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INTRODUCTION Letter from President Francis

I. INTRODUCTION

The contents of this handbook are presented as information for staff employees and supersede any
previous handbooks. While this handbook correctly describes the current policies, procedures and
benefits of Xavier University of Louisiana, (hereafter referred to as XULA), at the time of printing, the
contents are not conditions of employment nor do they create any vested rights for XULA staff
employees. XULA reserves the right, in its sole discretion, to modify, revoke, suspend, terminate, or
change any or all such policies, procedures, or benefits, in whole or in part, at any time, with or
without notice. Nothing contained in this handbook shall be construed as a contract for a specific
term or duration between XULA and any one or all of its employees.

Any references to employees in this handbook are applicable to staff employees only.

If an employee has any questions regarding the contents of this handbook, he/she may discuss them
with their supervisor or contact the Human Resources Department.
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Letter from President Francis

| welcome you to the Xavier University family. Xavier has had a tradition of excellence in providing
education and employment opportunities since its inception in 1925. It is only through the hiring of
employees like you that Xavier is able to achieve the mission that was established by our foundress,
Saint Katharine Drexel.

This Resource Book for Staff Employees is designed to acquaint you with the policies and procedures
of the University. Knowledge of its contents will help you find satisfaction in your work and become
a valuable addition to our unique institution. If you have questions that this resource book for staff
employees does not answer, please contact your supervisor or the Department of Human
Resources.

As a staff employee of Xavier University, you will be provided with opportunity to grow and develop
in your chosen career. We encourage you to participate in the many educational, spiritual and
sports activities that are afforded our employees.

| sincerely hope that your employment will be a rewarding and gratifying experience.

May God Bless You,

Dr. Norman C. Francis

President
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History of Xavier University

There are 102 historically Black colleges and 253 Catholic colleges in the United States, yet only one
is both Black and Catholic. That distinction belongs to Xavier University of Louisiana, which strives to
combine the best attributes of both its faith and its culture. Located in New Orleans, the small liberal
arts college dates back to 1915, when St. Katharine Drexel and the Sisters of the Blessed Sacrament
founded the coeducational secondary school from which it evolved. St. Katharine, supported by the
interest of a substantial inheritance from her father, banker-financier Francis Drexel, founded and
staffed many institutions throughout the U.S. in an effort to help educate Native Americans and

Blacks. She was canonized by Pope John Paul Il in October, 2000.
Aware of the serious lack of Catholic-oriented education available to
young Blacks in the South, St. Katharine came to New Orleans and
established a high school on the site previously occupied by Southern
University. A Normal School, offering one of the few career fields
(teaching) open to Blacks at the time, was added two years later. In
1925 Xavier University became a reality when the College of Liberal
Arts and Sciences was established. The first degrees were awarded
three years later.

In 1927, a College of Pharmacy was opened. Recognizing the
University's need for a separate identity and room to expand, St.
Katharine bought a tract of undeveloped land for a campus on the corner of Palmetto and Pine
Streets in 1929. Construction of the U-shaped, gothic administration building (now a city landmark)
was completed in 1933. Through the years, as needs dictated, the campus gradually filled out, with
the addition of a library-- which now houses music-- in 1937, the gymnasium (1937), St. Michael's
men's dormitory (1955), the Student Center (1962), St. Joseph's (1965) and Katharine Drexel (1969)
women's dormitories, the House of Studies (1967), the College of Pharmacy (1970), the Norman C.
Francis Academic/Science Complex (1988), the new Library/Resource Center and College of
Pharmacy addition (1993), and Peter Claver women's dormitory (1994). Xavier South, a multi-story
office building, was purchased in 1990. A new residence hall (the Living/Learning Center) and the
science complex addition have both been added within the last two years. The Sisters remain a vital
presence on campus today, providing much-needed staffing and some financial assistance, but
today Xavier is governed by a bi-racial Board of Trustees. Xavier's president, Dr. Norman C. Francis,
himself a Xavier graduate, is a nationally-recognized leader in higher education. Even with its special
mission to serve the Black, Catholic community Xavier's doors have always been open to qualified
students of any race or creed. In fact today, more than 50 percent of Xavier's students are of other
religious affiliations, and close to 10 percent are of other races.

Recent years have seen a growing influx of out-of-state students, yet one-half of Xavier's 3,820
students are from the New Orleans area. The balance represents some 40 states and 20 foreign
countries.

Since 1986, total undergraduate enrollment has nearly doubled.
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St. Katharine Drexel

Francis Anthony and Hanna Langstroth Drexel gave birth to their second daughter Katharine, on
November 26, 1858. Hannah Langstroth Drexel died December 30th of that year.

Call to Religious Life

In 1883 Katharine’s mother, Emma Bouvier Drexel, developed cancer when she was twenty-one.
Katharine helped nurse her mother for three years. After her mother’s death, Katharine wrote for
counsel to Bishop O’Connor in reference to her call to the religious life.

Bureau of Colored and Indian Missions

After the death of Mr. Drexel in 1885, Katharine, along with his sisters, visited Indian reservations
where she became aware of the sufferings of the Indians first hand. She began to build schools,
supply food and clothing, furnishings, and salaries for teachers on the reservations. She was also
able to find priests to serve the spiritual needs of the people.

Katharine also became aware of the sufferings of the Black people of the south and the east. She
financially supported missions throughout the country and abroad.

In 1886-87, known as the “All Three,” the Drexel sisters toured Europe, with visits to a number of
boys’ training schools after which Elizabeth could pattern her St. Francis establishment.

The Sisters of the Blessed Sacrament

In late 1888, Bishop O’Connor approved of Katharine becoming a nun. He suggested she found her
own congregation which would work exclusively among Indians and Blacks.

In 1889, she entered the Sisters of Mercy convent in Pittsburgh to prepare for her vows and prepare
herself to start her own order of nuns to minister to African-Americans and Native Americans.

In late 1889, she received the religious habit and the name of Sister Mary Katharine. November 8,
1889, she took her first vows of poverty, chastity and obedience, as required by the convent.
February 12, 1891, after her own formation as a nun, Catharine Mary became Sister M. Katharine
and prepared to build a convent in Bensalem for her new order of nuns. Her Sisters of the Blessed
Sacrament for Indians and Colored came into existence. The bulk of Katherine’s funds would go into
schools conducted by the Pennsylvania-based congregation. Katharine Drexel pronounced her vows
as the first Sister of the Blessed Sacrament.

In 1892 they moved to St. Elizabeth’s Convent in Cornwell Heights, Pennsylvania. For forty-four
years, the burden of administration and guidance of her congregation was solely under her
direction.

Xavier University
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In 1915, Louisiana relocated a black college, Southern University, out of New Orleans. Katharine
purchased the vacant campus and reopened the school as Xavier College (now Xavier University).
The primary mission of the collect was to train lay teachers who would then staff schools for black
children in rural Louisiana. Xavier was the first and only Catholic college for African Americans, and
a pioneer in co-education.

Later Years

In 1935, Mother Katharine suffered a severe heart attack, and for the next twenty years lived in
prayerful retirement. Her interest and love for the missions deepened, until her death on March 3,
1955, she died at the age of 97 at St. Elizabeth Convent.

During her lifetime, Katharine Drexel had distributed over $20 million, where she established and
directly supported nearly sixty schools and missions.

Beatified

November 18, 1988 was beatified and given the title Blessed by Pope John Paul Il in St. Peter’s
Basilica in Rome.

Canonized
Blessed Katherine was canonized as Saint Katharine on October 1, 2000 in Rome.
Xavier University Mission Statement

Xavier University of Louisiana, founded by Saint Katharine Drexel and the Sisters of the Blessed
Sacrament, is Catholic and historically Black. The ultimate purpose of the University is to contribute
to the promotion of a more just and humane society by preparing its students to assume roles of
leadership and service in a global society. This preparation takes place in a diverse learning and
teaching environment that incorporates all relevant educational means, including research and
community service.
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II. ORGANIZATIONAL STRUCTURE OF XAVIER UNIVERSITY

The University Corporation

The Board of Trustees of Xavier University has the legal responsibility and authority to manage and
direct the affairs of the Corporation (referred to generally as the University) and the control and
disposal of its property and funds, and it has the power to carry out any other functions which are
permitted by the charter of the Corporation, the constitution and the laws of the United States and
the State of Louisiana.

Procedural and Historical Note

Operating under its founding charter from the State of Louisiana granted June 18, 1918, the
University was governed for decades by the self-perpetuating Board of Directors comprised of five
(5) Sisters of the Blessed Sacrament — the religious community’s Council General.

On July 6, 1966, the above Board of Directors of Xavier University of Louisiana (Council General)
approved the Articles of Incorporation for a Louisiana corporation titled “Xavier University of
Louisiana,” which provided for three new members who were not of the religious community. The
new expanded corporation replaced the Council General.

On September 23, 1968, the new restructured Board of Directors of Xavier University of Louisiana
established a Commission of Governance to study the present governance principles and structure.
The Board approved, in principle, a document entitled “Relevance in Governance: Xavier’s Top
Priority,” and charged the new Commission with the responsibility to make recommendations
evaluating the principles outlined in the document and indicating any other pertinent developments
in the area of governance relevant and adequate for Xavier’'s commitments and objectives. This
Commission had its first meeting on March 14, 1969.

The Board adopted the Commission’s recommendations which changed the composition of the
governing body from a nine (9) member board consisting of six (6) religious, one bishop, and two (2)
lay persons, to a twenty-seven (27) member board in which two-thirds (2/3) of the seats are
occupied by lay persons. The original board operated as a subsidiary of the religious order. The new
(current) board is completely independent, has full ownership of, total control over and ultimate
responsibility for the University.

Membership of the Board

The members of the Corporation consist of no less than nine (9) and not more than twenty-seven
(27) persons, which number includes one-third (1/3) representation from the Sisters of the Blessed
Sacrament.

Duties of the Board of Trustees

e Dbearing full and complete legal responsibility for the University as a corporate enterprise,
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e choosing a president for the University, who shall be directly responsible to the Board for
the administration of the University,

e approving the educational policies of the University,

e investing and reinvesting all funds of the University, and generally controlling the financial
administration of the University,

e authorizing and supervising the construction of new buildings, additions, and other matters
pertaining to expenditures,

e examining and studying the business methods and management of the University, and,

e annually participating in the development of a comprehensive report upon all aspects of the
University, physical, financial and education, by the President of the University.

The President of the University shall be an ex-officio member of the Board of Trustees.
General Administration
The President

All authority is vested in the Board of Trustees and is delegated according to their determination to
the President and all other officials, councils and committees of the University.

Specific duties of the President of the University include:

e choosing such other officers of administration as shall be needed for the operation and
control of the University and its constituency,

e acting as the chief executive of the University, charged with effecting its policies and
regulations,

e exercising general supervision over the work of the administrative officers of the University,
passing upon the satisfactoriness of services rendered and deciding upon the retention and
dismissal of officers,

e appointing faculty members

e representing the University to its constituency, to the general public, and in educational and
social circles,

e presiding at the regular meetings of the University Academic Assembly and calling such
special meetings as may be deemed necessary,

e exercising superintendence over all departments of the University as the prosperity of the
University demands,

Senior Vice President, Academic Affairs

The Senior Vice President, Academic Affairs is the chief academic officer, and as such shall be
responsible for implementing academic policy and coordinating academic programs and activities.
The Senior Vice President reports to the President. Reporting to the Senior Vice President,
Academic Affairs are: the Associate Vice President, Academic Affairs; Assistant Vice President,
Scholarship Coordinator; the Dean of Arts and Sciences; the Dean of the College of Pharmacy; the
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Dean of Freshmen Studies; the Dean of Admissions; the Director of the Center for the Advancement
of Teaching; the Director of the Center for Undergraduate Research; the Registrar; the Director of
the Center for International and Intercultural Programs; and the University Librarian.

It is the duty of the Senior Vice President to search for and to implement ways to affect a favorable
climate for learning at the University. The Senior Vice President shall encourage and promote good
teaching and scholarship by the faculty and encourage good scholarship by the students. He/she
shall administer the curriculum, advise on the hiring of new faculty, who may be offered
employment by the Office of the President, and advise on release of non-tenured faculty, whose
employment may be terminated by the Office of the President. In the absence of the President, the
Senior Vice President, Academic Affairs is the ranking officer of the University.

Specific duties of the Senior Vice President, Academic Affairs include:

e presiding at meetings of the University Academic Council;

e reviewing and approving curricula, courses, and methods of instruction in all the colleges
and schools of the University;

e working with the President and deans to review academic programs and recruit faculty
necessary to carry out these programs;

e serving as a member of the University Budget Committee and thereby exercising authority
for approving budgets for academic programs;

e monitoring policies and procedures concerning admissions, registration, scheduling, and
academic guidance of the students of the University;

e approving and monitoring academic scholarships within University budget guidelines;

e overseeing the operation of the University Library;

e serving as the Cognizant Officer to the Board of Trustees’ Committee on Faculty and
Academic Affairs;

e serving as Chairperson of the University Committee on Academic Standing;

e reviewing the recruitment, orientation, and development of the faculty and the evaluation
of their performance;

e assuring proper University representation at meetings of academic associations; and,

e carrying out other responsibilities as delegated by the President.

Senior Vice President, Administration

The Senior Vice President, Administration is the chief administrative officer; and as such, shall be
responsible for implementing major policies and procedures relating to administrative matters. The
Senior Vice President, Administration reports to the President. Reporting to the Senior Vice
President, Administration are: the Vice President, Fiscal Services; the Vice President, Facility
Planning and Management; the Associate Vice President, Auxiliary; and Support Services; the
Director of Human Resources; the Director of Student Financial Aid; the Internal Auditor; and the
Environmental Health and Safety Officer.
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The Senior Vice President, Administration aids the President administratively and shall free the
President, in whatever ways the President shall see fit, from the exercise of duties connected with
the operation of the University, thereby permitting the President greater freedom to function in
concert with the Board of Trustees and with the larger community external to the University. The
Senior Vice President, Administration will assist the President in bringing together its various
resources and allocating them effectively to accomplish the University’s goals.

Senior Vice President, Resources Development

The Senior Vice President, Resource Development is the designated officer responsible for revenue
enhancement to the University from all major sources, specifically government and private entities.
The Senior Vice President, Resource Development reports to the President and has primary
responsibility for sponsored programs and governmental relationships. Reporting to the Senior Vice
President, Resource Development are the Associate Vice President for Resource Development/Title
[1l, Assistant Vice President for Resource Development, and the Director of Sponsored Programs.

Senior Vice President, Resource Development assists the President and other administrative and
academic officers of the University, as well as their respective units, in developing plans for
programs that require increased revenue, by identifying funding sources that might meet the
revenue needs, and implementing strategic initiatives to obtain the needed revenue and finalizing
arrangements to allow its receipt and use. The Senior Vice President, Resource Development is also
responsible for coordinating proposals for Title Ill, Part B grants, and for administering Title Ill, Part
B, grants.

Vice President, Institutional Advancement

The Vice President, Institutional Advancement reports to the President and is responsible for
advancing the University’s relations and resources. Institutional Advancement encompasses the
Development Office, Strategic Initiatives, and the Public Affairs and Communications Office. Daily
operations of these offices are directed respectively by the Associate Vice President, Development,
the Associate Vice President, Strategic Initiatives, and the Associate Vice President, Public Affairs
and Communications, who report to the Vice President, Institutional Advancement.

Vice President, Student Services

The Vice President for Student Services is the administrative officer directly responsible for the
coordination and overall development of the non-academic areas of student life. Reporting to the
Vice President, Student Services are: the Associate Vice President, Student Services, the Assistant
Dean for Student Life, and the Directors of the Center of Student Leadership and Service, Health
Services, Housing and Residential Life, Intramural Sports and Recreation, Counseling and Wellness,
Career Services, Campus Police, Campus Ministry, Athletics, and the University Center.

Vice President, Fiscal Services
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The Vice President for Fiscal Services is the chief financial officer, and as such shall be responsible
for implementing major policies and procedures relating to financial matters of the University. The
Vice President reports to the Senior Vice President, Administration and serves as support to the
President and the Board of Trustees. The Vice President is directly responsible for managing the
Office of Fiscal Services, and gives leadership and direction to Director of Accounting, Director of
Operations, Director of Grants and Contracts, Director of External Audit, Financial Reporting and
Loan Collections and the Bursar.

Vice President, Technology Administration

The Vice President, Technology Administration is responsible for developing, recommending, and
implementing policies associated with the identification and integration of technology into the
instructional and administrative functions of the University. The Vice President reports to the
President for all matters related to technology implementation in the University.

Reporting to the Vice President, Technology Administration are the Associate Director, External
Support, Associate Director, External Relations and Support and the Manger of Network and
Telecommunications.

Vice President, Planning and Institutional Research

The Vice President, Planning and Institutional Research is responsible for coordinating the
University’s planning process, and overseeing the Office of Institutional Research. The Vice
President, Planning and Institutional Research gives leadership and direction to the Director,
Institutional Research and the Director of Institutional Effectiveness and Assessment.

Vice President, Facilities Planning and Management

The Vice President, Facilities Planning and Management reports to the Senior Vice President,
Administration and oversees the administrative coordination of capital projects, the physical plant,
and the central plant. Reporting to the Vice President, Facilities Planning and Management are the
Director, Building Services and the Chief Engineer.

Academic Structure of the University

The academic body of the University consists of the Teaching Faculty, the Library Faculty, the
Academic Administrators, and the Students. The academic body is broadly organized into colleges
or schools, and departments or divisions.

The Colleges

A college or school is an administrative unit of the University consisting of the Dean, who is in charge
of the Faculty of the college or school and of students registered therein. Xavier University is
organized into the College of Arts and Sciences and the College of Pharmacy.

Departments/Divisions
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A department/division is an academic unit of the University consisting of all those faculty members
who are engaged instructional, administrative or research work in a given discipline under a
departmental/division chair. Normally each undergraduate department/division is responsible for
all instruction and research in its field. Hence departments/divisions may serve students registered
in more than one school of the University.

Committees and Councils

The University will also conduct ongoing reviews of its academic and administrative units. On a
cyclical basis, selected units will be reviewed for institutional effectiveness by the appropriate
Planning Councils and Committee.

Admissions Committee

Chair: Dean of Admissions.

Members: Three elected faculty members, the Faculty Athletic Representative (NAIA
Guidelines), four faculty members appointed by the Senior Vice President,
Academic Affairs, and the Dean of Admissions.

Work load: The committee reviews admission files throughout the year. The busiest
season runs from November to April. Several meetings, usually in March,
April and May, are held to discuss strategies to achieve a desired
enrollment of new students.

Functions: The committee evaluates records of applicants for admission to the
University and recommends guidelines and policies regarding
undergraduate admissions.

Athletic Committee

Chair: Senior Vice President, Administration.

Members: Eleven members. Three are elected faculty members, plus one who serves
as the Academic Coordinator for the athletes, four administrators
representing the following areas: Admissions, Financial Aid, Fiscal Services
and Student Services, one staff person; and the Athletic Director; one male
and one female student representing the Student Government
Association.

Work load: Bi-monthly meetings of approximately two hours; more often if the need
arises. Length of service on this committee is three years.

Functions: The committee oversees all the activities of the Athletic Department and

makes recommendations to the President. Some of the specific
responsibilities include the athletic budget, scheduling, hiring of staff and
review of coaching performance.

Biohazard Safety Committee (modified August 2008)

Chair: Jointly appointed by the Senior Vice President, Academic Affairs and the
Senior Vice President, Resource Development; the chair must have
expertise in research involving recombinant DNA molecules, organisms
and/or viruses containing recombinant DNA molecules.
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Faculty/Staff Fringe Benefit Committee

Chair: Appointed (from membership) by President.

Members: Four faculty members elected for three-year terms; four staff members
who are appointed for two year terms; the Director of Human Resources
and the Associate Director of Human Resources for Benefits and
Timekeeping.

Work load: Seasonal and heavy at times.

Functions: This committee regularly reviews the faculty/staff fringe benefit package

and investigates the possibility of improvement and change.

Staff Grievance Committee

Chair:

Director of Human Resources

Members: Five staff members including the Internal Auditor, Associate Vice President

for Student Services, one staff employee from Facilities Planning and
Management, and one staff employee from Academic Affairs. All
members are appointed for an indefinite period. Members will be trained
by legal counsel in conducting grievance hearings.

Work load: As required to review an employee’s grievance against a staff employee.

The committee will also hear grievances against a staff employee by a
faculty member or student of the university.

Functions: The Staff Grievance Committee will be an impartial body that hears a

grievance by a staff employee that alleges unresolved concerns, violations
of university policies, misconduct, unfair or discriminatory practices or
violation of federal employment laws. The committee will render a
recommendation to the President or his designee who will make a final
decision.

University Planning Council (a continuing committee)
The University Planning Council (UPC) will be chaired by the President of the University and

membership will consist of:

President

Senior Vice President for Academic Affairs

Senior Vice President for Administration

Senior Vice President for Resource Development

Vice President for Planning and Institutional Research
Vice President for Institutional Advancement

Vice President for Student Services

Vice President for Technology Administration

Vice President for Fiscal Services

Vice President for Facilities Planning and Management
Dean, College of Arts and Sciences

Dean, College of Pharmacy

Dean, freshman Studies

Dean of Admissions
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e Members of the Xavier faculty (3 CAS; 1 COP)

e Student Government Association President (or designee) and one other student designated
by Student Government Association President

e Accreditation Liaison (if different from the members listed above)

The University President will select the faculty representatives for a two year term from among the
elected members of the University Academic Council.

The UPC will have responsibility for reviewing the University mission and vision, for reviewing all
information and reports developed to support the planning process, for setting the strategic focus
for the University, for providing guidelines and strategy to the University Strategic Planning
Committee; for reviewing goals, objectives and tasks developed during the strategic planning
process and for reviewing and approving the strategic plan.

The UPC will periodically review progress in achieving the goals and objectives and tasks outlined in
the strategic plan and make mid-course corrections if necessary. The UPC will set priorities among
the strategic planning objectives and make recommendations to the University budget committee
regarding resource allocation in support of strategic goals and objectives.

The UPC will also review the annual report on institutional effectiveness and assessment the annual
report on learning outcomes assessment, the annual peer and competitor report in conjunction with
its review of progress toward the strategic planning goals, objectives and tasks.

University Strategic Planning Committee (An Ad Hoc Committee)

A University Strategic Planning Committee (USPC) will be selected every five years to participate in
the development of the University strategic plan. The USPC will be co-chaired by the Vice President
for Planning and Institutional Research and a member selected by the committee.

The committee will include one member of the faculty selected by each academic department in the
College of Arts and Sciences, one member of the faculty from each of the two divisions of the
College of Pharmacy, one member selected from among the staff of each of the units of the
University overseen by a Vice President as well as two student members selected by the Student
Government Association.

Working under the guidance of the UPC, the USPC will facilitate the development of the University
strategic plan by engaging and informing the University community, developing and recommending
strategic goals and objectives, and reviewing and recommending the strategic plan for revive and
approval by the UPC.

Budget Committee

The Budget System
The University operates on an annual budget based on a fiscal year beginning on July 1st and ending
June 30th. The budget is prepared prior to the beginning of the fiscal year through a planning
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process coordinated by the University Budget Committee. The annual budget is approved by the
Board of Trustees prior to the beginning of the fiscal year.

Role and Responsibility

All budget requests are submitted to the appropriate deans and vice presidents for review and
recommendations to the University Budget Committee. It is the responsibility of the Budget
Committee to review all budgets and to prepare, in the light of needs of the University and its
projected income, a final comprehensive budget for presentation by the President, who must make
the budget recommendation to the Board of Trustees.

The Budget Committee will recommend the allocation of resources for operational and capital
needs based on the following planning documents:

e the annual review of process on the strategic plan goals and benchmarks;
e the annual review of outcomes assessment;

e the annual space and facilities needs survey;

e special needs identified at the unit and department level.

Committee Membership
The President is Chair of the Budget Committee:

e Senior Vice President, Academic Affairs

e Senior Vice President, Administration

e \Vice President, Fiscal Services

e Vice President, Student Services

e Senior Vice President, Resource Development

e Vice President, Institutional Advancement

e Vice President, Planning and Institutional Research
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III. STAFF EMPLOYMENT POLICY

Administration of Policies

The Director of Human Resources is responsible for the Administration of XULA Human Resources
policies except as may be otherwise delegated.

At will Employment Policy

Xavier University adheres to the “At Will” employment policy. This policy states that all employees,
regardless of status, have no guarantee of employment. Employees work at the discretion of XULA
and may be separated from employment with or without cause at any time.

Advertisements for Position Openings

Information regarding position openings is available to current employees through electronic and
printed job postings. Position openings may be advertised to the general public through print
media, job fairs and the internet. XULA makes every effort to provide information regarding
employment opportunities to organizations that assist minorities, women, individuals with
disabilities and individuals who are not currently in the workforce.

Equal Employment Opportunity Policy

XULA is an Equal Opportunity/Employer. The objective of XULA’s employment practices is to recruit,
hire, train, and promote into all job levels the most qualified applicants without regard to race,
color, creed, religion, gender, national origin, age, disability or veteran’s status. All decisions
regarding employment are based on an individual’s qualifications as they relate to a specific job
vacancy.

All Human Resources actions regarding compensation, benefits, transfers, layoffs, recall, university
sponsored training, education, tuition assistance, social and recreation programs are executed
without regard to race, religion, color, creed, gender, national origin, age, disability or veteran’s
status.

Job Applicants

1. Employment applications are accepted only when there is a job opening and must be
completed by the applicant. Applications are supplemented by interviews and reference
checks. Prior to an offer of employment, applicants must consent to a verification of
references and fill out whatever forms are necessary to allow for such verification.

2. Asa condition of employment, applicants for designated positions may be required to
complete a software proficiency test, criminal history check, drug screen, verification of
licenses and academic credentials. A list of these positions may be obtained from the Office
of Human Resources.
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3. Xavier University participates in the E-Verify Program, which electronically verifies with the

Department of Homeland Security and Social Security Administration whether a person is
legally eligible to work in the United States.

Position descriptions are provided to all new employees. Position descriptions describe the
essential duties, responsibilities, knowledge, skills and abilities of the job. Position
descriptions shall in no way be construed as a limitation on the authority of supervisory
personnel to assign tasks that are appropriate to the employee’s position.

New Employee Orientation and Development:

At the start of employment, new employees are required to attend a university orientation. Newly

hired employees also receive orientation and training from his or her supervisor or the supervisor’s

designee. Additional training or employee development may be available for employees through

various internal and external sources.

New Employee Evaluative Period

All newly hired employees are employed for an evaluative period of 90 days.

The evaluative period gives the supervisor an opportunity to provide direction and support
to the employee and to evaluate the employee’s job performance and behavior.

During the evaluative period, eligible full and part-time employees accrue sick and vacation
leave; however, sick and vacation leave may not be used until the employee successfully
completes their evaluation period.

Employees who separate from their employment prior to the end of their evaluative period
will not be eligible to receive accrued vacation pay.

An employee’s evaluative period may be extended for an additional thirty days with a
written request of their supervisor and the approval of the Director of Human Resources.
At the end of an employee’s evaluative period, the employee will receive a written
evaluation review which will indicate whether the employee will attain regular status or will
be separated from employment.

Transfer, Promotion or Reassignment within XULA

1.

Employees who are transferred, promoted or reassigned shall retain all rights, benefits and
accrued leave earned in their former position with XULA. An employee who is promoted is
required to serve a three-month evaluation period. If the employee is unable to perform
the duties and responsibilities of the new position, in a satisfactory manner, the employee
may apply for his or her former position, if it is available, or other positions for which he or
she is qualified. If there are no positions available for which the employee is qualified, then
the employee will be separated from employment.

Employees are not eligible for promotion or transfer during the evaluation period.

Employment of Relatives
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Xavier University believes in hiring the best employees based on their qualifications, however, XULA
prohibits employees with supervisory responsibilities from supervising their relatives. A relative is
defined as anyone who is related by blood, marriage, or legal adoption

Employee Job Classifications
1. EXEMPT EMPLOYEES

The Fair Labor Standards Act (as amended) defines exempt employees as employees whose
positions are classified as bona fide executive, administrative, professional or information
technology positions. Employees in this classification are exempt from being paid overtime.
Contact Human Resources staff for further explanation of definitions.

2. NON-EXEMPT EMPLOYEES:

The Fair Labor Standards Act defines non-exempt employees as employees who are in positions
that are required to be paid overtime for all hours worked over forty in a single workweek.

3. FULL-TIME EMPLOYEES:

Employees, who are scheduled to work 35 or more hours per week, on a continuous basis, are
classified as full time.

4. REGULAR STATUS EMPLOYEES:

Employees who have successfully completed their evaluative period are classified as regular
status employees.

5. PART-TIME EMPLOYEES (BENEFITS ELIGIBLE):

Part-time employees who are scheduled to work more than 20 hours but less than 35 hours are
eligible for benefits.

6. PART-TIME EMPLOYEES (INELIGIBLE FOR BENEFITS):

Part-time employees who are scheduled to work less than 20 hours per week are not eligible for
benefits.

7. EVALUATIVE PERIOD EMPLOYEES:
Employees are on a 90-day evaluative period, because they are newly hired or promoted.
8. SUBSTITUTE AND ON CALL EMPLOYEES:

Employees that are hired to work whenever a full time or part time employee is absent from
work and the position is needed to be covered. Substitute and on call employees are not
eligible for benefits including paid time off for holidays or paid leave.
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9. TEMPORARY EMPLOYEES:

Temporary employees are employed for a specific short-term duration, usually not to exceed six
months. Temporary employees are not eligible for benefits including paid time off for holidays
or paid leave.

Employee Individual Development Review
Policy

The Supervisor will review the performance of new employees upon completion of their
probationary period. Regular status employees will have their performance reviewed annually.

1. An Individual Development Review will be conducted for all employees in order to
provide recognition of an individual’s accomplishments and to establish goals for the
coming year. The employee individual development review will document the
employee’s commitment to continuous improvement and institutional effectiveness.
The process will also focus on areas of performance and behavior that needs
improvement. The employee will be expected to self assess and comment on
supervision received.

2. University Administrators will be reviewed annually using a process designed to access
their performance and effectiveness.
3. The Director of Human Resources will periodically update the listing of the University
Administrators after consultation with the Vice Presidents and with the approval of the
President.
Work Schedules

Work schedules are determined by the employee’s supervisor to meet the needs of XULA and their
department. Work schedules are subject to change and employees will be given proper notification
whenever possible. Employees may be requested to work beyond their normal work schedule, or
may be called in to work on their scheduled day off.

Attendance and Punctuality

XULA expects all employees to be at work on their scheduled workdays. Regular attendance
includes reporting to work on time and continuing to work until the end of their scheduled workday.
“On time” is defined as an employee being at his or her assignment or work location and ready to
work at his or her scheduled starting time. Unsatisfactory attendance or tardiness may be cause for
disciplinary action. In the event that an employee cannot report to work as scheduled, the
employee must notify his or her supervisor at least one hour prior to their scheduled reporting time,
or provide evidence of extenuating circumstances. In all cases of absences, the employee is
required to provide his/her supervisor with a reason for the absence and, if applicable, the probable
duration. If the duration of an absence is not readily determinable, the absent employee will be
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required to call his/her supervisor daily to report the status of their absence. Proper recording of
absences is required of all employees.

If an employee is absent due to illness or injury for more than three consecutive days, the employee
must provide a notice from his/her physician stating that the employee may return to work and
indicating whether the employee has any restrictions.

If the illness is for five or more consecutive days, and the employee is eligible for FMLA, XULA may
designate the time off as Family and Medical Leave if the employee is eligible for FMLA.

Definitions:

1. Excessive absence(s): More than four unscheduled absences in a thirty-day period are
considered excessive and may prompt disciplinary action.

2. Tardiness: More than four instances in a thirty-day period is considered excessive and
may prompt disciplinary action.

3. Job abandonment: An employee who is absent from work for three or more
consecutive days without notifying supervisory personnel is regarded as having
abandoned his or her job unless the employee can provide acceptable, verifiable
evidence of extenuating circumstances. Abandonment under this definition will be
considered as a voluntary resignation from employment with XULA.

Employment File

The Human Resources Department maintains an employment file on each employee. The file will
contain documents, forms and information relating to the employee’s employment with XULA.

Only active XULA employees may review the contents of their employment file after making a
request to the Director of Human Resources. Files are confidential and may be reviewed by the
employee in the presence of the Director of Human Resources or the Director’s designee. The
employee may not remove anything from his/her file. Requests for copies of personal documents
contained in the employee file must be approved by the Director of Human Resources.

Employment files will be retained according to government regulations. Employees may make a
written request to the Director of Human Resources to have any information removed from their
employment files that is deemed to be incorrect. A review will be conducted, and if it is
determined, that the questionable information is incorrect, it will be removed; and if the
information is correct, it will remain in the folder.

Reference Inquiries

XULA may furnish responses for employment verifications with the consent and release of XULA
from any liability by current or former employees.

Employee Compensation
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Recording Time Worked

Non-exempt staff employees are required to record their time worked by using an electronic
timekeeping system. This timekeeping system allows employees to record their hours worked by
using a telephone.

Exempt employee’s actual compensation is determined by the salary, not the hours worked.
Supervisors or designated timekeepers are able to make adjustments and record paid time off for
holiday, vacation, sick, court or bereavement leave.

Non-Exempt Employee Pay

At the end of each pay period, the supervisor approves each time record, which is then
electronically submitted to payroll for processing. Non-exempt employees are paid according to the
time recorded in electronic timekeeping system. Non-exempt employees are paid bi-weekly and
paydays occur every other Friday.

Exempt Employee Pay

The exempt staff employee’s schedule that is listed in the timekeeping system shall be considered as
their timecard. Exempt employees are paid on the last scheduled workday of each month. If the
scheduled payday is on a holiday when financial institutions are closed, then the employee will be
paid the last scheduled workday prior to the holiday. If a XULA-designated paid holiday occurs on a
payday, and it is not a holiday for financial institutions, then the payday will not change.

Direct Pay

XULA requires all employees to be paid through direct deposit. If the employee does not have an
account with a financial institution, the employee will be required to obtain a bank card through a
financial institution approved by XULA for direct deposit.

Authorization for Deductions

Deductions will be made from each employee’s wage/salary as required by law including taxes,
garnishments and wage assignments. The employee must authorize any voluntary deductions by
completing the appropriate forms authorizing the deductions and submitting them to the Human
Resources Department. All changes to an employee’s deductions must be authorized by the
employee and submitted to the Human Resources Department.

Overtime Pay (Non-Exempt Employees)

If a non-exempt employee works more than 40 hours in a single workweek, the non-exempt
employee will be paid at an overtime rate of 1% times their normal hourly rate for the hours in
excess of 40 hours in a single work week.

Overtime is computed when actual hours worked have exceeded 40 hours in a single workweek.
Sick leave, annual leave, holidays (not worked), or any other leave will not be considered in the
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computation of hours worked during a single workweek to determine overtime. Compensatory
time off in lieu of payment of overtime is not permitted under the Fair Labor Standards Act unless
the compensatory time is granted in the same workweek in which it is earned. Please consult with
the Human Resources Department if you have any questions regarding overtime payments.

A non-exempt employee is required to obtain prior authorization from his or her supervisor or the
supervisor’s designee prior to working overtime unless overtime is warranted to provide emergency
coverage. Failure to obtain specific written authorization to work overtime may lead to disciplinary
action.

Exempt employees are not eligible for overtime pay or compensatory time off.
Disaster Pay

An employee who is required to work, after the President or his designee, declares XULA closed
because of a disaster will be paid their regular hourly rate of pay and time and one half for all hours
worked under the emergency decree.

Wages/Salary Changes

Employees may receive wage or salary increases because of a promotion, job evaluation, special
adjustments, increases mandated by a grant or increases approved by the Board of Trustees.

Employees are asked to check their pay statement to determine if the amount of their wage or
salary increase is correct. If there is an error in the employee’s pay, the employee should notify
his/her supervisor and Human Resources. If the employee’s check is less than the approved
amount, the employee will receive a retroactive pay adjustment. If the employee’s check is greater
than the approved amount, the employee will be required to refund the difference between the
correct amount and the incorrect amount.

Garnishments, Levies and Wage Assignment

XULA is obligated by law to comply with notices of garnishments, levies and wage assignments. The
employee will be notified of receipt of a notice of garnishment, levies or wage assignment. XULA
will start and end deductions according to the court order, levy or wage assignment.

Change in Information

An employee must notify the Human Resources Department of changes in his or her name, marital
status, telephone numbers, address, bank account numbers for direct deposit purposes,
beneficiaries, student status of dependent children, (when dependent child reaches the age limit for
health, dental and vision coverage).

Supervisors must be notified of changes in an employee’s contact information.

Work Schedules and Attire
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1. Office hours, breaks and lunch periods are established according to the needs of the
department and XULA.
2. A dress code for each department may be established and properly posted or

disseminated. Failure to comply with department policies will result in corrective
action.

3. Shorts are inappropriate for men and women during regular business hours, unless they
are deemed appropriate for performing the employee’s work (i.e. Bicycle Police
Officers).

Mail Service

Mail boxes are provided for the faculty in the post office located in the University Center (first floor).
Mail services are also provided on the first floor of the Xavier South Building.

Parking Areas

All campus parking lots require a permit, available from the Office of Campus Police. Lots are
designated “Special Reserved Parking,” “Faculty,” “Staff” or “Student.” After 5:00 p.m. all parking
areas are open except those designated “Special Reserved Parking.” For specific information
concerning traffic regulations on campus, faculty and staff members should read the parking and
traffic regulations bulletin issued at the beginning of the school year. For any other information,
personnel should contract the Traffic Control Division of the University in the Office of Campus
Police located at Carrollton Avenue and Drexel Drive. All cars driven to and from the campus and
parked thereon must bear a University parking sticker. These are obtained from the Office of
Campus Police or University cashier. (See bulletin mentioned above.) Failure to register and display
this sticker may result in a parking fine.

Rehire

Individuals who are rehired by XULA will receive credit for time previously worked in determining
service awards and benefits eligibility.

Separation from Employment
1. Resignation

XULA requires written advance notice of an employee’s voluntary resignation. Exempt staff shall
give notice as far in advance as possible, but not less than 30 days prior to the effective date of
resignation. Non-exempt staff shall give no less than two weeks notice. XULA reserves the right to
pay the employee in lieu of the notice period. The employee may not use sick leave during the
notice period.

2. Layoff
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Layoff is a separation from employment because of reorganization or expiration of a grant or
contract. The President or his designee approves layoffs.

A. The decision to lay off an employee will be guided by the following factors given in
order of importance:
° The skills, abilities and past job performance of the employee.
. Length of employment.
B. An employee whose wages/salary is paid from funds from a grant will be separated

from employment if the grant expires and there are no funds to support their
position.

Outstanding Debts Owed XULA upon Separation

Employees are responsible for paying all outstanding debts (travel advances, credit card purchases,
overpayment of pay etc.) when they are due. If an employee separates from employment and owes
XULA any money, the outstanding balance will be deducted from the employee’s check. If the
employee’s check is not sufficient enough to pay the balance that is due XULA, the employee is to
make arrangements for repayment of the debt. If the debt is not repaid according to the agreed
schedule, XULA will exercise its right to recover the debt.
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IV.  GRIEVANCE PROCEDURE

Policy

It is the policy of XULA that all employees be treated fairly in all matters of their employment. XULA
believes that most problems or concerns can be resolved at the supervisor level. If the problem or
concern cannot be resolved at the supervisor, department chairperson or vice president’s level, then
the employee can make a written request to the Director of Human Resources to have their
concerns heard by the Grievance Committee. The Director of Human Resources may decide on the
grievance or refer the grievance to the Grievance Committee. The Grievance Committee is not
available to employees during their initial evaluative period. If an employee, during their initial
evaluative period has a problem or concern that cannot be resolved at the supervisor’s level, the
evaluative period employee may request a conference with the Director of Human Resources or the
vice president for his/her area.

Procedures

1. If an employee believes that he or she has been treated unfairly or has an unresolved
concern, then the employee should request a conference with his or her immediate
supervisor. If the employee cannot resolve their concern or issue with their immediate
supervisor, the employee should request a conference with the vice president for his or her
department.

2. After the employee makes a good faith attempt to resolve the problem at the vice
president’s level and he or she is not satisfied with the response, the employee may submit
a written request to the Director of Human Resources to have his or her concern or issue
heard by the Grievance Committee. The written request must be sent to the Director of
Human Resources within ten working days after receiving a response from the vice
president. The written request should provide information on the concern or issue and the
remedy the employee is seeking. Failure to file a grievance within the required time will
result in the grievance not be reviewed.

3. The Director of Human Resources will review the grievance request and will determine if the
request is appropriate or warrants a hearing by the Grievance Committee. If the Director of
Human Resources determines that the employee’s request is a grievable issue, the Director
of Human Resources will convene a Grievance Committee hearing. A Grievance Committee
hearing will be scheduled within ten working days after receiving the request for a hearing.
If the Director of Human Resources determines that the employee’s issues or concerns is
not under the jurisdiction of the Grievance Committee, the Director of Human Resources
notifies the employee in writing their grievance was denied.

4. The Grievance Committee will hear the employee’s grievance, and submits a
recommendation to the President or the President’s designee for final approval.

5. The President or the President’s designee will submit their decision to the Grievance
Committee Chairperson.
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6. The chairperson or the Grievance Committee notifies the employee of the outcome of the
grievance hearing.
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V.  STAFF CONDUCT

Types of Corrective Action

Depending upon the nature and circumstances of an incident, discipline will normally be
progressive; however, XULA reserves the right to employ any of the following corrective measures:

Verbal Counseling

If an employee’s behavior or work performance is not acceptable, the supervisor is encouraged to
counsel the employee of any problems or deficiencies. In any case where a supervisor verbally
counsels an employee of such problems or deficiencies, the supervisor should document the
occurrence of the counseling session, including the date of occurrence and what was discussed. A
verbal counseling session is not necessary prior to taking other corrective actions including
termination.

Written Counseling

A written counseling is a form of corrective supervisory feedback in response to a serious incident,
unsatisfactory performance, misconduct, or violation of a policy or procedure. It may be given for a
first time offense or as a result of a series of actions or omissions by an employee.

A written counseling shall be discussed in conference with the employee and shall also be
documented in writing or by using an approved counseling form. The employee will be asked to sign
the written counseling. Signing a written counseling does not indicate that the employee agrees
with the counseling, however it does indicate that the supervisor has discussed the problem with
the employee and the employee has received a copy.

Suspension without Pay

If after an employee receives a written counseling and the performance does not improve or there is
no change in the employee’s behavior, the supervisor may take the next step in the progressive
discipline process by suspending the employee without pay for a maximum of five workdays.

Discharge

If after an employee receives a suspension without pay and the performance does not improve or
there is no change in the employee’s behavior, the supervisor may take the next step in the
progressive discipline process by recommending discharge. The discharge must first be approved by
the vice president for the employee’s area and reviewed by the Director of Human Resources to
ensure that all procedures have been followed.

There may be violations, which may cause the supervisor to recommend discharge without
following the progressive discipline process.
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Refer to section Reasons for Corrective-Actions Immediate Dismissal for examples of reasons for

immediate dismissal.

Reasons for Corrective Actions

All of the actions under the following categories are considered unacceptable behaviors or

performance. The groupings are illustrative and should not be considered either exclusive or

limiting in achieving effective, efficient and equitable employment practices.

Attendance & Punctuality

1. Unauthorized absences from work for more than four occurrences in a thirty-day
period.

2. More than four unauthorized late arrivals or early departures from work in a thirty-day
period.

3. More than four instances of returning late from lunch or break in a thirty day period.

Behavior

1. Violation of XULA policies and procedures for staff employees, departmental operating
rules or related directives.

2. Harassment, including gender, race, age, religion, national origin and disability.

3. Performing personal work during business hours.

4, Playing games or surfing the internet or using XULA computer for personal reasons
during work hours.

5. Violation of safety rules.

6. Any act or conduct that is discriminatory in nature toward another person’s race, creed,
color, national origin, gender (including harassment), age, religious beliefs or political
affiliations.

7. Violating XULA code of student conduct regarding behavior or actions involving
students.

8. Leaving work area for personal reasons without permission.

9. Unauthorized use of university equipment or materials for personal use. This includes
telephones, faxes, computers, vehicles, tools etc.

10. Making unauthorized solicitations during work hours and in work areas. (Example
soliciting for Avon, meals, candy, Girl Scout cookies, or political candidates in work
area).

11. Engaging in unethical conduct which violates the present standards of the community or
morality.

Performance
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Inefficiency, incompetence, or negligence in the performance of duties, including failure
to perform assigned tasks or failure to discharge duties in a prompt, competent, and
reasonable manner.

Refusal or inability to improve job performance in accordance with written or verbal
direction.

Revocation or suspension of license where job duties require licensing. An employee is
required to notify his/her supervisor in the event his/her license has been seized,
suspended or revoked (e.g., an employee who is required to drive a vehicle and his/her
driver’s license is suspended or revoked).

Careless, negligent, or improper use of XULA property, equipment or funds, including
unauthorized removal or use for personal purpose.

Immediate Dismissal

Immediate dismissal may be implemented for any of the following non-exclusive reasons:

12.

Unauthorized release of confidential information or official records.

Leaving work area without being properly relieved (e.g. employees working in central
plant, campus police or residential life).

Falsifying, removing or destroying records, reports or documents.

Theft.

Dishonesty about job related matters to supervisors, staff, faculty, or the public.
Deception in securing employment, for the employee or for someone else.
Possession or use of an illegal substance or alcohol while performing work for XULA.
Willful endangerment of staff, students, faculty, or the public.

Threatening an employee, student or visitor with harm or injury.

Failure to comply with a lawful request from a supervisor.

Viewing or electronically mailing pornographic or obscene materials on personal
computers in the workplace or on XULA property.

Creating or sending a computer virus.

Preventing Violence in the Workplace

XULA believes that everyone should have a work environment that is fr