-four hours a day by dialing (797-7261). 

 

Calls made to Security, at either campus, during regular business hours will be answered by a University switchboard operator who 

will relay your request to a Security Officer.  At any other time, a radio/telephone interconnect will link the caller directly to a 

Security Officer on patrol. Officers are ready to respond to calls for service twenty-four hours a day, seven days a week. 

 

Regular Security Officers are certified in CPR and trained in First Aid. Security Officers make routine vehicle and foot patrols of 

the campus grounds, academic buildings and residence halls, particularly during hours of darkness. 

 

The Biddeford, Saco and Portland Police and Fire Departments are the primary providers of law enforcement, fire protection and 

ambulance services. To report a crime or emergency at any University of New England campus or facility dial 911. After calling 

911, please contact the Campus Security Office at 602-.  

The Department of Safety and Security maintains telephone and radio links with surrounding police agencies. The Biddeford, 

Saco, and Portland Police Departments share concurrent jurisdiction over UNE property with the York County Sheriff’s Office and 

Maine State Police.  

 

Response times will vary according to the nature of the call and the nearness of the closest available unit(s). 

 
7.3 ACCIDENT REPORTING 

Any employee injured in the course of employment is expected to report the accident to her supervisor immediately, and to 

complete and deliver to the Human Resources Office an accident report within 24 hours.  Accident reports are expected even if 

there is no injury, because they are evaluated and create the basis for corrective actions to be taken.  Accident report forms are 

available in the Human Resources Office, the University Health Center, Facilities Management Office, and on BENERGY.  If you 

witness an accident or an injury, please report it to the Campus Security Office. Employees are reminded that failure to report a 

work-related accident in a timely manner may jeopardize eligibility for Workers' Compensation payment for injury-related lost 

time or medical bills. 

 

 

 

 

 

 

http://www.une.benergy.com/


University of New England Personnel Handbook Page 45 of 71 

Revision Number: 1                                                                                                                   Effective Date: 09/16/2010 

 

 

 45 

7.4 VIDEO DISPLAY TERMINAL (VDT) TRAINING 

The University of New England provides education and training to VDT operators for two primary reasons: 

 To decrease the likelihood of injuries 

 To increase employee’s comfort level 

  

This is accomplished by having a training session provided by a VDT/Ergonomic Committee member within thirty days of hire. 

For video display terminal operators who are not newly hired, the University requires either: 

 Attendance at a training session offered in February or March of each year, or 

 An annual individualized work station assessment that is conducted by Occupational Therapy or Physical Therapy 

students, and verified by supervising faculty members 

 

The University encourages all VDT operators to attend the training session, and to get an individualized worksite evaluation, 

regardless of how much time they may spend with a VDT. The University similarly encourages those supervising video display 

terminal operators to undergo training in order that they may be sensitive to the needs of those whom they supervise. 

 

The University requires training of all VDT operators who, in the judgment of their Senior Administrator, spend a substantial 

percentage of their work hours operating a VDT, consistent with the minimum provisions of the law. 

 

The University will take all reasonable measures to provide support to employees who may need to alter or adjust parts of their 

workstation to meet the intended goals of this training. 

 

7.5 COMMUNICABLE DISEASE 

 The University of  New England (UNE) is committed to providing a safe working, living, and learning environment for its faculty, 

staff members, and students.  

Accordingly, the University has developed the following procedures to address concerns about communicable diseases.  

Employees and students who have communicable diseases (including tuberculosis, Hepatitis B, or HIV infection) will not be 

barred from working, teaching, residing, or participating in University-sponsored activities or attending classes at UNE unless the 

individual poses a substantial threat to himself/ herself or others. 

 

For more information on the Communicable Disease Policy see Appendix E of the Handbook. 

 

7.6 SUBSTANCE ABUSE 

The University of New England intends to provide a drug-free, healthful, safe, and secure work environment. Use or abuse of 

alcohol or any other drug in a manner that affects or impairs an individual's ability to carry out her job responsibilities is 

prohibited. In addition, the Drug-Free Workplace Act of 1988 requires that federal grant recipients (such as UNE) take 

several very specific steps to ensure a drug-free workplace. Follow up legislation also requires that employers notify 

employees and students of the health risks associated with alcohol or drug use. As a condition of employment, employees 

must abide by the terms of this policy. 

 

For more information on the Substance Abuse Policy see Appendix F of the Handbook. 

 

7.7 WEAPONS AND FIREWORKS   

Firearms, Firearms Storage, Fireworks, Prohibited Items 

No person shall possess weapons or any device(s) that, in the opinion of the Director of Safety and Security present a danger 

to the community. Examples of weapons include swords, axes, machetes, martial arts weapons of any kind, knives, slingshots, 

paint-ball guns, any device that propels an object including but not limited to pellet guns, ―soft pellet gunsᴁ, bb guns and the 

like as well as bows, arrows, hunting knives and any firearm. Pepper spray and or any other similar product are prohibited 

from all University buildings without the express consent of the Director of Safety and Security. Small "pocket knives" for 

personal use with blades no longer than 2 ½ inches in length are generally acceptable. No person shall possess replica or toy 

firearms that resemble an actual firearm or weapon.  

 

Recognizing that any object could be a potential weapon the Director of Safety and Security shall evaluate any questionable 

object and determine if the device shall be prohibited under the terms of this policy. This policy shall in no way be used to 
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prohibit the possession of kitchen type knives used for food preparation so long as they remain in the owners "kitchen" area. 

Weapons are not allowed on any University-owned or leased property, including parking lots and roadways and are not 

permitted at any University sponsored event on or off University property. The Department of Safety and Security will secure 

and store legitimate hunting devices, target shooting devices and equipment, a reasonable amount of ammunition, paint-ball 

guns or legitimate martial arts weapons for any member of the community that may be picked up upon exiting campus. 

Individuals should contact the Department of Safety and Security if they are unsure if an item would be considered a weapon 

or prohibited item. The officers will work with a community member to make sure the item is stored appropriately.  

 

Any weapon as defined by the policy or determined to be so by the Director of Safety and Security that is found on campus, 

including any Residence Hall space, will be confiscated. The violation will be 64  

addressed expeditiously through the judicial process with related sanctions including the potential of suspension or removal of 

the individual(s) from all campus properties. Violations of this policy by employees/vendors of the university shall be handled 

in accordance with the UNE Employee Handbook and may result in disciplinary action up to and including termination from 

employment. 

 

7.8 WELLNESS 

The University of New England encourages and supports it employees to live healthy lives. To achieve this goal; the Wellness 

Committee, comprised of staff and faculty, has organized different health related activities, programs, and support groups. 

 

Some of the Wellness activities sponsored are a wide variety of fitness classes, mental well-being and stress reduction classes, 

health screenings, health education and nutrition classes. For more information contact any Wellness Committee member. 
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8.00 STANDARDS OF CONDUCT AND DISCIPLINARY PROCEDURES 
 

8.1 ATTENDANCE 

Punctuality and regular attendance are expected of all employees of the University and are essential to the proper functioning of 

the University.   Any employee who is unable to report to work on time or who needs to leave early must notify her supervisor as 

soon as possible.  If the supervisor is not able to be reached, the employee must leave a message with the University's switchboard 

operator.  All time off for vacations must have supervisory approval prior to use. 

Employees who do not give notice for time off (whether it is for sick time, vacation time, or for a personal appointment) will be 

subject to disciplinary action, up to and including termination. 

 

An employee's attendance record other than statutorily protected absences is considered in decisions on continuing employment, in 

disciplinary matters, and in performance evaluation and salary determination. 

 

8.2 CONSENTING RELATIONSHIPS 

The University of New England’s Conflict of Interest Policy strongly discourages consenting romantic or sexual relationships 

between members of the University community when one person has power or authority over the other. The trust and respect that 

students have for faculty and other staff can make if difficult for them to freely reject sexual advances or romantic interest; students 

may even feel flattered by the attention. But faculty and staff have the power to give or withhold rewards such as praise, grades and 

recommendations, which can mean that their romantic or sexual relationship with a student may not truly be consensual. 

 

Romantic or sexual relationships that should be avoided include, for example, those between a faculty member and a student, a 

coach and student athlete, a residential life staff member and resident of a resident hall, or a faculty or staff member with a 

subordinate student or employee. 

 

8.3 SOLICITATION/DISTRIBUTION  

In an effort to assure a productive and harmonious work environment, the University does not allow third parties to solicit or 

distribute literature to employees in the workplace or on University property. 

 

The University recognizes that the employees may have interests in events and organizations outside the workplace.  

Solicitation or distribution of literature concerning these activities may not occur during the working time of either the 

employee doing the solicitation or distribution or the employee receiving the solicitation or distribution.  (Working time does 

not include lunch periods, work breaks or any other periods in which employees are not on duty.)  In addition, distribution of 

literature should not take place in work areas at anytime. 

 

The posting of written materials on University bulletin boards is prohibited.  Bulletin boards are reserved for official 

organization communications on such items as: internal memoranda, job posting, organizational announcements and 

government posters. 

 

8.4          HANDLING CONFIDENTIAL INFORMATION 

Employees of the University may come in contact with information that, if released without authorization or carelessly handled, 

could have critical consequences.  It is important to handle all confidential information with discretion, labeling it "confidential," 

safeguarding it when in use, filing it properly when not in use, and discussing it only with those who have a need to know for a 

legitimate business reason.  All personal and personnel information should be treated as confidential. 

 

8.4.1 DISPOSING OF CONFIDENTIAL INFORMATION 

For security purposes, it is recommended that all confidential material that is to be discarded be shredded and disposed of 

in the recycle bin.  
  

 8.5 COMPUTER ACCEPTABLE USE  

The purpose of this policy is to outline the acceptable use of computer equipment at University of New England. These rules are in 

place to protect the employee and University of New England. Inappropriate use exposes University of New England to risks 

including virus attacks, compromise of network systems and services, and legal issues.  
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For more information on the Computer Acceptable Use Policy see Appendix H of the Handbook. 

 

8.6 PERSONAL APPEARANCE AND DRESS 

It is expected that employees dress in a manner appropriate to their work environment.  

 

8.7 PERSONAL TELEPHONE USE 

Telephone service is provided to each office or department for the conduct of University business.  Personal calls for local 

numbers are permitted if they are brief and infrequent.  Personal calls that result in toll charges must be reimbursed to the 

University. 

 

8.8 GRIEVANCE POLICY 

Non-Faculty employees who feel that there has been a violation, misinterpretation, or inequitable application of University policy, 

or who feel that they have been treated unfairly, may seek redress through the grievance process.  

 

For more information on the Employee Grievance Procedure for Non-Faculty Employees see Appendix I of the 

handbook. 

 

8.9 DISCIPLINARY POLICY 

The University of New England is committed to providing a nurturing and supportive work environment in which faculty and staff 

members can perform to the best of their abilities.  When performance problems arise, the University commits to addressing them 

with full appreciation for institutional expectations of conduct, behavior, and performance, and manifesting full respect for human 

dignity. 

 

It is intended, as much as is possible, that disciplinary interactions be respectful, non-adversarial, non-hierarchical, non-punitive 

and non-parental exchanges of information about expectations between people functioning as adults. 

 

As much as is possible, focus should be placed on creating clear expectations of performance, getting the employee's commitment 

to take effective action to meet those expectations, and creating clear understanding of the consequences of not meeting those 

expectations. As much as the situation permits, the focus should be on mutual problem-solving efforts. 

 

Nothing in these procedures prevents a department from requesting immediate suspension, demotion, or dismissal of an employee 

if the situation, in the opinion of the Senior Administrator, in consultation with the Associate Vice President of Human Resources, 

warrants it. 

 

8.9.1   STEPS IN DISCIPLINE PROCESS: 

 

STEP 1.  ORAL REMINDER 

Oral reminders by immediate supervisors are designed to help the employee recognize problems that may exist. 

After gathering information, observing the situation first-hand when possible, the supervisor should plan a meeting to discuss the 

issue(s). During that private conference, the supervisor should avoid the role of adversary, trying instead to guide the employee as 

follows: 

 State the problem clearly. 

 Identify the changes that are expected. 

 Ask for and listen to the employee's point of view. 

 Encourage the employee to offer solutions. 

 Reach agreement on actions that will be taken and a timetable for that action. 

 

Immediately after the meeting, the supervisor should document the discussion and any resulting agreement in a memo to the 

employee, a copy of which should be forwarded for filing in the employee’s personnel file in the Human Resources Office.  
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STEP 2.  WRITTEN REMINDER 

If the problem continues, the supervisor should have a second conference with the employee.  During the second counseling 

session, the supervisor should continue to pursue a problem-solving approach, rather than a punitive one. The objective is to 

prevent recurring problems, not to punish for prior wrongdoing. During the meeting the supervisor should orally outline the 

issues as listed below.  

 

Following that meeting, the supervisor should provide the employee written notification which includes the following: 

 A statement that this is a written reminder. 

 A clear, objective statement of the problem. 

 The desired changes not made to date. 

 An additional opportunity to correct the problem and the time frame. 

 An offer of assistance as her supervisor. 

 Disciplinary consequences if the problem is not effectively addressed. 

 

The employee's signature should be requested to acknowledge receipt, not necessarily agreement; one copy of the notification 

is given to the employee and one copy is placed in the official personnel file. 

 

STEP 3.  DECISION MAKING LEAVE 

Should the problem continue, the supervisor, in consultation with her supervisor, should meet with the Assistant Vice President of 

Human Resources, to discuss the appropriateness of a decision-making leave for the affected employee.  With the concurrence of 

the Assistant Vice President of Human Resources, the supervisor should confer with the employee, express his/her concerns, listen 

to the employee's perspective on the situation. If the supervisor remains convinced that there is a problem, the supervisor may put 

the employee on a day of decision-making leave.  

The purpose of the leave is for the employee to take time to reflect on her willingness or ability to make commitments to improve 

performance to the level necessary. The leave day is paid, consistent with the non-punitive intention of the policy. 

 

A pre-condition to returning to work after a Decision-making Leave Day will be a conference with the supervisor. Before 

approving return to work, the supervisor must be convinced of the employee's intention and ability to effectively address the 

problem. If the employee is unwilling or unable to make the necessary changes at that time, the employee may resign or may be 

advised to resign. 

 

STEP 4.  EMPLOYMENT TERMINATION 

Should it be necessary to terminate an employee's employment, it should be done after the supervisor's consultation with the 

Assistant Vice President of Human Resources and Senior Administrator. 

 

Nothing in this policy should be construed to mean that disciplinary steps must be taken in sequential order, or that a 

supervisor’s failure to do something that is suggested in this policy should be a basis for invalidating the disciplinary 

action. The University, as an at will employer, retains the right to take disciplinary action as may in its sole judgment, be 

appropriate. 

 

8.9.2     APPEALS 

 

Appeals of disciplinary action may be taken through the steps outlined in the Employee Grievance Procedure 

see Appendix I. 
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9.00 LEAVING EMPLOYMENT 
 

9.1 RESIGNATION 

Employment at the University of New England is entered into voluntarily and employees are free to resign at any time, for any 

reason, with or without notice. Similarly, the University is free to conclude employment relationship at any time, for any reason , 

with or without notice other than for discriminatory reasons described in section 2.3 (see section 9.2 for the Termination Policy), 

except as specifically provided in the Faculty Handbook. 

 

Employees, who decide to leave employment at the University, must give appropriate notice in writing to their supervisors in order 

to leave in good standing.  Leaving in good standing allows the employees to be eligible for re-hire and more positive references.  

Appropriate notice for all exempt employees is a minimum of four weeks.  Appropriate notice for all non-exempt employees is a 

minimum of two weeks. 

 

9.2 TERMINATION 

The University is free to terminate employment at any time for any reason not prohibited by law. 

  

9.3 REDUCTION IN FORCE  

In the event that a reduction-in-force is necessary, the University will endeavor to provide support to help affected employees find 

other employment. 

 

DEFINITIONS: 

 

REDUCTION IN FORCE   For this purpose, a reduction in force means an action to conserve institutional financial resources 

that results in the loss of employment.  It does not mean job loss occasioned by disciplinary action due to poor performance, job 

loss that is an outcome of the expiration of soft funding (such as grants or contracts), job loss that is a result of the expiration of an 

employment contract, or job loss that is the result of the expiration of a job that was intended to be of fixed duration.  The 

University reserves in its the sole discretion, to determine whether a particular job loss is covered by this Reduction in Force 

Policy. 

 

ELIGIBILTIY   Only regular full and half time employees who meet the definition above are eligible to be considered under this 

policy. 

 

CRITERIA  The primary criterion for determining who shall be affected by a reduction in force is identification of the services 

that, while still important, are the least vital in assisting the Institution to meet its educational mission. 

 

Upon identification of the services affected, identification of the individual affected will be done by the appropriate Dean or Senior 

Administrative officer, with the concurrence of the President.  In the event that there is more than one person who could arguably 

be affected by the identified service reduction, the appropriate Dean or Senior Administrative Officer shall make the decision 

based upon the capability of the service area providers to perform their mission with a reduced force level. 

 

The Associate Vice President for Human Resources will review the recommendations of the Dean(s) and/or Senior Administrative 

Officer(s) to assure that only non-discriminatory factors have been used in the process. 

 

NOTICE  -  Generally, notice to affected individuals of a reduction in force will be communicated as quickly as is prudent. 

Notice for faculty shall be given as per the terms of the Faculty Handbook. 
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CONSIDERATIONS   The considerations afforded by the University to those affected by a reduction-in-force shall be as follows: 

 

SEVERANCE PAY   Accrued unused vacation leave shall be paid in full at termination of employment in accord with 

thevacation accumulation policy.  In addition and conditioned upon the employees signing a severance agreement: 

 

 Those continuously employed for :   < 5  Years  = 4 weeks severance pay 

 Those continuously employed for :  > 5  but < 10 Years =  6 weeks’ severance pay 

 Those continuously employed for :    > 10 Years =  8 weeks’ severance pay   

 

UNEMPLOYMENT COMPENSATION - The University will support affected employees in their claims for unemployment 

compensation. 

 

BENEFITS 

 Health Insurance shall continue in full force for the remainder of the month during which employment ceases. 

 Employees have an option to continue health insurance coverage under COBRA after termination of employment at 

group rates, and under group policy terms and conditions, for up to 18 months.   

 

EMPLOYMENT SEARCH SUPPORT 

 Career Counseling (Counseling and Career Center) 

 Interview Skills Training (Career Planning Office/Human Resources Office) 

 Resume Writing Support (Career Planning Office/Human Resources Office) 

 Job Search Techniques Refresher (Career Planning Office/Human Resources Office) 

 Referral to Employment Resources (Human Resources Office)  

 Dissemination of Resumes to area employers (Human Resources Office) 

 

9.4 EXIT INTERVIEW 

Before leaving employment at the University, employees should make an appointment with the Office of Human Resources for an 

exit interview. This interview is for the purpose of soliciting constructive feedback about the employees' work experience at the 

University. This feedback may allow the University of provide a better work experience for other employees. 

 

At this interview the employee will be given COBRA information (see section 9.5), informed of any possible vacation time 

available to be paid upon leaving employment, and briefed about the University's information release policy. 

 

All University property not previously returned to the University (e.g. credit cards, telephone cards, employee identification cards) 

must be returned to the staff of the Office of Human Resources. If there are questions about whether items or information belong to 

the individual or to the institution, the individual's Senior Administrator shall be the arbitrator. Keys should be turned in to the 

Facilities Management Office. 

 

9.5 COBRA BENEFITS 

The Consolidated Omnibus Budget Reconciliation Act (COBRA) allows employees to continue their health coverage on the 

University's group medical insurance plan after they leave employment. These employees are required to cover the cost of such 

continuation coverage.  COBRA rights are provided consistent with Federal law. Current COBRA requirements are summarized 

here, but may be modified any time COBRA is amended. 

 

Under the American Recovery and Reinvestment Tax Act (the "ACT”) employees terminated 9/1/08 thru 12/31/09 may be  

Eligible for COBRA assistance.  Specifically, the ACT provides a 65% government subsidy to employees who are involuntarily 

terminated. For any questions, please consult with Human Resources.  

 

To qualify for COBRA the following conditions must be met: 

 The employee must have left employment for a reason other than gross misconduct. 

 The employee must make timely payments to the insurance company of 102% of the premium cost. 

 The employee is not eligible for Medicare. 
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 The employee is not covered on another group medical insurance plan. 

 The University must have available to employees a group medical insurance plan. 

 

The length of time which an employee may be enrolled in a COBRA plan depends on the following qualifying events: 

 Termination of employment (except for gross misconduct)  Up to 18 months 

 Reduction of the employee's hours which result in the loss of coverage Up to 18 months 

 Death of the employee      Up to 36 months for dependents 

 Divorce of the employee and the dependent spouse   Up to 36 months for dependents 

 The employee becomes entitled to Medicare    Up to 36 months for dependents 

 A dependent child no longer meets the definition of an  Up to 36 months for the child 

Eligible dependent 

       

Former employees’ who are determined by Social Security to be or to have been disabled on the date they terminated employment 

or had their work hours reduced, may be able to continue coverage for themselves and their covered dependents for up to 29 

months. 

Former employees who have coverage with another group medical plan which limits or excludes a pre-existing condition may 

retain coverage under both plans.  

That is, COBRA continuation coverage of the original plan may stay in effect after the employee becomes covered under a new 

plan, as long as the new plan contains a pre-existing condition limitation of exclusion applicable to the employee. 
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10.00 MISCELLANEOUS INFORMATION 
 

10.1        PUBLIC INFORMATION POLICY 

UNE faculty and staff communicate on a daily basis with our various publics or constituencies -- electronically, in print, on the 

phone, and in person.  It is critical that the University speaks with a single voice and responds to the public accurately, 

respectfully, and diplomatically. For these reasons, the following policies regarding public information are to be observed. 

 

PRINTED MATERIAL 

Copies of all materials, announcements and information pieces such as advertisements, direct-mail packages, newsletters, mass 

representations from the University, as well as drafts of news media releases, publications for conferences and special events 

prepared for the public will be reviewed by the Office of Communications regarding the appropriateness of the institutional image 

conveyed and for possible publication strategies.  It is imperative that all units of the university adopt and implement the new UNE 

institutional logo. 

 

Under no circumstances, will mailing lists of special constituencies such as trustees, fellows, donors, alumni, faculty, staff, patients 

or students be conveyed, sold or loaned to any group or individual on- or off-campus without the express permission of the 

Communications Office. 

 

All requests for possible funding (including from public agencies) will be prepared in cooperation with the Communications 

Office. 

 

PERSONAL 

When invited to speak or make a presentation at a meeting held off campus, faculty and staff of UNE need to remember that they 

are representatives of the University, and should conduct themselves accordingly.  While there may be no official meaning 

attached to the presentation, they often will be perceived as representatives of the University. 

 

INQUIRIES 

Inquiries from off campus come in many and varied forms (request for directions to an investigative news report). UNE's response 

to these inquiries should be handled according to the following policies: Anyone can and should answer questions about the 

following only: location and directions, calendar items, names (including correct spelling) of appropriate personnel to whom 

correspondence can be addressed, and items listed in the course catalog (no comments, just listing). 

 

Questions pertaining to programs, faculty, students (specific), admissions and enrollment, tuition and fees, grades, transcripts, 

college policies, personnel, vendors, extracurricular activities and clubs, departmental planning, forecasting or projections, and any 

budgeting areas, information must be referred to the appropriate senior staff for disposition. 

 

Inquiries from media representatives must be referred to the Director of Marketing & Communications, who will route the request 

accordingly.   Related interviews whether on the phone or in person must be arranged through the Office of Communications. It is 

recommended that notes be taken to include the name of the inquiring reporter, the media represented, the subject, and time of the 

inquiry. This information should be forwarded immediately to the Communications Office. 

 

Whenever possible, it is advisable to hold interviews with media representatives on campus.  In the unlikely event of an 

emergency, tragedy or other event that might attract media attention at the University, the President is to be notified at once (24 

hours a day).  All subsequent media inquiries related to the event should be directed to the Communications Office, which will 

coordinate the University's response in keeping with protocols established by the UNE Emergency Response Team. 

  

10.2 COPYRIGHT POLICY 

It is the intent of the University of New England that all members of the University community adhere to the provisions of the 

United States Copyright Law of 1976, as amended (Title 17, U.S. Code).  Members of the University of New England community 

who willfully disregard the doctrine of "fair use" do so at their own risk and assume all liability.  

The use of copyrighted material is strictly governed by Federal copyright law. Guidelines for copyright laws are available in the 

library. 
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10.3 NO PETS ON CAMPUS 

Pets (dogs, cats, etc.) are not permitted in university buildings, including residence halls, with the following exceptions: 

guide/service dogs in the company of their owners; and, small fish, Dogs, cats and other animals are permitted on campus grounds 

only when leashed or in a carrier held by and under the direct control of the owner. The owner is responsible for properly 

disposing of any waste created by the animal. 

 
10.4 LOST AND FOUND 

Valuable items that have been lost and found are returned to the Security and Safety office. Books, etc., will generally be left 

inside buildings where found. Valuable items lost then found on the Portland Campus are returned to the Switchboard located 

in Hersey Hall.  If the Switchboard is closed then items are returned to the Security Office. 

 

10.5  RECYCLING 

Recycling is handled through Campus Services on each campus.  A variety of materials are recycled on both campuses and 

there is a three-bin, color-coded system for waste: grey bins for trash, blue bins for returnable cans and bottles and green bins 

for single-sort recycling.  Plastics #1-7, paper, metal and glass can be co-mingled in the green bins for recycling.  Both 

campuses also recycle cardboard in centrally located dumpsters.  Each campus also has scrap metal and construction recycling 

dumpsters that are emptied periodically.  Many other items are also recycled at UNE such as motor oil, batteries, fluorescent 

light bulbs, cooking oil, computers and electronics, refrigerants, ink and toner cartridges, yard waste and pallets.  Any funds 

raised through recycling and the return of bottles and cans are reinvested into the program and used to support further 

recycling efforts.  All individuals are asked to deposit their recyclable materials into the appropriate container at recycling 

stations on each campus.  For more details about the recycling program, please visit www.une.edu/recycle. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.une.edu/recycle
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APPENDIX A 

 

ANTI-HARASSMENT / ANTI-DISCRIMINATION POLICY 
  

POLICY 

Consistent with state and federal law, the University of New England does not, under any circumstances, tolerate or condone 

discrimination, including but not limited to the harassment of its employees or students on the basis of race, color, sex, disability 

religion, age, ancestry, national origin, sexual orientation or on any basis prohibited by law.  In keeping with efforts to promote and 

maintain an environment in which the dignity and worth of all people is respected, the University of New England considers 

discrimination against students and employees unacceptable and cause for serious disciplinary action, up to and including dismissal 

from the University. 

 

The University of New England is fully committed to procedures that will protect the rights and dignity of all concerned parties, in 

both the prevention and investigation of allegations of discrimination and harassment. 

 

DEFINITIONS 

 

SEXUAL HARASSMENT may involve the behavior of a person of either sex that affects a person of the opposite or same sex, 

and is defined as unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature, 

when: 

 Submission to such conduct is made explicitly or implicitly a term or condition of an individual's employment or 

academic status; or 

 Submission to or rejection of such conduct is used as the basis for decisions affecting that individual's academic 

standing or employment; or  

 Such conduct has the purpose or effect of interfering with an individual's educational experience or work 

performance, or creates an intimidating, hostile, or offensive employment, educational, or living environment. 

 

HARASSMENT on the basis of race, color, disabling conditions, religion, age, sex, citizenship, ancestry, national origin,  sexual 

orientation  or other illegal basis occurs when the conduct of a person or persons has the purpose or effect of interfering with an 

individual's educational experience or work performance, or creates an intimidating, hostile, or offensive employment, educational, 

or living environment. 

 

DISCRIMINATION means to make an illegal distinction in treatment of or to adversely affect one’s status as an employee or 

student based upon race, color, sex, marital status, veteran status, citizenship, disability, religion, age, ancestry, national origin, 

sexual orientation or other basis prohibited by law.   

 

PROCEDURES 

 

Informal Resolution 

The Dean of Students and the Affirmative Action Officer/Assistant Vice President of Human Resources have considerable training 

and expertise in discussing concerns about discrimination and harassment, and can serve as resources for people seeking to 

informally resolve concerns.  They can help to identify alternative ways of resolving the problem, and may also help the 

complainant to draft a formal statement of grievance. 

 

Formal Complaint 

A formal complaint should be filed with one of the University's complaint officers, who are the Affirmative Action 

Officer/Associate Vice President of Human Resources and the Dean of Students.  Normally, the Affirmative Action 

Officer/Associate Vice President of Human Resources is expected to investigate complaints involving employees, and the Dean of 

Students is expected to investigate complaints involving students. 
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APPENDIX A (continued) 

 

ANTI-HARASSMENT / ANTI-DISCRIMINATION POLICY 
 

 

The complaint officer shall immediately begin an investigation.  The purpose of the investigation is to determine whether a 

violation of this policy has occurred.  The complaint officer has an obligation to conduct a thorough and objective investigation in 

a timely fashion, assuring appropriate confidentiality and assuring that the accused has a full opportunity to respond to allegations. 

At the conclusion of the investigation, the active complaint officer will, in consultation with the other complaint officer, submit a 

written report of findings and recommendations to the cognizant Senior Administrator. That Senior Administrator shall act on the 

report and take corrective action as appropriate.  The Senior Administrator shall consult with the President before any decision on 

action is made.  Upon completion of the proceedings, the parties will be promptly informed of the results of the investigation and 

the outcome of the proceedings to the extent permitted by law. 
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APPENDIX B 

 

POLICY ON NONDISCRIMINATION AND ACCOMMODATION OF  

INDIVIDUALS WITH DISABILITIES 
 

The University of New England complies with the Americans with Disabilities Act and the Maine Human Rights Act 

providing for nondiscrimination in employment against qualified individuals with disabilities.  It is the University’s policy to: 

 

1. Ensure that qualified individuals with disabilities are treated in a nondiscriminatory manner in the pre-employment 

process and that employees with disabilities are treated in a nondiscriminatory manner in all terms, conditions, and 

privileges of employment. 

2. Provide applicants and employees with disabilities with reasonable accommodation, to the extent one exists, except 

where such an accommodation would create undue hardship on the University or would create a substantial risk of 

imminent significant harm to the applicant/employee requesting the accommodation or to others. 

 

Procedure for Requesting an Accommodation 

Qualified individuals with disabilities may make requests for reasonable accommodation to the Associate Vice President of Human 

Resources.  On receipt of a request, appropriate manager(s) will meet with the requesting employee to discuss and identify the 

precise limitations resulting from the disability and the potential accommodation that the University might make to help overcome 

those limitations.  Appropriate University representatives may also consult with resources outside of the University, such as a 

requesting employee’s medical provider, in an effort to develop possible accommodations to consider.  The requesting 

applicant/employee is also encouraged to suggest possible accommodations for the University to consider. 

 

The appropriate University representative(s) will determine the feasibility of any proposed accommodation, considering 

various factors, including, but not limited to the nature and cost of the accommodation, and the accommodation’s impact on 

the operation of the University’s activities, including its impact on the ability of other employees to perform their duties and 

on the University’s ability to meet its operational needs. 
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APPENDIX C 

CHILDREN ON CAMPUS GUIDELINES 

 

 
The University of New England values its employees and strives to support them through employment policies and benefit 

programs in an environment where we balance work and family.  We recognize that employees at the University invest a 

significant part of their life’s time on campus, and we understand that there will be times when a child might accompany an 

employee to work.  We want each employee to understand their responsibility for supervision of their child. 

 

Safety is always a primary concern when considering the presence of children (and other visitors) on campus.  The University of 

New England is a diverse environment of classrooms, offices, laboratories, recreational and other common areas.  A number of our 

facilities are not designed for unsupervised public access and, therefore, maintain the same appropriate limited access to children 

/visitors as at other academic institutions.    Visitors to campus are welcome and encouraged.  However, appropriate precautions 

and limitations on visitation are necessary to protect health and safety and to maintain productivity and regulatory compliance.  To 

this end, the University has instituted the following guidelines to ensure the safety and welfare of our employee children (or 

visitors). 

 

EMPLOYEE GUIDELINES 

The following guidelines apply to bringing children to the workplace: 

 Children are not normally to be brought to work; 

 Prior approval of the supervisor is required; 

 The parent or guardian must provide direct supervision at all times.  An exception is made in those areas, like the 

Libraries, where employee children, like the general public, are welcomed; 

 Children should not be left unattended or with other employees; 

 Children should not interfere with workplace activities; 

 Children are not allowed in high-risk areas such as:   

 Laboratories, shops, studios, mechanical rooms, power plants, garages, docks, food 

preparation areas, and fitness centers; 

 Any areas, indoors or out, containing power tools or machinery with exposed moving 

parts; 

 UNE vehicles, boats, or other motorized equipment; excepting incidental travel in a University car, 

truck or van, consistent with the UNE Travel Policy; 

 Any other high-risk areas (no playing in stairwells, elevators or doorways, no access  

to rooftops, construction zones, etc.); 

 Children are allowed in the swimming pool, gymnasiums, and locker rooms in accordance with 

posted guidelines. 

EXCEPTIONS Exceptions to the above restrictions on having children in the workplace may be granted at the 

discretion of the requesting employee's Senior Administrator with the following considerations in mind: 

 That no risk of injury or illness, in excess of everyday risks, are present in the  

workplace; no significant disruption of the working environment of either the requesting 

employee or other employees will occur; 

 The requesting parent and/or guardian signs an agreement promising to indemnify the university 

and its agents and employees for any claims (including attorney's fees and court costs) made 

against the university or its agents or employees that arise out of the presence of the child (or 

visitor) in the workplace.   

 

STUDENT AND VISITOR GUIDELINES 

 A child should not be left unattended while the parent or guardian is attending class 

or conducting any other business or social function on campus; 

 Line of sight supervision by the parent or guardian is required at all times; 
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APPENDIX C 

(continued) 

CHILDREN ON CAMPUS GUIDELINES 
 

 

 

 Children are not allowed in the high-risk areas defined above in the Employee section of this 

guide; 

 

 Children are not allowed in classrooms while classrooms are in session unless the faculty member 

grants permission.  Should a child become disruptive, the student and child may be asked to leave. 

 Parent or guardian must assure that children are not disruptive; 

 Parent or guardian must not leave children unattended at athletic or other University activities 

 

EXCEPTIONS These guidelines do not apply to sports camp and other University of New England sponsored programs for 

children.   
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APPENDIX D 

TOBACCO POLICY 
 

POLICY 

 

The University of New England is an institution committed to the health and well being of our staff, faculty, students, guests and 

community.  Research has shown that smoking and breathing second hand smoke presents health risks and is even debilitating to 

some individuals.  In keeping with this value, the University strives to create a policy that protects the well-being of the campus 

community, yet considers the needs of individuals who smoke.   

 

PROCEDURES 

 

Smoking, the burning of any type of pipe, cigar, cigarette, or similar product is prohibited in all facilities, partially enclosed areas 

such as breezeways and covered walkways, and vehicles owned, leased, or rented by the University.  Smoking is also prohibited 

within 50 feet, approximately 20 paces, of any structure owned and/or operated by the University of New England, including 

residence halls. 

 

Organizers and attendees at public events using UNE facilities, such as conferences, meetings, public lectures, athletic events, 

social and cultural events will be required to abide by the University Tobacco Policy.  Organizers of such events are responsible 

for communicating and enforcing this policy. 

 

Distribution and advertisements of tobacco products are prohibited. 

In an effort to support those who wish to quit smoking, the University will support a variety of tobacco cessation information 

programs and other efforts as deemed appropriate and supported by budgets. Such initiatives shall include informational efforts to 

promote and support a smoke-free lifestyle, University sponsored smoking cessation programs (to the extent that interest warrants 

and resources permit), access to available services through our health insurance program and the Maine smoke-free quit line, and 

other events that may be sponsored by the various departments of the University. 

 

Receptacles will be placed at various locations throughout the campus for disposal of smoking items.  Signs will be placed on 

buildings to inform guests, faculty, staff and students of our non-smoking perimeter.  

 

COMPLIANCE  

 

Compliance with this policy is a community effort.  In our small community it is important to remember that we are friends, co-

workers, acquaintances, hosts and guests and be mindful of the need to treat each other with respect.  Staff, faculty and students 

may approach an individual who is not currently adhering to the policy to inform them of the specifics of the policy as well as 

provide assistance and information if appropriate.  Many individuals may wish to quit smoking; and it can be a difficult, although 

not impossible, task for a current smoker to become a non-smoker.  Respect and support are particularly useful in assisting 

individuals through this process.  

 

Frequent disregard of this policy may result in progressive discipline under the appropriate Student and Personnel handbooks. 
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APPENDIX E 

COMMUNICABLE DISEASE POLICY 

 
 

POLICY 

The University of  New England (UNE) is committed to providing a safe working, living, and learning environment for its faculty, 

staff members, and students.  Accordingly, the University has developed the following procedures to address concerns about 

communicable diseases.  Employees and students who have communicable diseases (including tuberculosis, Hepatitis B, or HIV 

infection) will not be barred from working, teaching, residing, or participating in University-sponsored activities or attending 

classes at UNE unless the individual poses a substantial threat to herself or others. 

 

This policy will further address the diseases that pose a potential threat to the University community due to rapid transmission of 

infection to, and/or among employees and students.  Examples of such infectious diseases include, but are not limited to acute 

meningitis, acute respiratory illnesses (especially influenza or respiratory illness associated with international travel), possible or 

known tuberculosis, vaccine preventable viral illnesses (i.e., measles, mumps, rubella, whooping-cough or pertussis), viral 

conjunctivitis (pinkeye), community-acquired methicillin-resistant staphylococcus aureus (MRSA) skin infections, and others.  

 

ADMINISTRATION OF THE COMMUNICABLE DISEASE POLICY 

The person responsible for ensuring that this policy is followed on a day-to-day basis is the infection control physician.  When 

this person is not available, the “physician on call” will be temporarily in charge so that a senior physician is always available 

to assist with the implementation of this policy. 

 Infection Control Physician   (207) 283-1407 

 

When more than one student/faculty is involved with a communicable disease raising concerns about a possible local 

epidemic, the Dean of College of Osteopathic Medicine (COM) and /or the Maine Center for Disease Control (CDC) will be 

consulted.  

 

PROCEDURES 

All employees and students are encouraged to seek medical assistance or guidance from a health care provider in the event they 

have concerns about communicable diseases. Any students and/or employees with symptoms suggesting an acute infectious disease 

(fever, fever and rash, fever and cough, severe headache and fever, flu-like symptoms, fever and shaking chills, pinkeye, sputum 

with blood, etc) should be evaluated by his or her personal provider. When such evaluation is made by a personal provider and a 

communicable disease is diagnosed or suspected, the physician in charge of infection control should be notified by the patient and 

patient’s physician so that any potentially exposed university personnel can be protected as per the University of New England 

(UNE) infection control protocols. 

 

If the Infection Control Physician is of the opinion that someone in the University community may have an infectious disease that 

poses a significant risk for an epidemic, the situation will be reported to the Dean of the College of Osteopathic Medicine (COM). 

The Dean of COM will be notified for selective communicable diseases only, ones that are very serious or high risk for public 

relations concerns (i.e. acute bacterial meningitis), or those that may denote the possible start of an epidemic.  For example, 

“regular influenza” would usually not be reported to the Dean of COM –unless it were the index case, but a novel respiratory virus 

isolate, acute meningitis case, or clusters of cases would be reported.  These patients will have their medical condition monitored 

by the University in coordination with the patient's primary care provider with consultation from the Maine CDC, if appropriate. 

 

UNE will refer to the guidelines provided by federal or state CDC when dealing with specific communicable illnesses. 

 

Laboratories used in teaching context are to be environmentally safe with respect to communicable diseases. UNE Safety Manual 

guidelines (Chapter 8: Blood Borne Pathogens Exposure Control Plan) will be followed for decontamination of environmental 

surfaces and for the handling of equipment and objects that could come into contact with human blood or bodily fluids.  In cases 

which require or which are likely to involve contact with blood, and /or bodily fluids, UNE guidelines for equipment and surface 

decontamination will be strictly enforced. 
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APPENDIX E 

(continued) 

COMMUNICABLE DISEASE POLICY 
 

CONFIDENTIALITY 

No information concerning any individual's medical condition will be released to the general public, although general 

information with the goal of protecting the health of others on campus and/or educating and informing the community, if 

indicated on consultation with the Maine CDC, may be released. 

 

In the event that it is determined that an individual medical condition and/or activities represents a public health hazard and/or 

warrants limitation of activities, only essential persons will be informed on a need to know basis of an individual medical 

condition. The Maine CDC will be consulted if there is a possible or known epidemic. The effected person will be apprised of the 

names of those persons who have been so informed. No information will be disclosed concerning the medical condition of any 

person diagnosed with HIV infection except as authorized by law. 

 

APPLICATION OF MEDICAL LEAVE OF ABSENCE POLICY 

The Dean of COM has the responsibility to protect the health of the public (i.e. University community) and will act if there are 

reasonable and probable grounds to believe that an infectious disease exists in the area for which he or she has responsibility. Any 

decision to limit the activities of any student, employee with a communicable disease, or to exclude such persons from the 

University Community will be made by the Medical Director in consultation with the Dean of COM.  

 

Decisions about residential housing of any student who has a communicable disease will be made on a case-by-case basis and will 

consider, among other items, the health risks to both the person affected and to those with whom he/she shares residential housing. 

 A decision may be made that would remove the student from student housing or quarantine a student to a residence hall room. The 

University will not advise others living in a residence hall of the presence of other students who may have a communicable disease 

unless communication of the information is warranted as determined by the Dean of COM. In situations of possible epidemic 

spread (i.e., pertussis, influenza, MRSA skin infections in athletic teams, etc); the Maine CDC will be consulted either by the  

infection control physician and/or the Dean of COM or her designee.  If a residence hall needs to be quarantined, the COM Dean 

would make this recommendation, after consultation ideally with the Maine CDC or National Centers for Disease Control, the 

Provost and Dean of Students, to the President of UNE so that the quarantine could be implemented. 

 

Decisions made by the Medical Director to limit an individual student's access to the University and its services will be 

administered in keeping with the University's Administrative Medical or Psychological Leave of Absence Policy. (For more 

information about the student policy, please consult the University Student Handbook located on the Web at 

www.une.edu/studentlife/handbook/.) 

 

EMPLOYEE APPEAL GUIDELINES  

Decisions made by the Medical Director to limit an individual faculty or staff member's access to the University and its services, or 

to limit the employment status or duties on an employee because of a communicable disease may be grieved. An employee may 

appear before a panel consisting of: 

 Dean of COM, 

 Medical Director, 

 Director of  University Counseling Center, 

 Assistant Vice President of Human Resources, 

 Other members as determined by Dean of COM or appointed by the President. 

 

This panel will meet as soon as it is practical, hear evidence as it deems necessary and make its determination which is final. 
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APPENDIX F 

SUBSTANCE ABUSE POLICY 

(Also refer to the Student Handbook,  page 43, University Alcohol Policy) 

 

The University of New England intends to provide a drug-free, healthful, safe, and secure work environment. Use or abuse of 

alcohol or any other drug in a manner that affects or impairs an individual's ability to carry out his or her job responsibilities is 

prohibited.  In addition, the Drug-Free Workplace Act of 1988 requires that Federal Grant recipients (such as UNE) take several 

very specific steps to ensure a drug-free workplace. Follow up legislation also requires that employers notify employees and 

students of the health risks associated with alcohol or drug use.  As a condition of employment, employees must abide by the terms 

of this policy. Therefore, it is the University's policy that: 

 

1. The unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance on University 

premises or while conducting University business (whether on or off premises) is prohibited.  Violation of this policy 

will result in disciplinary action, up to, and including, termination of employment, and may have legal consequences. 

 

2. Employees must report any charges and/or convictions under a criminal drug statute (for violations occurring on or 

off University premises) within 5 days. The University through the President will determine within 30 days if charges 

warrant University action based upon interests of the campus community, the rights of the individual, and personnel 

guidelines.  

 

3. Employees who have dependency on alcohol or any other drug need to know that the University will usually be 

supportive of their efforts to remedy that problem. The employee's ability to maintain and perform his/her 

employment will be assessed individually. Resources that are available may include the following: 

 The Substance Abuse Advisory Board is comprised of a broad spectrum of faculty, staff, and students who 

possess specialized knowledge of resources available to help employees deal in a confidential manner with 

drug dependency issues. 

 The University of New England Health Center is another confidential source of information for employees 

who may need information regarding drug dependency issues, treatment, and/or referral. 

 The University of New England's health insurance programs all have provisions for coverage of both 

inpatient and outpatient drug dependency treatment for both employees and dependents. 

 The University will arrange to provide reasonable time off, consistent with the University's Disability Leave 

of Absence Policy and any applicable law, for employees who may wish to or are required to undertake 

inpatient drug dependency treatment. 

 

4. The University expressly reserves the right to require as condition of continued employment, that an employee 

successfully complete a planned program of recovery from identified substance abuse.  This plan, which will be in 

writing, may stipulate that failure to fully participate in the programs or meetings required therein, or to satisfactorily 

complete the requirements of the plan may result in the termination of the employee.  

 

5. The University commits to continuing efforts to heighten awareness of dependency issues and of resources available 

to assist employees in effectively resolving these issues. 

 

6. An employee who loses eligibility for professional licensing, certification, or registration through substance abuse is 

subject to disciplinary action including termination of employment. 

 

7. Employees and students of the UNE are advised that there are distinct health risks associated with the use of illicit 

drugs and the abuse of alcohol. The potential for both physical and psychological addiction always exists, as well as 

the known effects that alcohol and other dangerous drugs have on blood pressure, respiration, and organ dysfunction 

(heart, lungs, kidneys, liver and brain). Pregnant women are at particular risk for birth defects in their unborn 

children with any use of these substances. Other specific health risks directly attributed to alcohol and other 

dangerous drug use are: cirrhosis of the liver, pancreatitis, gastritis, organic brain syndrome, sudden cardiac arrest, 

testicular atrophy, hypertension, hepatitis, seizures, AIDS, coma, respiratory arrest and death.  
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APPENDIX G 

EMPLOYEE CODES OF CONDUCT 
 

The University of New England (UNE) establishes standards of conduct for all employees, based on a commitment to compliance 

by the University’s senior administration, and its departments.  These standards of conduct convey UNE’s commitment to comply 

with all federal and state standards, with an additional emphasis on preventing fraud and abuse. 

 

It is expected that all UNE administration, faculty, medical staff, employees, will: 

 

 Conduct UNE business in good faith and with integrity and honesty; 

 

 Strive to maintain a working knowledge of all current laws, rules and regulations related to her job responsibilities, 

and to conduct business in strict compliance with them; 

 

 Observe non-disclosure of and protect against disclosure of confidential and/or proprietary information gained by 

reason of her official position, and not to engage in any activity or otherwise use such information for her personal 

gain/benefit both during and subsequent to the employment relationship, including taking appropriate steps to protect 

such information from unauthorized use or disclosure, further including, but not limited to, disclosure to family, 

friends or acquaintances; 

 

 Not engage in any activities that discriminate against persons on the basis of race, color, national origin, gender, sex, 

age, religion, disability, veteran status, sexual orientation or any other basis prohibited by statute.  This includes, but 

is not limited to activities in student admissions, student housing, employment, financial aid, University Health 

Services, and educational services; 

 

 Not have any direct or indirect interest, financial or otherwise, that is in conflict with the proper discharge of her 

official duties; 

 

 Not conduct any business, in her official capacity, with any business entity of which employee is an officer, agent, or 

member, or in which the employee or a member of her immediate family owns a substantial interest; 

 

 Not make personal investments which could reasonably be expected to create a substantial conflict between the 

employee’s private interest and the interest of the University or any of its divisions; 

 

 Not pursue outside business and professional opportunities that compete with the interests of the University of New 

England.  Employees have a responsibility to bring these opportunities to the University’s attention; 

 

 Not accept other employment or compensation which could reasonably be expected to impair the employee’s 

performance of or her independence of judgment in the performance of the employee’s duties for the University; 

 

 Disclose all potential conflicts of interest to the employee’s immediate supervisor or the Chief Compliance Officer; 

 

 Not intentionally or knowingly misapply or misappropriate any asset, property, or “thing of value” belonging to the 

University; 

 

 Not accept, solicit or agree to accept or solicit any gift, favor,  service or entertainment that might reasonably tend to 

influence the employee in the discharge of  her official duties or that the employee knows or should know is being 

offered with the intent to influence her official conduct; 
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 Not solicit, accept, or agree to accept  or solicit any benefit for having exercised her official powers or performed her 

official duties in favor of another; 

 Not accept, solicit or agree to accept or solicit any gift, favor, service or entertainment from or to a public official. 

Various laws strictly control the giving of gifts to and the entertainment of public officials. The illegal or improper 

giving of gifts or entertaining can result in fines, imprisonment or both for the employee as well as the official; 

 

 Not intentionally make false or misleading statements in any UNE document; 

 

 Promptly notify the UNE Chief Compliance Officer and/or any relevant UNE Compliance Officer of any inquiries 

for information from any local, state, or federal government agency regarding compliance with mandated laws or 

regulations; 

 

 Report, within a reasonable time, suspected violations or questionable conduct that may violate applicable federal, 

state or local laws, or UNE policies or procedures.  Reporting may be done through established reporting channels, 

to the UNE Chief Compliance Officer, or through the UNE Toll Free Compliance Hotline 866 587-6636; 

 

 Not engage in retaliation or any form of harassment directed against an employee or faculty member who reports a 

wrongdoing or possible wrongdoing; 

 

 Promptly notify the UNE Chief Compliance Officer and/or any relevant UNE Compliance Officer of any inquiries 

for information from any local, state, or federal government agency regarding compliance with mandated laws or 

regulations; 

 

 Cooperate fully, subject to the direction of the University’s assigned legal counsel, with all authorized inquiries or  

 

 investigations related to any suspected violation of the UNE Compliance Plan or Codes of Conduct, or any 

applicable federal, state, or local laws; 

 

 Collect only those amounts to which the UNE is entitled for any type of reimbursement and promptly refund amounts 

billed and/or collected in error. 

 

 Adhere to all required practices regarding expenses and reimbursement when engaged in travel on official business 

of the institution; 

 

 Adhere to any and all policies not stated here, but set forth in the current Compliance Plans of individual units, 

Codes of Conduct established in the UNE Faculty Handbook, Personnel Handbook, and/or Student Handbook, and 

or guidelines from the Office of the Inspector General (where applicable); 

 

 Avoid or report any conflict of interest with their responsibilities to UNE. Employees are encouraged to participate 

in outside activities that benefit the community and to exercise their political and civil rights. The University 

supports involvement in other non-profit activities. However, employees should not participate in outside activities, 

including outside directorships and fiduciary appointments, which create or are likely to be perceived as creating a 

conflict of interest with their responsibilities to the University of New England. Outside directorships are only 

appropriate when the organization has no relation to the University or when its policies ensure nonparticipation of 

the employee in business decisions regarding its relationship with the University. 
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COMPUTER ACCEPTABLE USE POLICY 
 

PURPOSE 

The purpose of this policy is to outline the acceptable use of computer equipment at University of New England. These rules are in 

place to protect the employee and University of New England. Inappropriate use exposes University of New England to risks 

including virus attacks, compromise of network systems and services, and legal issues.  

 
POLICY 

Internet/Intranet/Extranet-related systems, including but not limited to computer equipment, software, operating systems, storage 

media, network accounts providing electronic mail, WWW browsing, and FTP, are the property of University of New England. 

These systems are to be used for business purposes in serving the interests of the University, in the success of meeting its daily 

goals of operation. 

 

Effective security is a team effort involving the participation and support of every University of New England employee and 

affiliate who deals with information and/or information systems. It is the responsibility of every computer user to know these 

guidelines, and to conduct their activities accordingly.  

 

This policy applies to employees, contractors, consultants, temporaries, and other workers at University of New England, including 

all personnel affiliated with third parties. This policy applies to all equipment that is owned or leased by University of New 

England.  

 
GENERAL USE AND OWNERSHIP  

1. While University of New England's network administration desires to provide a reasonable level of privacy, users 

should be aware that the data they create on the University systems remains the property of University of New 

England. Because of the need to protect University of New England's network, management cannot guarantee the 

confidentiality of information stored on any network device belonging to University of New England.  

 

2. Employees are responsible for exercising good judgment regarding the reasonableness of personal use. Individual 

departments are responsible for creating guidelines concerning personal use of Internet/Intranet/Extranet systems. In 

the absence of such policies, employees should be guided by departmental policies on personal use, and if there is 

any uncertainty, employees should consult their supervisor or manager.  

 

3. It is recommended that any information that users consider sensitive or vulnerable be encrypted.  

 

4. For security and network maintenance purposes, authorized individuals within University of New England may 

monitor equipment, systems and network traffic at any time, per UNE Audit Policy.  

 

5. University of New England reserves the right to audit networks and systems on a periodic basis to ensure compliance 

with this policy.  

 

SECURITY AND PROPRIETARY INFORMATION  

 

1. The user interface for information contained on Internet/Intranet/Extranet-related systems should be classified as 

either confidential or not confidential, as defined by University of New England Employee Confidentiality 

Agreement guidelines, details of which can be found in Human Resources policies. Examples of private, confidential 

information include, but are not limited to: Social Security Numbers, Financial Information, Financial Aid 

Applications, Copies of Tax Returns, Private Health Information, Birth date, Home address or phone number, 

Passwords, Gender, Ethnicity, Citizenship, or Citizen visa code, Veteran and disability status, Educational services 

received, Student academic information (grades, courses taken, schedule, test scores, Advising records, etc), 

Disciplinary actions, and Student ID. Employees should take all necessary steps to prevent unauthorized access to 

this information.  
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2. Keep passwords secure and do not share accounts. Authorized users are responsible for the security of their 

passwords and accounts. System level passwords should be changed quarterly; user level passwords should be 

changed every 45 days.  

 

3. All PCs, laptops and workstations should be secured with a password-protected screensaver with the automatic 

activation feature set at 10 minutes or less, or by logging-off (control-alt-delete for Win2K users) when the host will 

be unattended.  

 

4. Because information contained on portable computers is especially vulnerable, special care should be exercised. 

Protect laptops in accordance with the ñLaptop Security Tips”.  

 

5. Postings by employees from a University of New England email address to newsgroups should contain a disclaimer 

stating that the opinions expressed are strictly their own and not necessarily those of University of New England, 

unless posting is in the course of business duties.  

 

6. All hosts used by the employee that are connected to the University of New England Internet/Intranet/Extranet, 

whether owned by the employee or University of New England, shall be continually executing approved virus-

scanning software with a current virus database and be in compliance of UNE Anti-Virus Policy. 

 

7. Employees must use extreme caution when opening e-mail attachments received from unknown senders, which may 

contain viruses, e-mail bombs, or Trojan horse code.  

 

UNACCEPTABLE USE   

The following activities are, in general, prohibited. Employees may be exempted from these restrictions during the course of their 

legitimate job responsibilities (e.g., systems administration staff may have a need to disable the network access of a host if that host 

is disrupting production services).  

 

Under no circumstances is an employee of University of New England authorized to engage in any activity that is illegal under 

local, state, federal or international law while utilizing University of New England-owned resources.   

 

The lists below are by no means exhaustive, but attempt to provide a framework for activities, which fall into the category of 

unacceptable use.  

  

SYSTEM AND NETWORK ACTIVITIES  

The following activities are strictly prohibited, with no exceptions:  

1. Violations of the rights of any person or company protected by copyright, trade secret, patent or other intellectual 

property, or similar laws or regulations, including, but not limited to, the installation or distribution of "pirated" or 

other software products that are not appropriately licensed for use by University of New England.  

 

2. Unauthorized copying of copyrighted material including, but not limited to, digitization and distribution of 

photographs from magazines, books or other copyrighted sources, copyrighted music, and the installation of any 

copyrighted software for which University of New England or the end user does not have an active license is strictly 

prohibited. 

 

3. Exporting software, technical information, encryption software or technology, in violation of international or 

regional export control laws, is illegal. The appropriate management should be consulted prior to export of any 

material that is in question. 

 

 



University of New England Personnel Handbook Page 68 of 71 

Revision Number: 1                                                                                                                   Effective Date: 09/16/2010 

 

 

 68 

 

APPENDIX  H 

(continued) 

COMPUTER ACCEPTABLE USE POLICY 
 

4. Introduction of malicious programs into the network or server (e.g., viruses, worms, Trojan horses, e-mail bombs, 

etc.).  

 

5. Revealing your account password to others or allowing use of your account by others. This includes family and other 

household members when work is being done at home.  

 

6. Using a University of New England computing asset to actively engage in procuring or transmitting material that is 

in violation of sexual harassment or hostile environment workplace laws in the user's local jurisdiction.  

 

7. Making fraudulent offers of products, items, or services originating from any University of New England account.  

 
8.  Making statements about warranty, expressly or implied, unless it is a part of normal job duties.  

 

9. Effecting security breaches or disruptions of network communication. Security breaches include, but are not limited 

to, accessing data of which the employee is not an intended recipient or logging into a server or account that the 

employee is not expressly authorized to access, unless these duties are within the scope of regular duties. For 

purposes of this section, "disruption" includes, but is not limited to, network sniffing, pinged floods, packet spoofing, 

denial of service, and forged routing information for malicious purposes. 

 

10. Port scanning or security scanning is expressly prohibited unless prior notification to InfoSec is made. 

 

11. Executing any form of network monitoring which will intercept data not intended for the employee's host, unless this 

activity is a part of the employee's normal job/duty.  

 

12. Circumventing user authentication or security of any host, network or account.  

 

13. Interfering with or denying service to any user other than the employee's host (for example, denial of service attack). 

 

14. Using any program/script/command, or sending messages of any kind, with the intent to interfere with, or disable, a 

user's terminal session, via any means, locally or via the Internet/Intranet/Extranet.  

 

Providing information about, or lists of, University of New England employees to parties outside University of New England.  

 

EMAIL AND COMMUNICATION ACTIVITIES  

Intentionally sending, receiving, downloading, displaying printing or otherwise disseminating material that is fraudulent, harassing, 

libelous, illegal, embarrassing, sexually explicit, obscene, intimidating or defamatory is strictly prohibited, whether by computer, 

facsimile or mail.  Access to the Internet through the University’s network, including the use of any of the University’s e-mail 

system should not be used for solicitations or other work for commercial or personal ventures, religious or political causes, outside 

organizations or any other non-job-related use.  Users shall not access any computer system without proper authorization, and use 

of their own (as an example, rather than another employee’s) personal username and password.  In addition, it is a violation of this 

policy to engage in any of the following conduct: 

 

1. It is an unacceptable practice to move confidential information by e-mail that is not encrypted. UNE does not have 

an encryption system; therefore, at no time should anyone email confidential information at anytime for any reason.  

 

2. Sending unsolicited email messages, including the sending of "junk mail" or other advertising material to individuals 

who did not specifically request such material (email spam).  
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3.  Any form of harassment via email, telephone or paging, whether through language, frequency, or size of messages. 

  

4.  Unauthorized use, or forging, of email header information.  

 

6. Solicitation of email for any other email address, other than that of the poster's account, with the intent to harass or to 

collect replies. 

 

7. Creating or forwarding "chain letters", "Ponzi" or other "pyramid" schemes of any type.  

 

7.  Use of unsolicited email originating from within University of New England's networks of other 

Internet/Intranet/Extranet service providers on behalf of, or to advertise, any service hosted by University of New 

England or connected via University of New England's network. 

 

8.  Posting the same or similar non-business-related messages to large numbers of Usenet newsgroups (newsgroup 

spam).  

 

9.  If you receive email from patients containing private health information, you may print and file in medical records 

and destroy email immediately.  

 

10. Do not forward University email from external sources containing PHI to your personal e-mail. 

 

11. If accessing work e-mail from home, secure e-mail from household members and shred any printed materials of a 

sensitive or confidential nature.  

 

12.  All email going out of the UNE network will have a footer containing: This message may contain privileged and/or 

confidential information. This information is intended only for the use of the individual(s) or entity to who it is 

intended even if addressed incorrectly. If you have received this email in error or are not the intended recipient, you 

may not use copy, disseminate or distribute it; do not open any attachments, delete it immediately from your system 

and notify the sender promptly by email that you have done so. Thank you.  

 

 

ENFORCEMENT  

Any employee found to have violated this policy may be subject to disciplinary action, up to and including termination of 

employment.  
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EMPLOYEE GRIEVANCE PROCEDURE NON-FACULTY EMPLOYEES 

 
 

COVERAGE AND ELIGIBILITY 

Non-Faculty employees who feel that there has been a violation, misinterpretation, or inequitable application of University policy, 

or who feel that they have been treated unfairly, may seek redress through the grievance process. 
 

PROCEDURES 

 

Initiating a Grievance 

An employee seeking to resolve a grievance should exhaust the informal grievance process before proceeding to the formal 

process. 
 

Informal Grievance Process 

 The employee should discuss the grievance with the immediate supervisor. 

 If the grievance remains unresolved, the employee should discuss the grievance with her department chair or division 

director, and then; if it remains unresolved, with the Dean or Senior Administrative Officer. 

 If the grievance remains unresolved, the employee should discuss the grievance with the Associate Vice President of 

Human Resources. 

 If the grievance remains unresolved, the employee may use the formal grievance procedure. 
 

Formal Grievance Process 

 Employees should submit a written and signed Grievance Statement which outlines their grievance to the Associate 

Vice President of Human Resources. 

 The written statement should clearly and directly state: 

o what the grievance is 

o the policy or standard which has been violated 

o the names of those persons grieved against (the respondent(s).) 

o the names of witnesses who will be called 

o the remedy requested. 

 

Time Limitations 

In order to be considered under the grievance procedure, a grievance must be filed within 10 days of the event giving rise to the 

grievance or within 10 days of the grievant’s knowledge of the event giving rise to the grievance, whichever is later.  
 

HEARING PROCESS 

 

Committee Selection 

Within ten working days of receiving the grievance, the Associate Vice President of Human Resources shall appoint a committee 

to hear the grievance.  The committee shall be composed of three members from throughout the University community.  Both 

grievant and respondent will have an opportunity to challenge committee membership on the basis of conflict of interest.  The 

Associate Vice President of Human Resources shall make the final determination of committee membership. 

 

The Grievance Committee Role 

The Grievance Committee shall meet within 10 days of its final appointment to conduct the following activities: 

o To assure that informal processes have been exhausted. 

o To determine what information is necessary for its consideration of the grievance, and to obtain that information. 

o To determine what witnesses, if any, it wishes to interview in its fact-finding effort, and to contact those witnesses. 

o To set a hearing date or dates.  The hearing should be held, if at all possible, within fifteen days of the committee's 

final appointment. 
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Associate Vice President of Human Resource’s Role 

The Associate Vice President of Human Resources serves as chair of the committee for purposes of the hearing itself, but 

takes no part in the post-hearing deliberations of the committee.  In the event that the Associate Vice President of Human 

Resources is the person grieved against, the Provost shall appoint another individual to perform the duties of the Associate 

Vice President of Human Resources relative to the grievance process. 

 

Grievant/Respondent Responsibilities 

The grievant and respondent are responsible for seeking and obtaining documentation that they deem relevant or that the 

committee may require.  The Associate Vice President of Human Resources shall assist in obtaining relevant internal documents.  

Reasonableness, appropriateness, need, and confidentiality shall be guiding tests as to relevance of requested material. 

 

Confidentiality 

Members of the grievance committee shall treat all information that they encounter in the grievance process as confidential.  

 

THE HEARING RULES 

Tenor - The formal grievance process is designed to afford employees a full opportunity to offer all relevant evidence to the 

grievance committee, to make an oral presentation to the committee, and to challenge or respond to the assertions of witnesses or 

the respondent.  While it is inherently an adversarial process, it is imperative that the process be conducted in a collegial fashion 

that is respectful of the rights and dignity of all parties involved.  The chair is responsible for assuring that the proper tenor is 

maintained, and has the authority to direct the actions of the participants in the process accordingly. 

 

Tape Recording - Tape recording will be done only if deemed necessary by the Committee, and only for its use, and will not be 

retained after the Committee's deliberations and decision. 

 

Legal Counsel - Legal counsel shall not be present in the grievance hearing. 

 

Participants in the Hearing - Those present during the hearing shall be the committee, the grievant, and the respondent.  

Witnesses shall be present only during their testimony. 

 

Quorum - Three members of the grievance committee will constitute a quorum for purposes of the meeting. 

 

Order of Presentation - Following the call to order of the committee, the grievant shall make an opening statement, and shall call 

witnesses (one at a time) as necessary.  Each witness may be questioned by the grievant, respondent, and by the committee.  

Following the testimony of the grievant's witnesses; the grievant may be questioned by the respondent and the committee. 
 

Following the grievant’s presentation, the respondent(s) shall make an opening statement; and shall call witnesses (one at a time) 

as necessary.  Each witness may be questioned by the respondent, the grievant, and by the committee.  Following the testimony of 

the respondent's witnesses, the respondent may be questioned by the grievant and by the committee. 
 

Following the respondent's testimony, the committee may call any witnesses that it deems necessary.  Each witness may be 

questioned by the committee, the grievant, and the respondent. 
 

Following the committee's witnesses, the grievant and then the respondent shall make a summary statement to the committee. 

 

Notes and Evidence - Notes and evidence that are part of the committee's deliberative process shall be given to the Associate Vice 

President of Human Resources for storage upon conclusion of the grievance process. 
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The Report - The report containing the Grievance Committee's recommendations shall be sent to the Associate Vice President of 

Human Resources, the grievant, the respondent, and the President. The Grievance Committee shall make every reasonable effort to 

reach its findings and make its recommendations within five working days of the grievance hearing date. 

 

The President will consider the Grievance Committee's report and will render a written decision within ten days of receipt.  The 

decision shall be sent to the Associate Vice President of Human Resources, the grievant, the respondent, and the Grievance 

Committee.  

 

The grievant or respondent may appeal the President's decision (within five working days of receiving the decision) to the 

Executive Committee of the Board of Trustees, who shall meet as quickly as possible, including through telephone conferencing, 

to review the appeal and render a decision.  This decision shall be communicated in written form to the President and the parties 

noted in the paragraph above. That decision shall be final. 

 

Retaliation - Retaliatory actions shall not be taken against any person as a result of their participation in the grievance process. 
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BACKGROUND CHECK POLICY 

 
 

POLICY 

It is the policy of the University of New England that its supervisors and managers are responsible for safeguarding faculty staff 

and students of the University, as well as the University’s resources, through the use of appropriate pre-employment background 

checks.  Use of such procedures may minimize or avoid post-hire fraud, theft, embezzlement, or other criminal acts. 

  

Background checks refer to the totality of activities associated with determining an applicant’s suitability for a position, and may 

include reference checks, criminal background checks, degree verifications, credential verifications, and driver’s license checks. 

 

TYPES OF BACKGROUND CHECKS 

The type of background check performed in any given hiring situation depends on the nature of the position, as follows: 

 

A. Reference Checks 

Reference checks will be conducted on a pre-employment basis by the hiring supervisor, manager, or search committee for all new 

hires of faculty and staff, in order to validate that the person hired has the knowledge, skills, abilities and personal skills necessary 

to do the job in question, and also to assure that relevant information presented in the hiring process has been accurately presented. 

 This applies to all regular full and half time positions as well as all temporary or part time positions. 

 

B. Criminal Background Checks 

Criminal record checks will be conducted through the Human Resources Office as part of the hiring process hire for people in the 

following security sensitive categories of employment: 

 Security Personnel 

 Personnel who are likely to regularly travel overnight with students, teams, or student organizations 

 Business Office personnel handling substantial amounts of money 

 Personnel with access to controlled substances 

 Personnel who regularly work with children under the age of 16 

 Personnel who have access to student residential facilities 

 Senior Administrators 

 Other positions or other circumstances as deemed appropriate by the University to protect the interests of the 

University or its constituents. 

 

C. Degree Verification 

Highest degree status will be verified in each case when a degree is a requirement of the job. This applies only when the employee 

being hired is a faculty member, a health care provider, or otherwise is required by their profession to hold an academic degree. 

This will be done by including in standard offer letters a statement as follows:  

 

 “This offer of employment is conditioned upon your submission on a pre-employment basis of an official transcript from the 

institution from which you received your highest degree, or in some instances, the degree most relevant to the job for which you 

are being hired.”   

 

The transcript will be sent to the Human Resources office, where it will be enclosed in the individual’s personnel file.  Employees 

will not be permitted to begin work unless the transcript is on file. 

 

D. Credential Verification 

When a credential, license, or certificate, is required for a job, the applicant must furnish a copy of the most recent evidence of 

licensure or credential on a pre-employment basis.  The standard offer letter will include the following sentence:   

 

“This offer of employment is conditioned upon your submission on a pre-employment basis of a copy of any professional license 

or certification required in the performance of your job.”   
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This would be sent to the relevant Dean or Senior Administrator’s office, or the office of the Executive Director of University 

Health services where it will be stored in the employee’s personnel file.  As with transcripts, employees will not be able to begin 

work without a copy of current credentials being on file.  

 

E. Driver’s License Check 

Per the University of New England Motor Vehicle policy, (Index B-9, pages 1-9) driver’s license checks are required for all 

persons who drive University owned or leased vehicles, prior to their use of such vehicles.  Employees are required to report 

infractions in violation of the policy.  

 

PROCEDURES 

All non-exempt candidates for employment must complete and sign an employment application, which informs applicants that they 

are subject to a criminal records check and other background checks.  All candidates for exempt employment who are offered an 

interview will be provided with an employment application prior to their interview on campus, and will in addition  to be informed 

in the letter of offer of employment that the offer of employment is contingent upon the completion of the employment application. 

The candidate’s signature authorizes the University to investigate all statements made on the application or other information 

submitted during the application process, and authorizes educational institutions, employers and others to respond to questions 

concerning information referenced. Candidates may be required to sign a separate authorization more specifically authorizing the 

University to do particular background checks. 

 

The Human Resources department will initiate a criminal history investigation for candidates who have been offered employment 

in security sensitive positions.  Criminal history investigations may also be initiated for current employees in such positions, or as 

may be necessary.  Only information about criminal convictions (not arrests) will be sought. 

An Authorization and Release for Criminal History Investigation will be signed by the employee within 3 days of the employment 

offer, and employment offered contingent upon the results of the records check. 

 

Convictions revealed in the employment process and/or as a result of the criminal history investigation will be carefully reviewed 

by the Assistant Vice President of Human Resources, the hiring supervisor, and the Senior Administrator to determine whether or 

not the employee or candidate should be disqualified from employment.  The Director of Security will be consulted where deemed 

appropriate by the Assistant Vice President of Human Resources.  Criminal convictions will not automatically disqualify an 

applicant from employment. Except where employment is expressly prohibited by law, the university will consider factors such as 

(but not limited to) the nature of the crime, the age of the individual at the time the crime was committed, length of time since the 

conviction, the nature of the position and the job-relatedness of the conviction, the individual’s employment history, and 

employment references. 

 

Failure to disclose a conviction or material misrepresentation of information, are deemed to be falsification of the application and 

may result in employment termination or withdrawal of the employment offer, whenever discovered.   Failure of the employee to 

present appropriate transcript or credential information will be a barrier to the employee’s ability to begin employment, or if 

discovered subsequent to beginning employment, may be cause for employment termination.  

 

Background checks will not be done for those in employment prior to the policy going into effect, unless exceptional 

circumstances so warrant. 

 


