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University Handbook

The Faculty Handbook, which was formerly incorporated into the University Handbook, has been organized into a
separate document to aid faculty and administrators in locating policies applicable to them. The University
Handbook, which applies to all University employees, should also be consulted by faculty as a source of employment
-related policies and procedures.

Code of Ethics

Date

3/04

The conduct of University administrators, faculty, and support staff should be characterized by integrity. Each
individual’s personal and professional conduct reflects on one’s institution, profession, and the higher education
enterprise at large.

To guide University administrators, faculty, and support staff in setting and practicing high standards of ethical
conduct, the University of Southern Indiana Board of Trustees has chosen to voluntarily comply with the spirit of the
Sarbanes-Oxley Act of 2002 and has developed the following Code of Ethics. USI embraces the values expressed in
the Code and advocates their observance by the members of the USI community. University administrators, faculty,
and support staff should:

Comply with applicable governmental laws, rules, and regulations;

Act with competence and strive to advance competence, both in self and in others;

Devote time, thought, and study to the duties and responsibilities of one’s job and be able to render effective and
creditable service;

Understand the University’s objectives and policies and contribute constructively to their ongoing evaluation and
reformulation;

Maintain the confidentiality of privileged information that infringes upon another’s right to privacy and not
disclose information to secure personal or financial gain;

Complete the University’s Possible Conflict of Interest Disclosure Statement to disclose any interest, financial or
otherwise, direct or indirect, in any business, transaction, or professional activity which may be in substantial
conflict with the proper discharge of one’s duties;

Refuse to accept any gift, favor, service, or other item of significant value from any person, group, private
business, or public agency which may affect the impartial performance of one’s duties; and

Refuse to engage in actions that violate the ethical principles contained in this Code or provisions of law.

Prompt internal reporting of code violations should be reported through the appropriate departmental
administrative personnel or to Human Resources and reviewed. Any issues pertaining to code violations would follow
the same due process as currently outlined in the University Handbook.

Mission Statement

Date

1/25

USl is an engaged learning community committed to exceptional education. We exist to provide an educated citizenry
that can engage in a civil manner within a community with divergent ideas and cultural differences. We prepare our
students to lead and make positive contributions to our state, their communities, and to be lifetime learnersin a
diverse and global society.
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General Information

A.1 Historical Background

Date

7/25

The University was established in 1965 in response to a need for public higher education in southwestern Indiana.
From its earliest stage of planning in the early 1960s, community leaders have supported the University by providing a
solid base for its present success and future growth. Local leaders worked with members of the Indiana General
Assembly and Governor Roger D. Branigin to establish a public higher education campus.

The University of Southern Indiana (USI) began as a regional campus of Indiana State University, opening on
September 15, 1965, in the old Centennial School Building, and offering classes to 412 students. In 1967 Southern
Indiana Higher Education, Inc. (SIHE) raised nearly $1 million to acquire the land where the campus now sits.
Groundbreaking for the campus was held June 22, 1968, and the University moved to its present site four miles west of
the city limits of Evansville in September 1969, graduated its first class of baccalaureate degree students in 1971, and
achieved initial North Central Association accreditation in 1974.

In 1984 the Indiana Commission for Higher Education recommended, and the Indiana General Assembly created, a
Board of Incorporators appointed by Governor Robert D. Orr. On April 16, 1985, legislation was signed which made
USI a separate state university. To give recognition to its role and mission, Orr appointed a group of leaders to serve
as members of the University’s new Board of Trustees. In 1987, transfer of accreditation, including at the master's
degree level, was approved through the North Central Association. On June 30, 2008, SIHE transferred ownership of
land and remaining assets to the USI Foundation.

USI Today

USI enrolls nearly 9,500 undergraduate, dual credit and graduate students in more than 130 areas of study. A public
higher education institution located on a beautiful 1,400-acre campus in Evansville, Indiana, USI offers programs
through the College of Liberal Arts, Romain College of Business, Kinney College of Nursing and Health Professions,
Pott College of Science, Engineering, and Education and School of Graduate Studies.

USl is a Carnegie Foundation Community Engaged University and offers continuing education and special programs
to more than 15,000 participants annually though Outreach and Engagement. The University offers study-abroad
opportunities in many countries and is host to international students from around the globe.

Outreach projects include the administration of Historic New Harmony, Historic Southern Indiana, New Harmony
Gallery of Contemporary Art, Center for Communal Studies, Epi-Hab Center for Disability Studies, and the Southern
Indiana Japanese School among others.

A competitive member of NCAA Division | and the Ohio Valley Conference, USI offers 19 varsity intercollegiate men’s
and women'’s sports.

On April 2, 2025, Steven J. Bridges became USI's fifth President.

The University continues a tradition of affordable excellence through innovation and engagement and positions USI
as a top choice for high-caliber college students across the state, nationally and internationally.

Mission and Vision

The USI vision is a simple but powerful one: USI will be a recognized leader in higher education boldly shaping the
future and transforming the lives of our students through exceptional learning and intentional innovation. Its mission
statement is: USl is an engaged learning community committed to exceptional education. We exist to provide an
educated citizenry that can engage in a civil manner within a community with divergent ideas and cultural differences.
We prepare our students to lead and make positive contributions to our state, their communities, and to be lifetime
learners in a diverse and global society.
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A.2 Organizational Chart
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A.3 Administrative Organization
Date
8/19

Office of the President

The president is the chief educational and administrative officer responsible to the University of Southern Indiana
Board of Trustees for the organization, administration, operation, and development of the University. The president
also provides oversight to the University's Athletic programs.

Office of the Provost

The provost is responsible for the general administration, organization, and development of the academic and
instructional services of the University. The Office of the Provost is responsible for coordinating and supervising the
administration of the Colleges of Business, Liberal Arts, Nursing and Health Professions, and Science, Engineering,
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and Education, Registrar, the Division of Outreach and Engagement, School of Graduate Studies, David L. Rice
Library, Institutional Analytics Office, Career Services and Internships, Center for Adult Learner Success, Center for
Excellence in Teaching & Learning, Office of Sponsored Projects & Research, and Center for International Programs.

Office of the Vice President for Finance and Administration

The vice president for Finance and Administration administers all business and financial affairs of the University,
including budget control, financial accounting, information technology, purchasing, operation and maintenance of
facilities, property/casualty and general insurance coverage, public safety, campus store, food services, rental
properties, and supervision of new construction on the campus. The vice president also coordinates and supervises
the administration for the human resources department, which includes the following areas: Equal Employment
Opportunity and Americans with Disabilities Act, Employee Benefits, Compensation, and Payroll. As treasurer for the
Board of Trustees, the vice president is responsible for the receipt and custody of all University funds and payment of
all claims against the University.

Office of the Vice President for Student Affairs

The vice president for Student Affairs is responsible for developing, coordinating, and implementing programs and
functions which seek to facilitate the academic and personal growth and development of students. The vice president
coordinates and supervises the administration of the following departments: Dean of Students, University Health
Center, Center for Campus Life, Counseling and Psychological Services (CAPS), Housing and Residence Life, Religious
Life, Recreations, Fitness, and Wellness, and the Multicultural Center, Director of Pathways to College Program.

Office of the Vice President for Development and Alumni Engagement

One of the main responsibilities of the Office of the Vice President for Development and Alumni Engagement is to
provide staff assistance and guidance for the USI Foundation, founded in 1968 as the official gift-receiving agency of
the University. As an Indiana not-for-profit corporation, the USI Foundation promotes, receives, invests, and
disburses gifts for the benefit of the University. The Office assists with University personnel and students who are
involved in private solicitations of any kind with detailed fundraising plans, such as dates, prospective donors, and
dollar goals and serves as a clearinghouse for prospective donors, both individual and corporate. It also publishes the
Annual Report and Honor Roll of Donors and provides for other donor recognition.

Office of the Vice President for University Marketing and Communication

The Vice President for University Marketing and Communication is responsible for leading the following areas:

University Marketing Strategy - University branding and licensing; marketing and advertising and College and
department Content Marketing Specialists.

University Strategic Communication - University Communications-internal and external, including media relations,
social media, public relations, and Photography and Multimedia.

University Creative and Print, including graphic design, client services, printing services and the USI copy center.

The vice president also provides oversight for Community Engagement and Special Projects, Athletic
Communications, Athletic Marketing and Fan Engagement, University Web and Digital Content, and Special Events
and Scheduling

Office of the Chief Government and Legal Affairs Officer

The Office of the Chief Government and Legal Affairs Officer represents the interests of the University to elected
officials and the legislature at the local, state, and federal levels. The office is responsible for interacting with local,
state, and federal agencies and offices concerning issues of importance to the University. This office also oversees the
Indiana Access to Public Records Act, Title IX, and Affirmative Action.
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Office of the Vice President for Strategic Enrolilment Management

The Vice President for Strategic Enrollment Management provides strategic leadership for the Offices of
Undergraduate Admissions, Student Financial Assistance, New Student and Transitional Programs, and University
Division which includes five academic-based, first year advising centers, Academic Skills, Career Counseling, and
Student Support Services.

A.4 State Control

Date

mni7

The University of Southern Indiana is a public, state-supported institution, under the general control of a board of
trustees, known and designated as the University of Southern Indiana Board of Trustees. Other State boards, offices
and agencies exercise certain statutory controls and have specified duties and responsibilities pertaining to the
operation of the University.

The Board of Trustees

The Board of Trustees is responsible for the operation of the University and is specifically empowered by statute to
perform the functions outlined in I.C. 21-27-2. The by-laws and minutes of the Board of Trustees are available in the
David L. Rice Library, in the Office of the President and on the web at www.usi.edu/trustee. The Board meets in
regular session bimonthly and board committee meetings are generally held prior to the regular meeting of the
Board. A schedule of the meeting dates and times is available in the Office of the President and on the web at
www.usi.edu/trustee/meeting-schedule.

State Agencies

In addition to the specific grants of authority to the Board of Trustees, the administration and operation of the
University are subject to a variety of rules, regulations and statutory requirements which have general application to
public institutions and corporations. Among those are:

Indiana Commission for Higher Education - The general purposes of the Commission are the following: (1) plan for
and coordinate Indiana’s state supported system of postsecondary education; (2) review appropriation requests of
state educational institutions; (3) make recommendations to the governor, budget agency or the general assembly
concerning postsecondary education; (4) perform other functions assigned by the governor or the general assembly,
except those functions specifically assigned by law to the state workforce innovation council under I.C. 22-4.1-19; (5)
administer state financial aid programs under I.C. 21- 18.5-4; (6) provide staff and office space for the board for
proprietary education established by I.C. 21-18.5- 5-1. In addition, the Commission is authorized to approve new
graduate-degree programs and may review (with the power to approve or disapprove) new associate,
baccalaureate, graduate degree programs in any academic area.

State Budget Committee - The State Budget Committee is composed of the state budget director, appointed by the
governor, and the State Budget Committee, which is a bipartisan committee of four members, two appointed by the
Senate and two by the House of Representatives. The Budget Committee has general supervisory control over the
budgets of the various departments of state government including that of the University of Southern Indiana.

Indiana Professional Standards Board - The Indiana Professional Standards Board has statutory authority over
teacher education and licensure. The Board approves teacher education programs at Indiana colleges and
universities and issues Indiana teaching licenses. The University's teacher education programs are approved by the
Professional Standards Board, and students who complete teacher education programs at the University and are
recommended for licensure by the University certification advisor are licensed by the Professional Standards Board
to teach in Indiana Schools.

State Board of Accounts - The State Board of Accounts prescribes the basic procedures for financial accounting and
budgeting of University funds and performs financial audits of University accounts.
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Other State Agencies - The state auditor, the state treasurer and the attorney general have responsibility for certain
elements of administration which come within the designated functions of their offices. The state fire marshal
periodically inspects University buildings for conformance to regulations. The State Board of Health is concerned with
health and sanitation conditions, especially in the areas of food service and student housing.

A.5 Ohio Valley Conference (OVC)

Date

3/24

The University has been participating in intercollegiate athletics as a member of the National Collegiate Athletic
Association (NCAA) Division | level since August 2022, but in athletics at the NCAA level since September 1976. The
OVC currently sponsors baseball, men's and women's basketball, men's and women's cross country, men's and
women's golf, men's and women's indoor track & field, men's and women's outdoor track & field, men's and women's
soccer, softball, women's tennis, and volleyball. Men's tennis plays in the Horizon League which is a joint sponsorship
with the OVC while men's and women's swimming and diving compete in the Summit League. OVC members are
Eastern lllinois University, Lindenwood University, University of Arkansas Little Rock, Morehead State University,
Southeast Missouri University, Southern lllinois University Edwardsville, Tennessee State University, Tennessee Tech
University, University of Tennessee Martin and Western lllinois University. The University offers nine men's and ten
women's sports at the intercollegiate level.

The sports offered as NCAA sanctioned are:

Men'’s Sports Women's Sports
Baseball Basketball

Basketball Cross Country

Cross Country Golf

Golf Indoor Track and Field

Indoor Track and Field ~ Outdoor Track and Field
Outdoor Track and Field Soccer

Soccer Softball
Swimming & Diving Swimming & Diving
Tennis Tennis

Volleyball

A.6 Campus Map

Date

12/19

Click this link to access Campus Map

(When prompted whether to save changes, click no and then select open to access the document)

A.7 Councils and Committees
Date
1/25

Advisory Councils and Committees

University of Southern Indiana councils and committees follow Robert’s Rules of Order. All members, including ex
officio members, have full voting rights and privileges of membership unless otherwise noted in a committee’s
description.
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Academic Planning Council. The Academic Planning Council is a standing council of representatives from the
administration and faculty. The provost or a delegated member serves as chair of the council (See Faculty Handbook
Section of the University Handbook, Item Ill, Academic Planning at the University of Southern Indiana).

Administrative Senate. The Administrative Senate is the representative body of administrators, composed of elected
senators and officers from the various departments. The Administrative Senate’s purpose is to serve as a formal
communication link with the President, serve as a consultative body for the President, and serve as a formal means of
communication among administrators. The membership and organization of Administrative Senate is outlined in the
Constitution and Bylaws which can be found at https://www.usi.edu/adminsenate. The University President or a
designee(s) serves as an ex officio non-voting member of the senate.

Alumni Advisory Board. This board is informed of all activities of the Alumni Association and is invited to all meetings
of the Alumni Council. This ex officio board includes faculty and/or administrative staff appointed by the president of
the Association and the director of Alumni Relations and Volunteer USI.

Animal Care and Use Committee. The USI Animal Care and Use Committee (USI-ACOC) is responsible for the
oversight of the use of vertebrate animals in research, testing, and exhibition in accordance with the Animal Welfare
Act, Public Health Service (PHS) Policy on Humane Care and Use of Laboratory Animals, and all other applicable
federal, state, and local regulations, policies and procedures. Appointed by the Provost in consultation with the
Institutional Officer (I0) and academic deans, the Committee comprised of (7) voting members, including an
appointed chair, one representative from each USI college unit (and one alternate), one unaffiliated community
member, and one Doctor of Veterinary Medicine.

Art Collection Committee. The University Art Collection Committee, appointed by the president, is charged with
developing and implementing policy regarding works of art accessioned or received by the committee. The
committee oversees the selection, placement, and maintenance of the works of the University’s permanent art
collection and works in conjunction with the director of University Art Collection who maintains the collection. The
purview of the committee is limited to works of art and does not extend to special archival, archaeological, or
scientific collections. The committee consists of the vice president for Development/president of the USI Foundation,
who serves as chair, the dean of the College of Liberal Arts, a staff member of the New Harmony Gallery of
Contemporary Art, the director of the Kenneth P. McCutchan Art Center and Palmina f. and Stephen S. Pace
Galleries, the chair of the Art Department, a community representative, an art historian or studio artist, and the
director of University Art Collections.

Center for Excellence in Teaching and Learning (CETL) Advisory Board. Appointed by the provost, the Center for
Excellence in Teaching and Learning Advisory Board supports and advises CETL in its mission to promote excellence in
faculty activities and educational endeavors; serves as an advocate and liaison regarding CETL programming and
services with faculty and staff in colleges/units; and provides feedback to help CETL align with the needs and goals of
the faculty, academic staff, students, and the University. The chair is selected from its membership. Membership
consists of representatives from each academic college; a representative of Library Services; a representative of
University Division; a representative of the Council of Department Chairs and Program Directors; a representative of
Faculty Senate; and a representative from OSPR/OPRA. Ex-Officio members are chair of Council of Department
Chairs and Program Directors, School of Graduate Studies Dean, Director of Online Learning, a representative from
edch college Dean's office, and the CETL Director.

Counseling and Psychological Services (CAPS) Advisory Committee. This committee, appointed by the president,

reviews current programs and practices of the Counseling Center to appraise their relevance to student needs and
advises and assists in coordinating new programs developed by the Counseling Center. This committee consists of
three faculty members, the director of Religious Life, two students recommended by the Student Government
Association, and the director of Counseling and Psychological Services (CAPS) as non-voting chair. Additional
University staff may be asked to serve upon the recommendation of the director of Counseling and Psychological
Services.

Data Governance Committee. The Data Governance Committee establishes University practice relative to matters of
institutional data, including but not limited to data definitions, data collection, data editing and integrity, data
reporting and data security. Data Governance is led by a Data Governance Strategic Team, co-chaired by the
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University’s chief information officer and executive director of Institutional Analytics. The committee consists of the
vice president for Finance and Administration, vice president for Student Affairs, assistant vice president for
Undergraduate Admissions, dean of students, director of Internal Audit, chief government and legal affairs officer,
provost and representatives from Informational Technology, Institutional Analytics, Procurement, and Development/
Foundation. Reporting to the Strategic Team is the Data Governance Tactical Team, co-chaired by a representative
of Information Technology and Institutional Analytics. Representatives from Admissions; Business Office; Information
Technology; Development/Foundation; Human Resources; Institutional Analytics; Student Affairs; Registrar's Office;
Library Services; and Student Financial Assistance are members of the Tactical Team.

Development Council. This council is responsible for determining the funding needs of the University to be
underwritten by private gifts to the USI Foundation. This council also assists in planning solicitation of funds from
private sources. The Development Council, appointed by the president, is composed of the Vice President for
Development (chair); Assistant Provost for Academic Affairs; the deans of the academic colleges; Dean of Students;
Administrative Senate Chair; Council of Chairs Chair; Faculty Senate Chair (or designee); Staff Council Chair; Student
Government Association President; directors of Alumni Engagement and Volunteer USI; Athletics; Development;
Historic New Harmony; International Programs; Library Services; Student Development Programs; Student Financial
Assistance; Executive Director of Admissions; Specialist of Student Financial Success Center; USI Board of Trustees
Student Member; School of Graduate Studies Dean; and US| Foundation Student Advisory Board Member. The
Provost, Vice President for Finance and Administration, Vice President for Marketing and Communications, Assistant
Vice President for Undergraduate Admissions and Vice President for Student Affairs are ex officio members.

Endeavor Awards Program Committee. The Endeavor! Awards Program Committee, is chaired by a committee
member selected by the assistant provost for Academic Affairs. Voting members of the committee consist of one
representative from each academic college, a representative of the Honors Council, the director of Endeavor Awards
Program, an at-large member, and a chair (eight members total). The dean from each college will choose a member
to serve on this committee and one alternate. The provost will select the at-large member. The committee will be
responsible for reviewing proposals submitted for funding and recommending to the provost which proposals should
be funded. Members of the committee from each college and the at-large member will serve two-year terms. The
chair selected by the assistant provost and director of Endeavor Awards Program serve continuous terms.

Endowment for New Harmony Studies Committee. The Endowment for New Harmony Studies was established in the
USI Foundation to fund scholarly work that makes a significant and enduring contribution to the knowledge of New
Harmony'’s history. The committee, appointed by the president, reviews requests for funds and makes
recommendations for the provost’s approval. Annual funding from the Endowment for New Harmony Studies is
determined by the USI Foundation Spending Policy.

Equity, Diversity, and Inclusion Council (formerly Diversity Committee). The council was formed in 2018 and replaced
the Diversity Committee. The council is an educative and advisory group charged with (1) reviewing faculty
employment policies concerning cultural and intellectual diversity issues, (2) reviewing faculty and administrative
personnel complaints concerning cultural and intellectual diversity issues, (3) making recommendations to promote
and maintain cultural and intellectual diversity among faculty members, and (4) making recommendations to
promote recruitment and retention of minority and underrepresented students. Thirteen termed members make up
the Council Executive Committee, who shall report directly to the US| President. The council will prepare the annual
Diversity Report to the USI Board of Trustees, stating the findings, conclusions, and recommendations of the
committee.

Executive Enrollment Management Committee. The Executive Enrollment Management Committee (EEMC), will
establish collaboration and communication across USI’'s campus on all issues related to student recruitment and
retention. The committee’s primary goal is to create a seamless, supportive experience for students from admissions
to graduation. The EEMC consists of the assistant vice president for Undergraduate Admissions, provost, vice
president for Finance and Administration, vice president for Development, vice president for Marketing and
Communication, vice president for Student Affairs, vice president for government affairs and general counsel, chief
data officer, chief information officer, associate provost for Academic Affairs, executive director of Enroliment, dean
of School of Graduate Studies and the college deans.
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Faculty Senate. The Faculty Senate is the representative body of the faculty, composed of duly elected members of
the faculty. The organization and responsibility of the Faculty Senate and the standing committees are outlined in the
Faculty Constitution. (See Faculty Section Il in the University Handbook.)

Graduate Council. The Graduate Council is the academic, executive, and planning committee of the graduate faculty.
Its membership consists of the director of each graduate program and an elected representative of the graduate
faculty in each college. In addition, the director of Online Learning, the registrar, a representative of Library Services,
and the provost are ex officio members. The School of Graduate Studies dean serves as the chair.

Honorary Degree Committee. The Honorary Degree Policy and Process describes the appointment of the Honorary
Degree Committee, which includes the provost (permanent membership and chair); two faculty members (at full
professor rank) selected by Faculty Senate; one member of the Alumni Council selected by the Council; and the
president of the US| Foundation (permanent membership). The faculty members serve staggered three-year terms.
The Alumni Council representative serves a two-year term. The Committee follows the guidelines outlined in the
Honorary Degree Policy and Process.

Honors Faculty Council. The Honors Faculty Council, appointed by the provost, acts as the principal advisory body to
the director of the Honors Program. The Honors Faculty Council assists the Honors Director in designing and
implementing the Honors Program's curriculum, student programs, and recruitment and retention practices. The
Honors Faculty Council consists of the director of the Honors Program, who serves as chair; at least two
representatives from each academic college, recommended by the deans; and three student representatives from
the Honors Student Council, recommended by the director of the Honors Program.

Information Technology Advisory Committee. Appointed by the president, the Information Technology Advisory
Committee advises the chief information officer on issues related to technology needs and instructional technology.
Chaired by the chief information officer, the committee consists of a representative from each academic college and
Outreach and Engagement; a representative of each of the four Banner Information Systems modules; a
representative of Library Services; and a member recommended by the Student Government Association. Ex officio
members are the vice presidents. Members of the Information Technology staff may be invited to attend by the chief
information officer as appropriate.

Institutional Review Board for the Protection of Human Subjects of Research (IRB). A federally mandated committee
of faculty, administrators, and community representatives, which is charged to review and approve all research
protocols involving humans as participants and created by anyone affiliated with the University of Southern Indiana.
See the Institutional Review Board By-Laws on the US| website for a complete description of the committee.

License Committee. The License Committee, appointed by the president, oversees policies related to licensing the
University’s name and images. The members of the committee include the vice president for Marketing and
Communications (chair), director of University Creative and Print, vice president for Finance and Administration,
director of Athletics, associate director of University Brand and Special Projects, Campus Store manager, Business
Office controller and director of Procurement.

Living Learning Community Committee. The Living Learning Community Committee consists of representatives from
each Living Learning Community, Residence Life, Registrar, and Academic Affairs. Appointed by the provost, the
committee coordinates, assesses, and evaluates the USI Living Learning Community Program, assists faculty with
intentional program development, and coordinates and teaches Living Learning Community course clusters.

Online Learning Council. The mission of the Online Learning Council is to discuss initiatives that advance the goals and
objectives for developing and implementing the online strategy for the University. The Online Learning Council,
appointed by the president and chaired by the director of Online Learning, is comprised of each academic dean or
designee, faculty from each academic college, Library Services, Outreach and Engagement, Marketing and
Communications, University Division, Enrollment Management, Graduate Studies, Disability Resources, and
Information Technology. Faculty are recommended by the deans with one faculty representative per college serving
on three-year terms.
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President’s Council. The President’s Council is a standing council composed of the provost, the vice president for
Finance and Administration; the vice president for Development; the vice president for Marketing and
Communications; the vice president for Student Affairs; the assistant vice president for Undergraduate Admissions;
the college deans; dean of School of Graduate Studies; the dean of students; the associate vice president and director
of athletics; the chief government and legal affairs officer; the chief data officer; the chief information officer; the
associate vice president for Finance and Administration; the assistant provost for Academic Affairs; the executive
director of Admissions; the executive director of Outreach and Engagement; the director of International Programs;
the executive director of Human Resources; the senior executive assistant to the President; the executive assistant to
the President; the chairs of Administrative Senate, Faculty Senate, Staff Council, and Council of Department Chairs
and Program Directors; and the president of the University as chair. The president may appoint other members to
this council and define their tenure. This council reviews matters related to direction and coordination of operation.

Provost’s Council. The Provost’s Council is an advisory body to the provost and advises on academic and student
policies and matters. Members include academic deans; vice president for Student Affairs; assistant provost for
Academic Affairs; director of Online Learning; executive director of Outreach and Engagement; chief data officer;
School of Graduate Studies dean; registrar; dean of students; director of Library Services; assistant vice president for
Academic Success; director for International Programs; director of Center for Excellence in Teaching and Learning;
assistant director of Veteran, Military and Family Resource Center; chair of Faculty Senate; the provost’s senior
administrative associate; and the provost as chair.

Safety Committee. This committee, appointed by the president, shall identify safety problems on campus and
recommend solutions to minimize the University’s exposure to risks, losses, and liabilities. The committee consists of
the manager of Environmental Health and Safety (chair), the vice president for Student Affairs, the assistant director
of Risk Management and Safety, the director of Public Safety, a representative of Facility Operations and Planning, a
representative of Housing and Residence Life, a representative of Human Resources, a representative of Staff
Council, a representative of Administrative Senate, a faculty member, and a student. Additional University staff may
be asked to serve upon the recommendation of the chair.

Space Committee. Appointed by the president, the Space Committee reviews the space needs of the University
community and determines how space will be utilized. The committee is chaired by the director of Facility Operations
and Planning and is comprised of the provost and vice presidents. Non-voting members of the committee include the
executive director of Outreach and Engagement; the assistant provost for Academic Affairs; the registrar; the chief
information officer; the assistant treasurer; the director of Procurement Services; the director of Special Events; and
the design associate.

Staff Council. The Staff Council is the representative body of the support staff, composed of elected members
representing various departments of the University. The Staff Council serves in an advisory capacity to the
administration. The University president or a designee serves as an ex officio non-voting member of the council.

Student Disability Advisory Committee. This committee, appointed by the president, was established to aid disabled
students in their college experiences. It advises the manager of Disability Resources on ways to ensure provision of
reasonable and appropriate accommodations for students with disabilities, and makes recommendations for the
removal of social, academic, and structural obstacles. The committee consists of the manager of Disability Resources
(chair), the coordinator of Disability Resources, the University architect, two administrators, two faculty members,
and two students recommended by the Student Government Association. Additional University staff and students
may be asked to serve upon the recommendation of the manager of Disability Resources.

Student Financial Assistance Advisory and Appeals Committee. The committee, appointed by the president, advises
and assists the director of Student Financial Assistance in establishing guidelines and operating policies and
procedures. The committee reviews and advises on financial assistance programs and hears academic progress
appeals. This committee consists of the director of Student Financial Assistance (chair), two faculty members, two
administrators, and two students.

Student Government Association. The Student Government Association is a representative body of currently enrolled
students composed of duly elected members of the student body. The Student Government Association recommends
policies and procedures related to student issues and student organizations.
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Student Media Advisory Board (formerly Student Publications Committee). The USI Student Media Advisory
Board,appointed by the president, is an independent panel of students, faculty, staff and others that meets as needed
during the school year to oversee and advise certain areas of the student media operation. The Board establishes
criteria for the creation, operation, and distribution of all university-sanctioned student mediq; reviews and evaluates
their financial operation; selects and/or removes student editors/managers of student mediaq; provides a forum for
discussion and resolution of issues, problems, and complaints related to student media; and establishes and enforces
standards of responsible journalistic behavior for staff of student media. The Board also provides support, guidance,
and mentoring to all university-based student media in the effective and professional conduct of their operations. The
Board consists of the department of Communication and Media or designee (chair); dean of College of Liberal Arts;
an administrator from Student Affairs selected by vice president for Student Affairs; an administrator from University
Marketing and Communications; a representative from Finance and Administration; three faculty members
appointed by Faculty Senate for a three-year term; two media professionals from outside the University community
(one should be a graduate of USI who works in local media) for a three-year term; one student representative for a
two-year term from each university-sanctioned media organization (these members should not be members of the
student organizations’ leadership teams); and faculty advisors and student editors/managers for all university-
sanctioned student media will serve as non-voting members.

Substance Abuse Committee. This committee, appointed by the president, reviews the effectiveness of drug and
alcohol programs at the University of Southern Indiana as required in "The Drug-Free Schools and Community Act
Amendment of 1989" (Public Law 101-226). This committee monitors the effectiveness of the drug and alcohol policies
as related to appropriate sanctions and education, referral, and rehabilitation programs and makes appropriate
reports and recommendations to the president on at least an annual basis. A comprehensive biennial review of the
effectiveness of the program and a report prepared for the U.S. Department of Education are mandated by federal
law. The committee consists of the dean of students and assistant director of Human Resources as co-chairs; the
director of Counseling and Psychological Services; assistant programming director of Student Wellness; director of
Religious Life; director of Center for Campus Life; director of Public Safety; a representative from Athletics; a
representative from Housing and Residence Life; a representative from Multicultural Center; a representative from
International Programs and Services; and a representative from Office of Institutional Analytics. Staff Council,
Administrative Senate, Faculty Senate, and Student Government Association may be asked as necessary to solicit
input provided by the constituents of those governing bodies. Information Technology and University
Communications could be consulted regarding notifications.

Traffic Appeals Committee. Appointed by the president, the Traffic Appeals Committee reviews and resolves traffic
appeals filed by faculty and staff. The committee consists of the chair, a faculty representative, a representative of
Administrative Senate, and a representative of Staff Council. The chair is appointed by the president.

University Advising Council. The University Advising Council, appointed by the president, reports to the provost. The
final report of the Advising Task Force (November 2001) recommended that a University-wide committee be created
to facilitate communication regarding advising issues. The Advising Council charges include: (1) the improvement of
advising processes on USI’'s campus; (2) the development of ways to assess effective advising; (3) the proposal of an
appropriate reward structure for advising; and (4) the facilitation of communication about advising issues at USI.
Members of the council include the assistant provost for Academic Affairs, who serves as chair, two representatives
from each academic college, a representative of the Bachelor of Professional Studies program, a representative of
University Division, a representative of Housing and Residence Life, a representative of Student Development, a
representative of Admissions, and a representative of the Registrar’s Office. Additional University staff may be asked
to serve upon the recommendations of the chair.

University Athletics Council. The University Athletics Council (UAC), appointed by the President, is charged with
considering issues related to the oversight and development of intercollegiate athletics at the University of Southern
Indiana. The Council serves in an advisory capacity to the president, athletic director, and University administration.
The University Athletics Council shall consist of the chair, one faculty representative from each academic college, one
faculty member appointed by the Faculty Senate, the Faculty Athletics Representative (FAR), the Athletics Diversity
and Inclusion Designee (ADID), one coach for female sports, one coach for male sports, the executive director of
Admissions (or appointee), the Registrar (or appointee), the director of Student Financial Assistance (or appointee),
one appointee from Business Office, one alumnus/alumna, one USI Varsity Club representative, and two student-
athletes, one male and one female. All of these appointees will be voting members. The Chair of the Council will be
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appointed by the President. Ex officio, non-voting members: the vice president and director of Athletics (VPAD), the
Senior Woman Administrator (SWA), the Senior NCAA Compliance Coordinator, the director of Compliance, the past
Faculty Athletic Representative (FAR), the director of Academics and Support Services for Student Athletes, and the
vice president for Development (or appointee).

University Core Curriculum Council. Chaired by the director of University Core Curriculum, the Council consists of an
elected representative and alternate from each academic college, plus one additional elected representative and
alternate from the College of Liberal Arts and the Pott College of Science, Engineering, and Education who serve
two-year staggered terms. A student member and alternate will be selected each spring to one-year renewable
terms by the assistant provost for Academic Affairs upon nominations submitted by the Student Government
Association. The assistant provost for Academic Affairs serves as an ex officio member. The Council reviews
proposals and approves practices regarding the University Core Curriculum.

Volunteer Advisory Council. The Volunteer Advisory Council oversees and assists the Volunteer US| program. The
members of this council create new or improved recognition ideas, program promotion, and volunteer recruitment
and retention. The council meets four times per year. Council members are nominated by existing members and
elected at the annual meeting in June.

Wellness Committee. The Wellness Committee, appointed by the president, serves as an advisory committee to the
director of Recreation, Fitness, and Wellness (co-chair) and the executive director of Human Resources (co-chair),
recommending University programs, initiatives, and events to support student and employee wellness. Additional
committee members include the benefits manager program coordinator of Recreation, Fitness, and Wellness; a
faculty member from the College of Health Professions with a wellness-related specialization; and a minimum of five
other members including one additional faculty member, one administrator, one support staff member, and two
students. The administrator is recommended by the Administrative Senate. The support staff member is
recommended by the Staff Council. Student representatives are recommended by the Student Government
Association for a one-year term. Other members are appointed by the president. Non-student members serve
staggered three-year terms.

Student Appeals Committees

Administrative Appeals Committee. This committee, appointed by the president, reviews written appeals by students
of decisions made by the administrators related to residency status, fee refunds or assessments, calendar deadlines,
and other relevant student-administrative decisions, including Medical Withdrawals. This committee consists of the
assistant vice president for Undergraduate Admissions (chair), the associate provost of Student Affairs, the director
of Graduate Studies, the bursar, the registrar, the director of Student Financial Assistance, one dean, one faculty
member, the president of the Student Government Association, and another student recommended by SGA.

Standing Appeals Committee. This committee reviews written appeals by a student based on alleged lack of fair
hearing or due process of a decision by the Administrative Appeals Committee. The committee may remand the
situation to the Administrative Appeals Committee for further consideration. This committee serves as the final
appellate committee. The members of this committee are the provost and vice presidents of the University.

Student Academic Grievance Committee. See the Student Academic Grievance Procedure in the Faculty Handbook
Section lll, pages 78 - 80 for a complete description of the committee.

University Hearing Board. The members of the University Hearing Board are appointed by the dean of students as
outlined in Section 4 of Student Rights and Responsibilities: A Code of Student Behavior. The dean appoints and trains
a pool of faculty, staff, and students from which a Hearing Board will be convened when necessary. The Hearing
Board is comprised of two students, one faculty member, and one administrative staff member drawn from the
hearing board pool of five students living on campus, five students living off campus, three faculty members, and
three administrative staff members. The dean of students or his designee serves as chair.

A.8 Definitions of University Terms
Date
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A brief description of many of the terms common in higher education and/or used at the University is included. The
terms included may or may not be referenced elsewhere in this handbook.

Academia
Academic

Academic Year

Academic Year
Appointment

Adjunct Faculty
Members

Alumni
APB

Associate Degree

Bachelor's Degree

Board of Trustees
Budget
Calendar Year

Credit Hours

Curriculum

Dean
Degrees
Department Head

Distinguished
Professor

Director

Doctor

Emeritus

Equal
Employment

Faculty Member

Federal Funds or
Funding

Fiscal Year
Gifts

Graduate
Assistant

Grant
Instructor

IFC

16

Place of formal instruction or, more generally, the academic environment.

Relating to education or an institution of scholarly learning, as a college or university which offers formal or theoretical instruction
beyond technical training.

Two 16-week semesters (Fall and Spring).

Appointment for Fall and Spring Semester (9 or 10 months).

Person who assists University academic programs by teaching one or more courses on a part time basis. Compensation for these
positions will reflect teaching loads, expertise and experience.

Individuals who have attended or graduated from a particular college or university.

Activities Programming Board, the organizing board for student activities.

The designation granted upon completion of an educational program of at least two but less than four years of college work.

The degree customarily granted upon completion of a course of study normally requiring four academic years of college work
[generally A.B., or B.A. (Bachelor of Arts) or B.S. (Bachelor of Science)].

The governing body of the University appointed by the governor of Indiana with powers to select the University president, decide
major policy lines, approve the financial program and budget, approve the president's nominations for major appointments, and
approve all construction and major contracts.

A financial plan which provides a framework within which the University funds its various activities.
The full year running from January 1to December 31.

The value assigned to a particular course, typically varying from one to five credit hours. Credit hours per course normally
represent the number of hours spent in class per week.

A program of study covering the entire undergraduate or graduate career and designed to satisfy the requirements for an
associate, baccalaureate or advanced degree.

The highest administrative member of a particular school or discipline; may be assisted by associate and assistant deans.
Either associate, bachelor's, master's or doctoral. Degrees are awarded upon completion of a given program of study.

The highest administrative member of a particular department, assisted by associate and assistant department heads.
An individual recognized for unique contributions through scholarship, research or leadership or a combination of these.

The highest administrative member of a particular organizational unit, assisted by associate and assistant directors.

An individual who has been awarded an advanced degree-PhD (Doctor of Philosophy), MD (Doctor of Medicine) or EdD. (Doctor
of Education), etc.

The title granted to a retired staff member who made significant contributions to the University of Southern Indiana through
teaching, research or other services.

A legal requirement specifying that the University provide employment opportunities in all phases and aspects of employment and
employment conditions without discrimination or bias on the basis of race, religion, color, national origin, sex (including
pregnancy), age, disability, genetic information, sexual orientation, gender identity or veteran's status.

Professors, associate professors, assistant professors, instructors, and postdoctoral associates engaged in instruction, research or
public service.

Money budgeted by the federal government, normally for a specific purpose within the University.

A full year beginning July 1and ending June 30 for budgetary/accounting purposes.

Normally money or property donated to the University for which no service is asked in return. Some gifts have restrictions; others
can be used in any manner the University wishes.

A graduate student who performs professional duties commensurate with his educational background and experience and is paid
a stipend for these services.

An award of funds with which to perform prescribed services such as research.

Academic rank within the teaching classifications below assistant professor. Remaining classifications are professor, associate
professor and assistant professor.

Interfraternity Council, the governing body for men's social fraternities.
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Lecturer A person appointed to instruct a specific course who is not a voting member of the faculty.
Major The primary subject area a student pursues.

The first degree beyond the undergraduate bachelor's degree, awarded upon completion of an advanced study program. Also

Master's Degree referred to as an M.S. or M.A. degree.

Minor The secondary subject area a student pursues.

The University is the recipient of federal funds for a variety of programs and activities and, as such, is required to provide for
access and participation in all programs and activities under certain conditions for specific groups protected by law. Other terms

Nondiscrimination or phrases by which these nondiscrimination requirements are respectively referred to are Title VI (of the Civil Rights Act of 1964,
1991); Title IX (of the Educational Amendments of 1972); Section 504 (of the Rehabilitation Act of 1973); Age Discrimination Act of
1975; the Americans with Disabilities Act of 1989; and the Family and Medical Leave Act of 1993.

PC Panhellenic Council, the governing body for women's social fraternities.
Professor The highest professorial rank.
Proposal A document submitted to business, industry or the government requesting a grant or contract award.

Semester Hours Total number of credit hours taken by a student in a given semester.

SGA Student Government Association, the student governing body.

SHA Student Housing Association, the student governing body of students living in Student Housing.

The Shield The University's weekly student newspaper.

State Funds or Money appropriated by the state legislature for personal services, capital improvements, new facilities and other operating
Funding expenses incurred by the University.

Vita Summary of an individual's employment record and professional accomplishments.

A temporary teaching appointment of a faculty member normally on leave from another institution and hired for a temporary

Visiting Instructor
term.

More Information More information on University terms and style can be found in the Editor's Manual

Employment

B.1 Equal Opportunity Statement

Date

4/25

The University of Southern Indiana is unequivocally pledged to the principles of equal employment opportunity and
nondiscrimination, assuming fair and equitable treatment of all persons. The University complies with national, state,
and local civil rights legislation and enactments.

USl is an Equal Opportunity Employer. All qualified applicants will receive consideration for employment without
regard to race, color, religion, sex, sexual orientation, gender identity, national origin, age, pregnancy, genetic
information, disability, status as protected veteran, or any other protected category under applicable federal, state,
and local laws.

The University is equally committed to providing an environment that is free from any form of discrimination and
harassment because of one’s race, color, religion, sex, pregnancy or marital status, national origin, age (40 or older),
disability, genetic information, sexual orientation, gender identity, veteran status, or any other category protected by
law or identified by the University as a protected class. The University will not tolerate harassment or any other
discriminatory conduct. Such conduct will result in disciplinary action up to and including discharge. The University will
not tolerate any act or threat of violence, physical or sexual abuse or harassment as defined by law, statute, or
regulation directed toward any member of the University community, its students or visitors to the campus, events, or
facilities. Such behavior is to be reported to the proper University official immediately; action consistent with other
University policies and procedures and governmental laws and regulations will be followed.

The University of Southern Indiana will continue to take positive actions to ensure against discrimination foward any
person. All members of the faculty and staff are expected to give full support to the University’s commitment to equal
opportunity and an environment that is free from harassment.
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Copies of the Affirmative Action Plan for individuals with protected veteran status or disability are available upon
request.

B.2 Employment-at-Will

Date

6/24

Employment is a relationship that exists as long as both the University and the employee determine it is in their
respective best interests. Employees are free to resign at any time for any reason; however, proper advance notice is
requested. Similarly, the University is free to determine that continued employment of any employee is not in its best
interest and is free to discharge that employee.

Employment-at-will is applicable to faculty, administrative (exempt and non-exempt), support, and hourly employees
of the University. Faculty members are subject to the conditions of employment as outlined in the Faculty Handbook
section of the University Handbook. Faculty members may receive additional employment protections, dependent
upon their status and title, as outlined in the Faculty Handbook.

The issuance of this University Handbook and the policies and procedures contained herein do not constitute an
employment contract.

B.3 Employee Categories

Date

8/20

University employees are grouped by type and function. There are five categories of employees at the University:
faculty, administrative, support, casual and seasonal.

Faculty

Members of the faculty perform the teaching, research, advising, and service responsibilities associated with the
educational mission of the University. Positions may be full-time, part-time, or temporary. Faculty members are
exempt from the overtime provisions as contained in the Fair Labor Standards Act.

Administrative

Administrative employees provide administrative, managerial, and professional support to the University. Positions
are generally full-time. Administrative employees are exempt from the overtime provisions as contained in the Fair
Labor Standards Act.

Support

Office, service and maintenance, and technical duties are generally performed by support staff members. Positions
may be full or part-time and regular or temporary in nature. Support staff members are not exempt from the
overtime provisions as contained in the Fair Labor Standards Act.

Hourly

Employees who perform varied services to the University on a casual or "as needed" basis are paid on an hourly basis.
Hourly employees are not exempt from the overtime provisions as contained in the Fair Labor Standards Act.

B.4 Employee Groups: Faculty
Date
6/24

Regular Full-Time Faculty (75% =)

Regular full-time faculty are appointed to positions that are tenured or eligible for tenure and are non-temporary in
nature upon the completion of all general requirements and are eligible for the privileges extended by the University.
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Faculty members on academic year appointments are considered regular full-time if they carry a teaching load
equivalent to 12 hours during each of the major semesters (fall and spring). Within the University's regular full-time
faculty there are academic year employees and fiscal year employees. Academic year employees are, for the most
part, those faculty hired on an annual or multi-year appointment basis employed on a nine (9) or ten (10) month basis
(with specific dates indicated in their appointments) for teaching in the fall and spring semesters--the academic year;
and fiscal-year employees are hired on a twelve (12) month, fiscal-year basis (July 1through June 30) and are subject
to provisions of employee policies applicable to any fiscal-year employee. Regular Full-Time Faculty appointed for
less than a twelve (12) month fiscal-year period are not eligible to accrue paid vacation.

Librarians (75% =)

Regular full-time librarians are appointed in ranks analogous to and modeled on faculty ranks.

Regular Annual Appointment Faculty (75% =)

Regular full-time non-tenure track faculty hired on one, two, and three-year rolling appointments of at least seventy-
five percent (75%) of full-time employment are eligible to receive, but not entitled to expect, renewal of
appointments. Within the University’s regular annual appointment faculty there are academic year employees, and
fiscal year employees. Academic year employees are, for the most part, those faculty hired on an annual or multi-
year appointment basis employed on a nine (9) or ten (10) month basis (with specific dates indicated in their
appointments) for teaching in the fall and spring semesters; and fiscal-year employees are hired on a twelve (12)
month, fiscal-year basis (July 1through June 30) and are subject to provisions of employee policies applicable to any
fiscal-year employee. Regular Annual Appointment Faculty appointed for less than a twelve (12) month fiscal-year
period are not eligible to accrue paid vacation.

Temporary Full-Time Faculty (75% =)

A temporary full-time faculty member is scheduled to work for a specific, limited academic period, usually for one (1)
academic year.

Faculty appointed to temporary full-time assignments on a semester or one (1) academic year appointment are
eligible to receive, but not entitled to expect, renewal of appointments.

Temporary full-time faculty are in exempt, salaried positions that are planned for a period of at least one (1) semester
but no more than two (2) years, and have no hours-per-week limitations, in which case they are eligible for some
benefits. A temporary full-time faculty member who receives a full-time assignment for a third consecutive year shall
no longer be considered a temporary employee but shall be considered a Regular Annual Appointment Faculty
member, for all intents and purposes including but not limited to benefits eligibility (although funding for the position
may continue to be temporary).

Within the University’s temporary full-time faculty there are semester length employees, academic year employees,
and fiscal year employees. Semester length employees are those faculty employed for one (1) academic semester
(usually four (4) to six (6) months); academic year employees are, for the most part, those faculty hired on an annual
appointment basis employed on a nine (9) or ten (10) month basis (with specific dates indicated in their appointments)
for teaching in the fall and spring semesters; and fiscal-year employees are hired on a twelve (12) month, fiscal-year
basis (July 1through June 30) and are subject to provisions of employee policies applicable to any fiscal-year
employee. Temporary Full-Time Faculty appointed for less than a twelve (12) month fiscal-year period are not eligible
to accrue paid vacation.

Regular Part-Time Faculty (50-74%)

Part-time faculty are employed on an academic year basis and carry a teaching load equivalent of fewer than twelve
(12) semester hours and work fewer than twenty-nine (29) hours per week. Individuals employed on a part-time basis
will receive the appropriate title, and appointment letters will designate one-semester appointments. Salaries for
these positions will reflect teaching loads.

19 | Last Updated 07/01/2025



Adjunct Faculty

Adjunct faculty are employed by the University on a limited, special, or provisional basis for limited or special
teaching-only assignments but are not required to perform other regular duties of a full-time faculty member (i.e.,
scholarly activity or service). Adjunct faculty are employed on a semester-to-semester basis and carry a teaching
load equivalent of fewer than ten (10) semester hours for specific courses and/or sections, and work fewer than
twenty-nine (29) hours per week. Individuals employed on an adjunct basis will receive the appropriate title, and
appointment documents will designate one-semester appointments. Salaries for these positions will reflect teaching
loads. Pay rate schedules are available in the Office of the Provost.

(See Faculty Handbook Section Il - Faculty and Academic Policies: Types of Appointment and Tenure Policy for
more detailed information regarding the definition and requirements of each faculty group).

Visiting Appointees
The title "visiting" may be used for persons holding rank in another institution who are temporarily employed at the
University of Southern Indiana. Visiting professors are not eligible for tenure.

Special Program Participants and Non-credit Programs

The Associate Provost for Outreach and Engagement or designee is authorized to negotiate stipends, honoraria, or
other forms of payment to faculty and staff for instruction of non-credit programs and related services.

Instructors of noncredit programs, including conferences and workshops, are paid at various rates depending on the
nature and duration of the assignment and the qualifications of the individual.

All noncredit instructional programs offered on a contract basis for area employers, professional organizations, or
other groups are arranged and scheduled through Outreach and Engagement.

Conference and workshop leaders and program participants are paid at various rates depending on the nature and
duration of the assignment and the qualifications of the individual.

An annual appropriation is made to pay honoraria for special lectures on academic topics. Such lectures are
scheduled by colleges and are open to faculty, students, and the public. Lecture programs are approved by the
provost.

B.5 Employee Groups: Administrative/Support Staff

Date

8/20

Each of the employee categories in Section B.3, Employee Categories, consists of five types of employment as
described below:

Regular Full-Time (75% =)

Administrators (exempt) and support (non-exempt) staff members are considered regular full-time if they are
scheduled to work on a regular annual basis at least nine continuous months or for at least 1,462 hours (at least an
average of 28.12 hours/week) Such employment is normally not limited to a specified time or by position funding.

Regular Part-Time (50-74%)

Administrators and support staff members are considered regular part-time if they work a schedule of less than 1,462
hours annually (less than an average of 28.12 hours/week). Such employment is normally not limited to a specified
time or by position funding. Regular part-time employees who work a schedule of less than 1,462 hours annually (less
than an average of 28.12 hours/week) but more than 975 annually (more than an average of 18.75 hours/week) are
eligible for partial benefits (see section C). Employees who work less than 975 hours annually (less than an average of
18.74 or fewer hours/week) on a fiscal year basis do not normally receive any employee benefits.
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Temporary

A temporary employee is an employee who is scheduled to work for a specific, limited length of time. The limited
length of time may be due to temporary funding or the position may only be needed temporarily.

Temporary Administrators

Temporary full-time administrators are in exempt, salaried positions that are planned for a period of not more than
two (2) years and have no hours-per-week limitations, in which case they would ordinarily be eligible for some
benefits. Occasionally, temporary administrators may be in part-time positions, which are limited to working no more
than twenty-eight (28) hours per week, in which case they may be eligible for partial benefits. Temporary
administrators in part-time positions which are limited to working no more than 18.74 hours per week are not eligible
for benefits.

A temporary administrator who receives an assignment for a third consecutive year shall no longer be considered a
temporary employee but shall be considered a Regular Full-Time Administrator or Regular Part-Time Administrator,
as applicable based upon the number of hours worked, for all intents and purposes including but not limited to
benefits eligibility (although funding for the position may continue to be temporary).

Temporary Support Staff

Temporary full-time support staff employees are in non-exempt (overtime eligible, hourly paid) positions that are
planned for a period of six (6) months or less. Occasionally, temporary support staff employees may be in part-time
positions planned for less than six (6) months, in which case they ordinarily do not earn benefits and are limited to
working no more than twenty-eight (28) hours per week. Temporary support staff in part-time positions which are
limited to working no more than 18.74 hours per week are not eligible for benefits.

A temporary support staff member who receives an assignment for more than six (6) months shall no longer be
considered a temporary employee but shall be considered a Regular Full-Time Support Staff member or Regular
Part-Time Support Staff member, as applicable based upon the number of hours worked, for all intents and purposes,
including but not limited to benefits eligibility (although funding for the position may continue to be temporary).

Casual

Casual employees are those employees who are hired on a call-in, as needed basis. A casual employee cannot work
more than 975 hours on a fiscal year basis and may not average more than 28 hours per week. Casual employees are
not eligible for benefits.

Seasonadl

A seasonal employee performs services on a seasonal basis of the kind exclusively performed in certain seasons or
periods of the year, and which, from its nature, may not be continuous or carried on throughout the year. Seasonal
employees must not have been employed by USI in the last six (6) months and must not be re-hired by USI in the six (6)
months following their seasonal employment, unless hired in a full-time position. Human Resources must confirm
eligibility for seasonal employment; if eligible, the employee may work full-time hours. Seasonal employees are not
eligible for benefits.

Student Workers and Graduate assistants are not considered employees for purposes of handbook sections B, C and D, except as required by
NOTE: provisions of the Affordable Care Act. For additional information refer to Section B.7 and B.8, Administrative Procedures for Student Workers
and Administrative Procedures for Graduate assistants, respectively.

B.6 Process for Filling New and Vacant Positions
Date
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8/19
In order to assure compliance with budgetary restrictions, state and federal employment laws and affirmative action,
the University has established procedures for the filling of vacant positions.

Regular positions are posted for a specified length of tfime on the University web site at www.usi.edu/jobs.
Consideration will be given to those applicants meeting the position’s minimum qualifications. The University
encourages internal promotion to fill open positions. Employees who wish to apply for internal positions must advise
the Human Resources Department or the search committee chair of their interest and qualifications in writing by the
indicated application deadline date. New hires must successfully complete the requirements established by the
Bureau of Citizenship and Immigration Services, as contained in the Immigration Reform and Control Act, as well as
complete the necessary payroll/tax forms in order to begin employment. Only under exceptional circumstances may
a waiver of the posting requirement be granted.

A. Selection of Faculty and Administrative Appointments

Faculty positions must remain vacant for at least 30 days, while administrative positions must remain vacant for
at least 21 days in order to permit interested persons time to apply. Faculty and administrative positions will be
posted on the University web site at www.usi.edu/jobs. The college/department and Human Resources will select
publications in which position advertisements are to appear. Local advertising expense will be paid by the
Human Resources Department; state and national advertising costs will be paid by the college/department.
Offers of employment will not be made until the appropriate vice president and the affirmative action director
review and approve salary and employment recommendations, including credential verification, to ensure the
appropriateness of the selection and affirmative action compliance. The fiscal agent for the college/
department must approve the position and a payroll notification must be completed and forwarded to Human
Resources.

No supervisor or administrator may make an offer contrary to the University policies related to employment,
compensation, or benefits, nor imply or state that a contract has been created between the University and the
prospective employee. Only the president, or his designee, is authorized by the Board of Trustees to offer actual
appointments. A standard written offer of employment is prepared by the Human Resources Department, to be
signed, dated, and returned to the Human Resources office by the prospective employee. A benefits orientation
for the new employee will be arranged on or near the first day of employment.

Faculty appointments will be filled according to the guidelines set forth in Item Il of the Faculty Handbook,
SELECTION AND APPOINTMENT PROCEDURES.

An administrative search committee is initiated by the departmental director or supervisor who will typically
assume the primary responsibility as search committee chair. The departmental director or supervisor must
complete an Employment Requisition form and a job description for approval by the appropriate department
head, the budget director, and the appropriate vice president.

The Employment Requisition form, job description, and advertising information including web-based advertising
must be reviewed by Human Resources to assure compliance with all employment laws, university affirmative
action plans, and university hiring policies. It is the responsibility of the college/department to secure the
necessary approvals in order for recruitment activity to be initiated. Each position should be evaluated to
determine appropriate recruitment strategies. Contacts at professional meetings and direct mailing also may be
used. The object is to secure as large a number of qualified candidates as possible.

Once the recruiting process has commenced, no changes should be made to the job description, unless approved
by the Human Resources department. All recruitment advertising, regardless of its medium, must include the

Equal Opportunity/Affirmative Action statement.

A search committee of at least three members appointed by the search committee chair will evaluate
applications for the open position. In the case of hiring a vice president, associate vice president, athletic
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administrator, or in other unusual circumstances, the search committee will be appointed by the president. The
functions of the search committee are to evaluate applicants, to recommend to the department head those
applicants to be invited to campus for interviews, to check references of those candidates to be invited to
campus, to participate in the interview process, and to forward the committee’s evaluations of the applicants to
the appropriate vice president.

The search committee, in consultation with the department head, the appropriate vice president, and the
University Travel Office, coordinates arrangements for the candidate’s travel and schedule of events. The
appropriate vice president must approve all travel arrangements.

Prior to contacting the candidate’s references, the search committee should receive a completed USI
employment application and compose a list of job related questions to be asked of all references. Prior to the
telephone interviews and scheduled campus visits, the search committee also should compose a list of job
related questions to be asked of all candidates. The Human Resources Department will provide reference and
interview training and question development support to all administrative search committees to ensure
compliance with appropriate laws and acceptable hiring practices.

The search committee should schedule interviews for the candidates with all appropriate campus personnel.
After candidates have been interviewed, the search committee may forward to the appropriate department
head a narrative outlining strengths and weaknesses of each candidate or a recommendation to hire (this
process is determined in advance by the president, appropriate vice president, and/or the department head).

After reviewing the search committee’s narrative comments or recommendation to hire, the department head
will meet and consult with the search committee chair and the search committee and will then make a hiring
recommendation to the appropriate vice president.

The appropriate vice president will make recommendations for appointments to the president of the University.
The recommendation will typically include:

1. A memorandum recommending appointment from the department head and the search committee chair
setting forth the recommendation, reasons for selection, proposed salary, and a completed affirmative
action form.

2. The completed University employment application form. This form can be completed by the candidate
when on campus.

3. Official transcripts of the highest degree achieved.

At least three references or letters of recommendation.

5. Other pertinent information such as proof of certifications, licensures, and other applicable accreditation
documents.

&

Once an offer has been made and accepted, all application and recruitment materials, including the Affirmative
Action Recruitment and Search Reports and interview and reference check summaries generated in the search,
should be returned to the Human Resources Department.

Upon completion of the Employment Requisition form (available from the Human Resources Department), the
college/department should submit the requisition and current position description or position description
questionnaire (for new positions) to Human Resources. It is the responsibility of the college/department to
secure the necessary approvals in order for recruitment activity to be initiated. Upon receipt of these
documents, a recruitment strategy plan will be coordinated between the college/department and Human
Resources.

Vacant positions will be advertised on the University web site at www.usi.edu/jobs and notices will be placed
throughout the University and locally, if necessary. The Human Resources Department will coordinate with the
college/department head in recommending publications for placement of advertisements of positions. Positions
must remain vacant for at least three days following the notice on the University web site.
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The college/department head will recommend selection of an applicant to the designated Human Resources
representative who will review and approve the salary and employment recommendations, including credential
verification, to ensure the appropriateness of the selection and affirmative action compliance. If the
recommended applicant is a qualified candidate, the Human Resources representative will contact the applicant
to make an offer of employment. If the offer of employment is accepted, a written offer of employment will be
provided to the prospective employee. Human Resources is the only department authorized to make a job offer
to an applicant for a support position. A benefits orientation for the new employee will be arranged on or near
the first day of employment.

Contact the Human Resources Department for more specific information regarding the selection processes.

B.7 Administrative Procedures for Student Workers

Date
716

Undergraduate and graduate students work in a variety of temporary, part-time positions within the University. Pay
is on an hourly basis in accordance with the established student wage scales or minimum wage. Student employment
is a means for students to help defray the cost of their college education. It also provides students with an opportunity
to develop personal and work-related skills in a professional environment. Student jobs are not designed to provide a
student's sole support. Students are not eligible for employee benefits.

24

Employment of Students

At the University, student employment includes both regular and work study employment. Regular student
worker employment is coordinated through the Career Services and Internships Office and work study student
worker employment is coordinated through the Office of Student Financial Assistance.

To be considered eligible for student employment, a student must be enrolled in and regularly attending a
minimum of six credit hours during each fall and spring semester; exceptions are noted below. Student workers,
who are enrolled at least half time (six hours per semester or two hours in each summer session) are exempt
from FICA withholding for all hours worked during any period of eligibility. During the summer, any student
worker not enrolled at least half time (two hours) in summer term while working for the University will have FICA
taxes withheld from his wages. The only exception to this requirement is that if a student is in his last semester of
completing a degree, he can be enrolled in fewer than six credit hours and remain FICA exempt. The student
FICA exemption does NOT apply during school breaks of more than five weeks (summer) if the student is not
enrolled in classes. The student remains FICA exempt during breaks of less than five weeks (spring break,
semester break, etc.) if the student will still be enrolled at least half time, and will not be a benefit-eligible
employee when the academic session resumes. A student who is employed by more than one on-campus
department must inform his/her on-campus employers of his/her work schedules in other departments.

Academic departments or administrative offices needing student help should notify the Office of Student
Financial Assistance or Career Services and Internships for referral of qualified students.

After a student is selected for employment, the college/department must complete a Student Employment
Notification form. Regular student workers should hand carry the form to the Human Resources Department
and work study student workers should hand carry the form to the Office of Student Financial Assistance. The
student will be required to complete tax forms and I-9, unless the student is currently employed by the University
and the paperwork has already been completed. The student should be advised that if the federally required
information is not on file, the student can not work until all of the required documentation has been received by
Human Resources.
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Students are required to submit time sheets bi-weekly. (See Section E.3, Payroll: Time Reporting for additional
information on payroll procedures.)

Termination of Student Workers

Student workers are hired on a temporary basis. Student workers may resign at any time and for any reason;
likewise, the University may terminate a student worker at any time and for any reason.

A student is expected to meet the responsibilities required of the position. Failure to uphold any of these
responsibilities or violation of University policies should result in disciplinary actions or termination. However,
serious violations of University policy or all involuntary terminations of student workers must be discussed with
the executive director of Human Resources before action is taken.

B.8 Administrative Procedures for Graduate Assistants

Date
7/05

Graduate students enrolled in a minimum of six graduate credit hours per semester may qualify for a graduate
assistantship. In addition to pursuing a formal program of graduate study, a graduate assistant performs professional
duties and assumes responsibilities commensurate with his educational background and experience. For these
additional duties, the graduate assistant receives a tuition fee waiver and is paid wages.

25

A candidate for a graduate assistantship must have been admitted to a University of Southern Indiana graduate
program. Appointments for graduate assistantships must be filed with the Office of Graduate Studies and
approved by the appropriate Dean by August 1for the fall semester, December 1for the spring semester, and
May 1for a summer assignment.
Students appointed as graduate assistants are assigned duties by the sponsoring college or administrative unit
for a period of not less than one semester (or summer term) or more than one calendar year. The appointment
may be renewable. The graduate assistant will be expected to accomplish up to 20 hours of assigned work per
week. The duties and responsibilities may vary from one assistantship to another. Graduate assistants will be
expected to view their assigned duties with the university as their primary employment for the duration of their
appointment. The combination of this graduate assistantship and academic study is considered a full time
commitment; therefore, graduate assistants are not eligible to work on campus outside the graduate
assistantship.
Remuneration for a graduate assistantship will generally consist of:
a. Waiver of instructional fees (hourly tuition, lab fees, campus service fee, and parking fee) for up to 9 hours
per fall and spring semester and 6 hours during the summer.
b. Payment, the amount of which is within the range of the approved rate schedule, for actual hours worked in
the performance of work assignment.
c. Both the fee waiver on classes and the actual wages for hours worked are considered wages for tax
purposes under the IRS guidelines.
For the duration of appointment as a graduate assistant, students will be required to a) maintain a minimum
credit load of six graduate credit hours in both the fall and spring semesters and three graduate credit hours
during any summer session covered by the period of the assistantship; b) must be considered to be "in good
standing” (as defined in the University's Bulletin) and c) maintain reasonable academic progress (as defined by
the Reasonable Academic Progress Policy for Graduate Federal and State Financial Assistance).
A faculty member/administrator will be designated to monitor each graduate assistant's performance.
Unsatisfactory performance can result in termination of the appointment.
In order to be placed on the University's payroll, a graduate assistant must provide Human Resources with the
necessary documents as required by law and/or University policy. Additional documents (i.e., work
authorization, visa or passport, etc.) must be provided by foreign nationals to comply with federal immigration
law.

| Last Updated 07/01/2025



7. If a student resigns from a graduate assistantship but remains a USI student, the student’s residency
classification for subsequent terms reverts to what it would have been without the graduate assistantship.

Additional information regarding graduate assistantships is available in the Office of Graduate Studies and
Sponsored Research.

B.9 Employment of Minors

Date

8/20

Indiana labor laws provide the following restrictions concerning the employment of minors:

A. Under the age of 14:
No minor under 14 years of age shall be employed or permitted to work for the University.
B. Agel4andlessthan18:

Minors within this age group may be required to have a work permit (issued by an accredited school in the school
district where he/she resides) on file in the Human Resources Department before they may be permitted to work.
Please contact Human Resources for more information.

Employers of minors are required by law to post the Teen Work Hour Restrictions poster.

High school graduates (or equivalent) under the age of 18 are not required to have work permits. However, the individual must provide
proof of graduation.

NOTE:
EXCEPTION: No work permit is required regardless of age for performers, actors and/or models so long as the
performance is not detrimental to the safety, health or well-being of the minor. Provisions must be made for
education equivalent to full-time school attendance in the public schools for children less than 16 years of age
working as a performer, actor, or model.

Any department interested in hiring a minor should contact Human Resources for guidance.

B.10 "Ghost" Employment

Date

1/95

Indiana law makes it a criminal and civil law offense for the University to employ and pay a person when that person is
not performing duties related to the operation of the University. No employee is to receive salary or wages for work
not performed in the exercise of duties for the institution. It is also unlawful for the employee to accept salary or
wages in this situation. Both the employer and the employee are subject to civil and criminal penalties for violation.

B.11 Outside Employment

Date

8/20

All regular full-time faculty and administrative staff appointments are assumed to entail full-time service to the
University. Commercial activities, private employment, or other outside work for reimbursement not related to the
University assignment shall not be undertaken without specific authorization by the immediate supervisor.
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B.12 Nepotism (Employment of Relatives)

Date

7/21

No person (faculty member, administrative, or support), including full-time, part-time, temporary (including
students), or seasonal employees may be employed in a position under direct supervision of a member of their family.

Under no circumstances will a family member be involved in the selection, evaluation, assignment of duties, salary
determination, promotion/tenure or similar decisions regarding a member of their family.

Family members for purposes of this policy include spouse, parent, child, brother, sister, grandparent, grandchild,
aunt, uncle, niece, nephew, cousin, step relatives, half relatives, or in-laws.

Situations of nepotism that arise in existing employment situations due to a change in relationship, must be reported
promptly.

A supervisor may prepare a written proposal for an exception to this policy because of the best interests of the
University to employ a person in a specific position.

Situations of nepotism that are approved, as a result of such proposal or a change to an existing employment
situation, must be addressed by an approved Management Plan.

The Management Plan must address reporting relationships, supervision, and evaluation to ensure there will be no
decision making based upon family relationships regarding promotion, wages, hours, or other conditions of
employment. The Management Plan must address the management of the approval and review process for
expenditures and travel to sufficiently mitigate or preclude any potential of favoritism, conflict of interest, or negative
impact. The Management Plan should include a description of any necessary reallocation of duties, modifications to
the chain of reporting, or other alterations to the position description. A review of the approved Management Plan
must take place in the event of any change in reporting relationships and on an annual basis.

Exceptions to the nepotism policy, including review and approval of a Management Plan, may only be granted by the
Vice President overseeing the functional area in consultation with the Executive Director of Human Resources.

B.13 Immigration Reform and Control Act

Date

8/17

The Immigration Reform and Control Act (IRCA) of 1986 requires that employers ensure that each individual
employed in any position, regardless of status or hours, is eligible to work in the United States. Certain procedures
have been established to enable the University to comply with the provisions of the law. Failure to comply may result
in fines and/or imprisonment.

The University's intent is to hire only authorized workers--those who are eligible to work in the United States. All newly
hired employees must provide proof of identity and employment eligibility. Offers of employment should include a
statement that employment is contingent upon proof of identity and authorization to work.

Each newly hired individual is required to complete an Employment Eligibility Verification Form (Form 1-9). Section 1 of
this form must be completed no later than the first day of employment, and the necessary, original documentation
must be provided within the first three days of employment unless the person is to be employed for three or fewer
days. In the case of a re-hired individual, contact the Human Resources Department for assistance.

A list of acceptable documents that establish identity and employment eligibility is available in the Human Resources
Department and on the USCIS website at https://www.uscis.gov/i-9.
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Newly hired faculty, staff, and students will complete the -9 form in the Human Resources Department or with certain
US| employees designated and trained by Human Resources. The appropriate documents must be original
documents. The documents should be checked carefully and copies made for record keeping purposes. The assigned
individual accepting the documents on behalf of the University should verify the accuracy and completeness of
Section 10of the I-9 form, complete Section 2, and certify by signing the I-9 under Signature of Employer. All forms and
copies of identification are to be sent to the Human Resources Department.

Individuals not providing the necessary documentation or completion of the -9 form as requested will be subject to
termination.

Questions pertaining to these guidelines should be directed to the Human Resources Department.

B.14 Sponsored Employment-Based Nonimmigrant and Permanent

Residence Policy
Date
6/24

Overview:

Under current U.S. immigration law, when University of Southern Indiana (USI) chooses to make an offer of
employment to a foreign national without independent work authorization, USI must proactively pursue legal
employment authorization, which may be temporary or permanent. These rules are proscribed in the Immigration
and Nationality Act (INA) and the process is controlled by the U.S. Citizenship and Immigration Services (USCIS) and
the U.S. Department of Labor (DOL). This includes hires directly from universities and colleges, as certain student-
authorized employment now requires attention to prevailing wages and appointment documentation requirements
for USCIS and DOL.

Temporary* nonimmigrant work status, such as H-1B or F-1 CPT/OPT, does not automatically provide a basis for a
future pathway to permanent residence. Due to the complex, challenging and time-consuming nature of immigration
casework, US| outsources the legal portion of this work to legal counsel.

Decision Making Process:

A number of issues affecting clarity can be presented by immigration cases, including: (a) US government required
wages can create perceived inequity; (b) start dates may be compromised by government processing times; (c)
application and processing fees may be higher for some cases due to timing issues; (d) positions are subject to a
technology review as related to federal export control regulations; () USI must maintain Public Access Files to
document wages and intent to employ H-1B employees; (f) USI must periodically reevaluate policies when the
immigration regulations or laws change significantly; and (g) unique circumstances can be reviewed for exceptions.

Types of Positions USI may support:
Temporary Employment
Tenure-track faculty

Visiting faculty
Research
Professional (non-faculty)

* Temporary Employment may be available for certain nonimmigrants. The most common categories for USl include
yet are not limited to F-1Student OPT or CPT and H-1B.

Permanent Employment
Tenure-track faculty (Special Handling)
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Research

Professional (non-faculty)

General Policy:

1. Permanent Residency processing is complex, lengthy, and inherently uncertain; therefore, the hiring department
should never indicate that US permanent residency is a guarantee.

2. Arequest to pursue employment-based permanent residency must be approved by the department chair,
director, or dean.

3. The timing to start work on a case is dependent on variables including, yet not limited to: the nonimmigrant
status of the employee, the salary offered, the availability of Department of Labor prevailing wage tables, dates
and placement of advertising documentation, the date of offer of employment, or the absence of qualified US
workers,

4. An appointed individual from Human Resources is the responsible University Official for coordinating the
process of obtaining legal employment authorization. New hires are expected to cooperate fully with the
collection of necessary information and documentation to allow for appropriate filings. Personal and family
preferences will be considered and accommodated whenever possible.

5. Assistance with personal history, family matters, travel considerations, and other non-employment issues which
may impact the employer process of obtaining US employment authorization are the financial obligation of the
employee.

6. For qudlifying faculty positions: whenever possible we will use an existing national job search as the basis for the
first step toward establishing a basis for permanent residency. If Special Handlingl is available, USI will begin
the process within the first year of employment and no later than one year after the date of the offer letter.2

7. Professional positions may require considerable effort and cost to complete the required market test of potential
US workers and may require re-advertising; in some cases additional recruitment steps are needed. For this
reason, it is not possible to identify a reliable specific time period to complete the process.

8. Human Resources, individual employees and/or departments currently work with the University’s counsel for
immigration work.

9. Employees in positions defined as temporary or visiting are not eligible for an employment based petition for
permanent residency.

10. All documentation associated with the DOL Permanent Application for Alien Labor Certification (PERM) must be
maintained for a period of five (5) years from the date of filing the petition. This includes all application
materials submitted in response to a labor test. Currently this documentation is maintained at no addition
charge by counsel.

Timing:

In general, USI moves forward to have a new employee history reviewed immediately upon receipt of a signed offer.
The timing of when a government petition is filed depends on a variety of conditions including, yet not limited to:
employee ability to provide all of the required documents; current nonimmigrant status; pending applications filed by
the employee and any family members; planned travel outside the US; and government processing times.

Government processing times are also carefully reviewed to ensure that employment authorization is uninterrupted.
Personal decisions regarding travel outside the US may impact the processing and expediting fees may be paid by the
employee should personal circumstances require requesting faster processing.

Renewals for temporary nonimmigrant employment begin about eight (8) months before the ending date, depending
on the situation, government processing times, personal plans of the employee, and a variety of other variables.
Employment authorization will be extended beyond the current authorization as long as US| has a properly filed
Petition pending with the USCIS.

Permanent Residency generally follows a three-step process3:

29 | Last Updated 07/01/2025



Stage Preparation Time Processing Time

Labor Certification  Six months one-year; up to 2-3 years if audited
Immigrant Petition  2-6 months 6-12 months; subject to longer
Permanent Resident 1-2 months 8-12 months; subject to longer
Fees:

The University will pay all legal and filing fees for H-1B filings and PERM Labor Certification. Currently, US| pays for
the Immigrant Petition filing (1-140) as well. Individual employees are responsible for expenses related to personal
documentation, travel, and family matters. Premium Processing fees are paid by US| when necessary to obtain
employment authorization due to the timing of an offer and government processing delays. Employees may choose
to pay the USCIS expedite fee for personal reasons. Finally, currently individual employees are responsible for the
expenses related to the final step, Permanent Resident (Adjustment of Status). Employees are eligible to use the
University’s attorney.

1. To meet the conditions for Special Handling, the position must have been advertised in compliance with DOL
policies for an advertisement in a national journal which includes at least the position title, duties, and qualifications.
A Search and Screen committee report must be provided in the supporting materials.

2. The offer letter starts an 18-month window for processing qualifying Special Handling PERM Applications. In
general, we also want to have the employee working in a nonimmigrant classification that recognizes the legal
concept of “Dual Intent”.

3. USI may choose not to move forward with sponsorship at the start of any stage. Preparation and processing times
are subject to wide variation.

B.15 Personnel Records
Date
8/17

A. Personnel Records

Upon employment, a personnel file will be established and maintained for all full-time, part-time, temporary
and casual employees of the University. The personnel file is a complete history of employment, which includes
application for employment, position assignments, appointment letters, performance evaluations, disciplinary
actions, and other records considered relevant and necessary for the administration of personnel programs.

The official University personnel files for an employee are located and maintained in the Human Resources
Department and the Office of the Provost. The files are cumulative and contain materials upon which decisions
are based at those levels. It is recognized, however, that decisions are made at the department level, by deans/
directors, and other appropriate administrators, and that files will be kept at the department level to support
such decisions; therefore, cumulative personnel files in those offices shall also be open to employees on the same
basis (though the files may not necessarily be identical to those in the Office of the Provost and the Human
Resources Department). The appropriate administrator at each level will be charged with supervising correct
application of the personnel files policy.

Reports, evaluations, assessments, recommendations, and similar documents will be added to an employee's
personnel file only with the employee's knowledge of that action. Current employees may examine each and all
additions to their personnel files by submitting requests to the appropriate administrators. Former employees
are not entitled to access their personnel files.
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Faculty and staff may review materials in their personnel file by requesting a review. (Records are often stored in
more than one office. This policy includes records, documents, papers, reports, and similar documents in all
University offices. Common sense, propriety, and good order call for the request of a specific time for the review
of those materials by an employee in the presence of the person having custody of the records.)

Materials in a personnel file are confidential in nature and thus may be reviewed only by the employee, by
appropriate administrators (the college deans, department heads, vice presidents, Title IX Coordinator

and Director of Institutional Equity, director of Human Resources, president) and only such others as
mutually agreed upon by the faculty or staff member and the president. Employees have the right to respond in
writing to any material in their file and to have their response made a part of the file.

Any persons wishing to request that a particular item in their official file be removed and destroyed may request
such action, in writing, to the president. The president will answer all such requests in writing. If the request is
approved by the president, the request and his written approval will be included in the person's file.

If and when the University receives an unsolicited paper, the author(s) of which requests confidentiality, the
paper will be returned to the sender with the notation that the University does not retain unsolicited confidential
statements about its faculty or staff members. Anonymously composed letters will be destroyed by the
administrator who receives them. Unsolicited oral reports received by an administrator about a faculty or staff
member will not be recorded or retained.

Materials in personnel files will be expunged if the contents violate the employee's civil liberties and if they have
the potential for inappropriate consideration in future personnel actions. Expunction will occur only on request
of the faculty or staff member and after review and action on the request by the president.

Persons connected with private or public investigative agencies outside the University shall not have access to
personnel files unless written release from the employee in question is obtained. In case of litigation or court
orders, personnel files may be made available to the appropriate agency.

Procedures for Faculty Files

The official personnel files for faculty members are located and maintained in the Office of the Provost.
Personnel records will be in writing. These documents will be numbered upon their insertion in the personnel file.
All materials in the personnel file will be recorded on a register of documents contained in the file. The register
will contain:

the date on which documents are added to or taken from the file;

the title or label of each document;

the number of pages constituting each document and any attachments thereto;
the source of each document;

the file number given to each document; and

a space for the initials of the person making the register entry.

H~»® Q0 T Q

Faculty will be informed in writing, through the use of standard forms designed for this purpose, whenever
entries are made to the register of documents. The form will indicate the date of the entry, the title or label of
the document, the source of the document, and the file number placed on the document. The completed form
will be mailed to the faculty member on the date the entry is made in the register. Employees have the right to
respond in writing o any material in their file; the response shall be attached to the document in question.
Access to faculty personnel files shall be on a demonstrable need-to-know basis for persons formally charged
with judging the performance of faculty members in such matters as annual evaluations, promotions, and/or
tenure. The responsible administrator shall limit access to personnel files to appropriate administrators and to
those persons serving on official personnel committees within the University as attested to by memoranda
prepared by an official representative of each such committee.
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The responsible administrator will maintain an official record of all persons who view the contents of employee
personnel files. The following information about the reader of each file shall be recorded on a log of readers to
be kept in each employee's file:

the name and position of the reader;

the hour and date the reader received and returned the file;
the purpose for which the file was read; and

the signature of the reader.

a0 UoQ

Procedures for Administrative and Support Files

The official personnel files for administrative and support staff members are located and maintained in the
Human Resources Department. Records located in the files will be in writing.

Employees have the right to respond in writing to any material in their file; the response shall be forwarded to
the Human Resources Department and attached to the document in question. Access to personnel files shall be
on a demonstrable need-to-know basis for persons formally charged with judging the performance of staff
members in such matters as annual evaluations and promotions. The responsible administrator shall limit access
to personnel files to appropriate administrators and to those persons serving on official personnel committees
within the University as attested to by memoranda prepared by an official representative of each such
committee.

The responsible administrator will maintain an official record of all persons who view the contents of employee
personnel files. The following information about the reader of each file shall be recorded on a log of readers to
be kept in each employee'’s file:

the name and position of the reader;

the hour and date the reader received and returned the file;
the purpose for which the file was read; and

the signature of the reader.

a0 UoQ

Medical Records

Medical records related to worker's compensation, disability eligibility, physical examination, or leaves of
absence for an employee will be kept confidential and maintained in the Human Resources Department. These
files are kept separate from the employee's personnel file.

B.16 Introductory Period

32

New Employees

Regular support employees must initially serve a 90 day introductory period upon employment. The introductory
period serves as a training and familiarization period and provides assurance that the person employed can
satisfactorily fulfill the requirements of the position. During this time the employee's work is under careful
review. Areas closely observed by the supervisor may include: quality and quantity of work, knowledge of and
interest in one's work, cooperation and dependability, attendance, and punctuality.

At the end of an employee's introductory period, a New Employee Evaluation Form is completed and discussed
with the employee by the supervisor. At this time, the employee will be given an opportunity to comment on the
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evaluation and to sign it, acknowledging that the evaluation was discussed by the employee and supervisor. The
completed evaluation form will then be sent to the Human Resources Department to be added to the employee's
personnel file.

If an employee's performance is unsatisfactory during this period, the employee may be terminated upon the
approval of the executive director of Human Resources. However, if the employee does not meet the job
requirements of the position, the employee may be eligible to apply for another vacant position for which the
employee is better suited. This option is available only to those who have extended every effort to meet the job
requirements of the position; it is not available to those who willfully perform poorly or violate University policy.
If it is decided at the end of the initial introductory period that the employee has not had sufficient time to
satisfactorily complete the introductory period, the dean or department head may request in writing that the
period be extended for up to an additional 90 days with the approval of the executive director of Human
Resources. During the extension period, all conditions of the introductory period will continue.

During the introductory period, benefit eligible employees are entitled to paid holidays and winter recess days.
Vacation, sick time, and other benefits determined by length of service will accrue during the introductory
period. Staff members may use accrued vacation, accrued compensatory time, and accrued sick time during the
introductory period, subject to the terms of those policies (D.5, D.6 and E.8). The introductory period may be
extended if time off is incurred during this period.

B. Current Employees

Support staff changes involving both lateral transfers and promotions are subject to an introductory period of
45 days, with a supervisory option to extend up to 90 days.

B.17 Promotion or Transfer

Date

8/20

It is the policy of the University of Southern Indiana to promote employees into vacant positions of higher
classification whenever possible. However, an employee must meet the necessary requirements to qualify for
promotion or transfer. The employee's record with the University will be a factor in determining whether there shall
be a promotion or transfer. Areas of consideration include work history and performance of previous assignments,
ability and qualifications to perform the work with or without reasonable accommodations, attendance record (not
including extended periods of sick leave due to serious iliness or injury or approved leaves of absence), and
educational background.

Employees have the opportunity to apply for open positions. Vacancies at the University are posted on the Human
Resources Web site at www.usi.edu/jobs and posted on the bulletin boards located in the hallway outside the Human
Resources office and in the front lobby of the Wright Administration Building.

If an employee wishes to be considered for promotion or transfer to a vacant support position, go to the USI
employment page, www.usi.edu/jobs, to create an account and submit your application and application materials.

An employee who accepts a position in another college/department at the University should give his present dean/
department head a two-week notice. If circumstances permit, an earlier release date might be obtained; however, a
department may not hold an employee longer than two weeks following the notification of the transfer unless special
arrangements are made between the parties involved.

B.18 Performance Evaluations
Date
7/16
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The purpose of a performance evaluation is to evaluate an employee's past performance and to guide the employee
to maintain and/or improve future job performance. The University also reserves the right to give formal and
informal evaluations at any other time during employment.

Performance evaluations are prepared by the employee's immediate supervisor with input from other managerial
staff, as appropriate. The employee will be given the opportunity to formally discuss the job and performance with
the supervisor. The employee has the opportunity to make written comments on the evaluation form regarding the
evaluation. The employee will be asked to acknowledge the evaluation by signing the evaluation form. The evaluation
form will be sent to the Human Resources Department for review and inclusion in the employee's personnel file.

Faculty evaluations are conducted according to procedures as outlined in the Faculty Section of the University
Handbook.

B.19 Disciplinary Actions

Date

6/24

The University believes that employees need to know what is expected of them in order to satisfactorily perform their
jobs. However, occasionally, an employee may not be performing the job satisfactorily or may violate University rules.

Disciplinary actions are intended to correct substandard work performance, conduct, and/or rule violations, not punish the
employee. The disciplinary process is based on the concepts of just cause, fairness, equitableness and reasonableness. The
University supports a process of progressive discipline to address employees work performance, conduct, and/or rule violations
while reserving the ability to immediately terminate in instances of serious harm or misconduct. It is important that the degree of
discipline be directly related to the seriousness of the offense and the employee's record.

Generally, an informal reminder may be all that is necessary for an employee to correct a behavioral or job
performance problem. However, if informal counseling is not successful in correcting the problem or if the problem is
severe, formal disciplinary steps may be warranted. These steps may include, but do not necessarily have to include,
the following:

verbal warning/counseling
written warning
last and final warning
o suspension with/without pay
o demotion
o salary reduction
termination

There are no set standards of how many oral warnings must be given prior to a written warning or how many written
warnings must precede termination, or if in fact a verbal or written warning must precede termination. It is generally
recommended that all steps be taken; however, some problems may be so serious in nature that early steps may be
eliminated. The Human Resources Department will provide assistance in determining the appropriate action based
on the infraction(s).

A. Verbal Warning

A verbal warning is normally the first indication of a performance problem or rule violation. The purpose of the
verbal warning is to eliminate any possible misunderstanding concerning the rules, clearly state the expectations
for behavior/performance, and point out the consequences of further infraction(s). An informal record of the
verbal warning is made and kept by the supervisor.

B. Written Warning

A written warning is issued to an employee to document that the employee has been officially advised of the
precise nature of his misconduct or substandard performance. The written warning must contain a corrective
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action plan and timetable for action, giving the employee an opportunity to improve performance. Additionally,
the written warning must notify the employee of the consequences if adequate corrective action is not realized.
A written warning may be used without the verbal nofification, if warranted by the severity of the infraction.

The employee should sign the warning, acknowledging its existence and the identified corrective action. The
employee also has the opportunity to make a written statement regarding the warning. The supervisor must
contact the executive director or assistant director of Human Resources prior to issuing a written warning.

C. Lastand Final Warning
A last and final warning is issued in situations where there is not a specific instance of conduct that is so unacceptable to
justify termination, but a pattern of conduct exists where the employee has engaged in a series of rule infractions and has
received a documented verbal and/or written warning for rule infractions.
A last and final warning may be combined with a suspension, demotion, and/or salary decrease as a form(s) of
discipline. A suspension is a period in which the employee is not to report to work and may or may not be paid based
on the nature of the suspension. In the case of disciplinary suspensions, the employee will not be paid; the employee

may receive pay during the period of an investigatory suspension.

During a suspension, the employee is relieved of his job assignments because of serious or repeated instances of
misconduct and shall forfeit pay lost as a result of the suspension.

A demotion is when an employee is moved from one position or rank to another. Demotions typically results in a
decrease in pay/salary.

The executive director of Human Resources and the appropriate vice president must approve all suspensions, demotions,
and/or salary reductions.

A. Termination

If corrective action has not resolved substandard performance issues or continued rule infractions, termination
of employment may be necessary upon the recommendation of the supervisor and department head. The
Executive Director of Human Resources Department must review all termination documentation to ensure that
termination is warranted. Appropriate vice president approval is required for all terminations of employment.

B.20 Termination of Employment

Health Insurance

The medical, dental, and vision insurance will terminate on the last day of the month in which the employee
terminates. Under the COBRA federal law, an employee may choose to continue the medical, dental, and/or vision
coverage upon termination of employment. COBRA information and rates are sent to the terminating employee by
the Human Resources Department or their designee

Retirement Plans

For faculty and staff members eligible for and participating in any of the University retirement plans, distributions of
vested benefits may be available upon termination of employment. Additional information is available from PERF or
TIAA-CREF; contact information is available at https://www.usi.edu/hr/benefits/retirement.

Tuition Fee Waivers for Credit Courses

If an employee has received a tuition fee waiver and terminates employment after the first day of class, the employee
is not responsible for any fee repayment to the University.
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Group Term Life and Accidental Death and Dismemberment Insurance Voluntary Group Term Life Insurance

Both life insurance programs provide for a conversion and portability privilege if executed within 31 days of
termination of employment.

A. Voluntary Resignation

Resignation is a voluntary act initiated by the employee to leave his job for personal or professional reasons. The
employee is expected to give at least two weeks' advance notice in writing to the department head and the
Human Resources Department in order to separate in good standing. The notice should include the final date of
employment and reason for leaving the position. An employee cannot use vacation or other accrued time in lieu
of notice. An exiting employee must be physically present at their assigned duty on the final day of employment,
unless approved in writing by the Executive Director of Human Resources, or designee.

Unauthorized absence of three consecutive days without notice to the appropriate supervisor is considered a
resignation.

The University reserves the right to permit or deny an employee's request to rescind his resignation.
B. Involuntary Termination

The University reserves the right to terminate an individual's employment with or without notice and with or
without cause. Termination for cause of a faculty member who has tenure or whose term appointment has not
expired shall be upon the recommendation of the dean or director and the provost to the president of the
University. The University may terminate an employee immediately for reasons including, but not limited to, the
following:

o Excessive absenteeism

o Failure to perform job duties

o Gross misconduct

° Insubordination

o Conviction of a felony or any other unlawful misconduct which adversely affects the University, its
employees, or students

> Breach of confidentiality regarding employee or student information

o Sexually harassing/intimidating another employee personally or through electronic means

o lllegal manufacture, possession, use, and/or distribution of drugs and alcohol or unauthorized consumption
of alcohol on University-owned or leased property or as a part of any “University activities”

o Threats, acts of violence, provocations or fighting

o Theft or attempted theft of University property or property of other employees, students or those
associated with the University.

o Willful destruction of, or damage to, University property

o Unauthorized possession of firearms, weapons, explosives or dangerous chemicals

o Use of profanity in situations where it reflects negatively on the University

o Participation in gambling games on University property

o Falsification of information given on employment applications, timesheets, or other University records
either paper or electronic

o Falsification of information given in an internal investigation

o Deliberate and serious violations of NCAA regulations

o Other similar reasons

Advance notice need not be given for termination in the above causes.
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In an emergency situation (as judged by the supervisor), the supervisor may suspend an employee pending an
investigation by the Human Resources Department. However, suspension of an employee must be discussed with
and approved by Human Resources. Termination of all non-faculty employees requires approval by the Human
Resources Department.

C. Final Pay

The terminated employee's final wages are computed and paid on the next regular pay day after the last day
worked. Accrued vacation is paid on the final paycheck; however, all accrued sick time is forfeited except in
cases of retirement or death of a support staff member (See Section C.6, Retirement Policy). Faculty and
administrative staff are not eligible to receive payment of their unused, accumulated sick time.

Salary adjustments for part-time faculty and for nine- or ten-month faculty on summer appointment will be
computed on a teaching-day basis if the faculty member must leave his assignment before the end of the
contract. All other faculty, administrative and support staff salaries at termination will be computed on the basis
of a five-day work week.

D. Status of Benefits at Termination
The following group benefits terminate on the last day of employment with the University:

o Group Term Life and Accidental Death and Dismemberment Insurance
o Long-Term Disability Insurance

o Retirement Plan

o Fee Waiver on Classes

B.21 Exit Interview

Date

8/20

Full-time and part-time employees who voluntarily resign their position with the University may schedule an exit
interview with the Human Resources Department. If possible, the interview is scheduled on the employee's last
working day. Payroll deadlines may require earlier scheduling. Such interviews provide an opportunity for the
departing employee to discuss the status of benefits upon termination and return University property (i.e., keys, ID
card, uniforms, laptop, etc.). The exit interview is equally important to obtain the reactions of staff members to their
employment experiences with the University. An employee who has decided to leave may have constructive
suggestions to offer the University which may prove helpful in evaluating the University's employment and personnel
policies.

B.22 Rehire (Break-in-Service)

Date

12/15

The University will consider rehiring a former employee who left the University in good standing. Former employees
reapplying for employment are subject to compliance with all other employment policies in effect upon reapplication
for employment.

If the rehired employee was formerly benefits eligible, and is reemployed in a benefits eligible position, the employee's
service date will be adjusted to reflect all creditable service at the University. The adjusted service date will be used to
calculate the vacation accrual rate and years of service. Prior service may apply toward employee benefits eligibility,

if eligibility requirements were met during previous service. The unused sick tfime balance prior to termination will not

be restored.
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Support staff members rehired will serve the normal 90-day introductory period.

B.23 Uniforms and University Logo Wear Items
Date
716

A. Uniforms

Only those departments and specific employee groups listed below have been approved as departments that
require easily identifiable uniforms necessary for purposes of employee safety and campus security.

o Public Safety (Officers)

o Facility Operations and Planning (All Support Positions)

o Special Events and Scheduling Services (Student Workers Only)
o Campus Store (All Positions)

o Distribution Services (All Support Positions)

o Creative and Print Services (Press Operators Only)

All other departmental needs for uniforms will be approved by the Human Resources Department on a case-by-
case basis requiring the necessary documentation and approval in advance of purchase.

Arrangements for obtaining uniforms upon hire or periodic replacement of uniforms are made by the
responsible departments. Approved uniforms or other items that the university requires employees to wear are
considered to be non-taxable regardless of the total value. Uniform items remain university property and at
the time of termination, all uniforms must be returned to the issuing department.

B. Business Required Logo Wear Items

The University may at times purchase logo wear items for use by an individual employee when the primary
purpose is to serve a bona fide business need rather than primarily to benefit an employee. Logo wear items are
allowable under this policy if all the following criteria apply:

o The items are reasonable and generally recognized as necessary for conducting various business programs
and activities of the university.

o |tems are to be documented in a way that clearly substantiates such reasonableness and necessity and are
approved in advance of the purchase by the financial manager.

o Required documentation must be approved and will remain on file in the accounts payable office. The
determination that an item qualifies as an allowable business purchase, does not automatically relinquish
the individual recipient’s tax liability. If an individual receives logo wear items totaling more than $50.00 in
the calendar year, the University will consider the value of the logo wear as income and the full value
amount will be reported appropriately on the individual’'s W2 form. For purposes of this policy, the calendar
year will include items purchased from December 1through November 30.

o Items are purchased in accordance with the approved University purchasing process and applicable state
and federal laws and regulations.

C. Approved Purchasing Process

o Only pre-approved vendors will be used.
o Only pre-approved items will be considered as potentially tax exempt.
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o All documentation must be completed and approved by the financial manager.

o Documentation must include the employee name, social security number, and specific item identification
for which the purchase is being made. No exceptions will be made for the general purchase of logo wear.

o Purchased items must contain the name of the department

> Vendors will be instructed to accept only those orders that have the accompanying approval notice.

o All departmental purchases that fall under this policy are to be expensed to the departmental cost center
established for this type of purchase.

o Purchases which subject the recipient to tax liability will be forwarded on a quarterly basis to the Human
Resources Department to be included in the recipient’s W2 statements.

Additional information regarding the Uniform and University Logo Wear ltems purchase policy is available in the
Human Resources Department.

B.24 Service Awards

Date

12/04

The University has a formal program to recognize eligible support employees with at least five years of service and at
subsequent five-year increments or at retirement.

The employee will be presented with a service recognition gift at a University sponsored event.

B.25 Release of Employee References and Employment Verifications
Date

12/04

As a service to employees, Human Resources will verify dates of employment and position title o prospective
employers and lending institutions. To safeguard the privacy of current and former employees, no additional
information is released without the individual's written authorization.

Only Human Resources is authorized to release employment information for current and former administrative,
support, and other hourly employees. All reference inquiries should be forwarded to Human Resources.

The provost and vice president for Academic Affairs is authorized to release employment information for current and
former members of the faculty.

B.26 Expenditures for Hospitality Search Committee Guidelines

Date

12/04

Recruitment of prospective employees involves a process in which members of Search Committees and often times
other personnel within the University community evaluate candidates for employment with the University. In addition
to the formal interview process, meals or other hospitality events with candidates provide an opportunity for Search
Committee members and other University personnel to interact with candidates in a more relaxed environment.

Numerous questions have surfaced as to the number of people to include in meals with candidates and the
expenditures for meals. The following guidelines for Hospitality Expenditures for Search Committees have been
established. The guidelines include the following recommendations:

Number of participants to include
Expenditures per participant
Facility options for dining
Reimbursement documentation

AN
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A.
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Number of Participants

Candidate Only: It is recommended that no more than three individuals accompany the candidate for a meal.
This will facilitate more meaningful discussion between the candidate and University representatives. However,
if circumstances arise where the interview with the entire Search Committee needs to occur during a meal, prior
approval from the appropriate vice president should be obtained and attached to the reimbursement voucher.

Candidate and Spouse: The nature and level of the position within the University may impact whether the spouse
of a candidate is included in hospitality activities during the interview process. If the spouse accompanies the
candidate, it is appropriate to include the spouse in at least one of the scheduled meal events.

If the spouse of the candidate attends a meal function, Search Committee members or other appropriate
University personnel may include spouses at the hospitality activity. However, it is recommended that no more
than four people (a combination of Search Committee members, other University personnel, or spouses)
accompany the candidate and spouse for a meal.

In the event someone accompanies the candidate other than a spouse, prior approval from the appropriate vice
president should be obtained for that person’s participation in the hospitality event. Likewise this applies to
guests other than a spouse for a University representative.

Expenditure Limits Per Participant

Based on the meal and dining facility, the cost for meals will vary. Expenditure guidelines have been established
for breakfast, lunch, and dinner:

1. Breakfast $10 per person
2. Lunch $10 per person
3. Dinner $25 per person

Gratuities of approximately 15 percent are in addition to the per person limit.

Facility Options

Numerous options are available to the Search Committee in planning meals for a candidate. Options include:
University Center: Meal tickets are available through the Office of the President to cover the cost of the meal.
Catered Events on Campus: Contact Central Scheduling to schedule a room and plan a catered event.
Off-campus Dining Facilities: Arrangements should be made by the Search Committee.

Reimbursement Documentation

A Hospitality Expense Report with reimbursement documentation should first be submitted to the departmental
fiscal agent for approval and then forwarded to the appropriate vice president. The reimbursement
documentation should include the following information:

Title of vacant position

Name of candidate and guest

Names of University representatives participating in the meal

I[temized receipt with total cost of meals, date, and name of restaurant/facility indicated

The budget for hospitality expenditures will be included in each vice president’s account. Expenditures for

hospitality will be charged against the search department’s budget with the exception of expenses for alcoholic
beverages, which will be charged to the Foundation.
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Additional requirements may be established by the Business Office to ensure proper and timely reimbursement.

The appropriate vice president must approve exceptions to the Expenditures for Hospitality Guidelines.

Questions regarding these guidelines should be directed to the appropriate vice president, the manager of
employment in Human Resources, or the director of the Business Office.

B.27 Zachary's Law

Date

12/04

Zachary’s Law directs the Indiana Criminal Justice Institute to collect and make available information about offenders
who have been convicted of sex crimes and certain violent crimes. Information collected by the Institute is widely
distributed in a document known as the Indiana Sex and Violent Offender Registry.

Zachary’s Law applies only to offenders convicted after June 30, 1994. The primary purpose of this law is to ensure
that employers have the information they need to hire an individual to work in a position that requires contact with
minors.

A. Employees

In accordance with Indiana Public Law 11-1994, the University will conduct a criminal history check for individuals
employed in assignments that involve children under age 18. This check will be conducted prior to employment
and will be specific to convictions for sex offenses against children. A person who has been convicted of sex
offenses against children as identified in Indiana Public Law 11-1994, will not be employed for assignments that
may place children at risk, but may apply for employment in assignments deemed appropriate.

Individuals who have been convicted of such crimes outside the state of Indiana are required to report to the
local law enforcement authorities having jurisdiction in the area of residence their intent fo reside in the state of
Indiana for more than seven days.

The law permits employers to terminate the employment of a person who works with children and is convicted of
one of the crimes covered by Zachary’s Law.

B. Students

Colleges and universities were not originally considered to be among those institutions with a need to know the
information contained in the sex-offender registry. The Institute for Criminal Justice has since realized that there
are student internships, practicums, and volunteer activities that place students in structured and semi-
structured settings with children. There is now the expectation that colleges and universities will consult the
registry before placing students in such environments.

To view the online Sex Offender Registry for the state of Indiana, visit https://indianasheriffs.org/.

B.28 Disability and Accessibility

Date
3/25

Policy Statement

The University of Southern Indiana (“University” or “USI”) is firmly committed to fostering an inclusive environment
that provides equal access and opportunity for individuals with disabilities in compliance with all applicable federal,
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state, and local laws, including the Americans with Disabilities Act of 1990 (ADA), the Americans with Disabilities
Amendments Act of 2008 (ADAAA), Sections 503, 504, and 508 of the Rehabilitation Act of 1973, the Fair Housing
Act (FHA), and applicable state and local laws.

Both the ADA and the ADAAA acknowledge that visible and invisible barriers, as well as exclusionary practices, may
discriminate against qualified individuals with disabilities in both educational and employment settings. As the
University moves towards achieving and maintaining universal accessibility in both the physical and virtual campus
spaces, its policy is to make every effort to assist students, employees, employment candidates, volunteers, and
visitors who request reasonable accommodations. It may be a violation of federal or state law, as well as University
policy, to refuse such requests unless the proposed accommodations would pose an undue hardship or a direct threat
to others.

Contact information:

Hannah Perigo

Interim ADA Coordinator, Human Resources

8600 University Boulevard

Evansville, Indiana 47712

Phone: 812-465-7115

Confidential Fax: 812-228-5068

Email: hcperigo@usi.edu

Purpose and Scope

To provide an effective means by which qualified employees, applicants, volunteers, students, participants, and
visitors of the University of Southern Indiana and its associated programs may request reasonable accommodations
or have access to University programs and activities, in accordance with the ADA and Section 504.

Pursuant to the ADA, the University will provide reasonable accommodations to qualified employees with known
disabilities that affect the performance of their essential job functions, except when doing so would result in undue
hardship or direct threat to the organization or others.

Scope
All faculty, staff, applicants, student workers, students, volunteers, and visitors at the University of Southern Indiana.

Any questions regarding interpretation of the policy or procedures may be referred to the University ADA
Coordinator.

Definitions

Disability

o A physical or mental impairment that substantially limits one or more major life activities of an individual.
Physical or Mental Impairment

> Any physiological disorder, condition, cosmetic disfigurement, or anatomical loss affecting one or more of

the body’s systems, or;
* Any mental or psychological disorder, such as intellectual disability, organic brain syndrome,
emotional or mental iliness, or specific learning disability.

Substantially Limits
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o Animpairment is a disability if it substantially limits an individual’s ability to perform a major life activity as
compared to most individuals in the general population. Determination of whether an impairment meets
this threshold requires individualized assessment.

Major Life Activities

° Include but are not limited to: caring for oneself, performing manual tasks, seeing, hearing, eating,
sleeping, walking, standing, sitting, reaching, lifting, bending, speaking, breathing, learning, reading,
concentrating, thinking, communicating, interacting with others, working, or;

= The operation of a bodily function, such as immune system functions, normal cell growth, digestive,
bowel, bladder, neurological, respiratory, circulatory, endocrine, and reproductive functions.
Reasonable Accommodations

o A modification or provision to a position, the educational or work environment, a policy or practice, or a
manner in which work is usually performed that enables a qualified individual with a disability to perform
the essential functions of a position and enjoy equal employment and educational opportunity.

Undue Hardship

> A degree of hardship in providing a proposed accommodation that is unreasonable or poses a significant

expense or difficulty.
Direct Threat

o A significant risk to the health or safety of self or others that cannot be eliminated or reduced by

reasonable accommodation.

Requesting a Reasonable Accommodation (Procedures)

General

The procedure for accommodation requests allows for an interactive process to take place, during which the
following should occur:

An accommodation request is made;

An interactive discussion takes place regarding accommodation needs;

Appropriate documentation is provided to support the disability and the accommodation requested; and

A reasonable accommodation is put in place, if appropriate.

Employees (Faculty, Administrators, Support Staff, Student workers)

1.
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To request an accommodation under the ADA, the employee first must communicate an accommodation
request to their immediate supervisor, who is expected to then notify the ADA Coordinator, or accommodation
requests can be made directly to the ADA Coordinator via telephone, email, or in person.

An employee returning from a disability-related leave of absence who requests accommodation due to ongoing
restrictions or accommodation needs will also be referred to the ADA Coordinator’s office by Human Resources
for engagement in the ADA interactive process.

The employee will be required to provide appropriate documentation to support their disability-related
functional limitations and their need for reasonable accommodation. A form will be provided by the ADA
Coordinator for the employee and their qualified licensed healthcare professional to complete. Documentation

is expected to be returned within 15 days of issuance to employee.

After reviewing the documentation provided, the University and the ADA Coordinator will determine if the
employee is eligible for accommodations under the ADA.

If the employee is eligible for accommodations, the ADA Coordinator will then continue with the interactive
process to evaluate if the accommodation request is reasonable, which may include, but not be limited to:

o Determining the necessary documentation to support the employee’s accommodation request;
o Clarifying the responsibilities of the University and the employee throughout the interactive process;

o |dentifying the essential functions of the position;
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o Discussing the employee’s specific physical or mental abilities or limitations as they relate to the essential
functions of the position, along with potential accommodations;

o |dentifying the accommodation that will best serve the needs of both the employee and the University; and

> Notifying the employee and their direct supervisor of the established accommodation while maintaining
confidentiality of protected employee health information.

6. The accommodation and any related documentation will be maintained by the ADA Coordinator’s office within
US| Human Resources department.

7. Confidentiality of information related to any reasonable accommodation request will be respected and
maintained and may only be shared with those having official need-to-know.

8. The employee is responsible for contacting the ADA Coordinator if reasonable accommodations are not
implemented in a timely and effective manner.

9. The ADA Coordinator office will work with the employee and their department in order to clarify and resolve
any disagreements regarding the nature or implementation of the approved accommodation.

10. Reviewing employee accommodations is a common practice and is supported by law.
o Accommodations are subject to a 90-day review fo assess effectiveness and ongoing need or modification.
o Accommodations may be set up with a trial period to assess effectiveness.
o Accommodations may become unnecessary and can be withdrawn

> If ongoing accommodations are not effective, the interactive process will continue, wherein the employee
and the employer will explore alternatives.

Applicants

Applicants or job candidiates in need of accomodation during the application or hiring process may contact the
Employment Manager.

Maggie Weinzpafel

Employment Manager

8600 University Boulevard

Evansville, Indiana 47712

Phone: 812-464-1840

Email: mcweinzapf@usi.edu

Student Academic Accomodations

Student academic accommodation requests must be referred to and evaluated by USI’s Disability Resources office in
the Pott College Science Center, Room 2206. Student will follow the University employee accommodation process
detailed above.

Disability Resources

Phone: 812-464-1961
TTY/TDD: 812-465-7072
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Text: 812-470-8266
Confidential fax: 812-464-1935
Email: usildisres@usi.edu

Volunteers and Visitors for Campus Programs and Events

The University will employ its best effort to make appropriate campus programs and events accessible to individuals
with disabilities. Any individual, including visitors to campus, who require an accommodation should contact the event
planner at least one week in advance of the event. If it is unclear whom to contact regarding access to a University
program or event, contact University Special Events and Scheduling.

University Special Events and Scheduling
University Center West

Phone: 812-464-1930

Email: usispecialevents@usi.edu

Reporting Concerns

Employees, students, or community members who believe that the University has not met its obligations under the
ADA should contact the University’s ADA Coordinator, who is responsible for coordinating the University’s efforts to
comply with the ADA and all relevant disability-related federal, state, and local laws. The ADA Coordinator will refer
complaints to the appropriate University office for investigation.

In addition, the Institutional Equity Office works with the USI community in implementing and upholding policies and
practices that are consistent with federal and state mandates as well as existing University policies regarding equal
access, equal employment, and educational opportunity for all persons, without regard to race, religion, color, sex,
age, national origin or ancestry, marital status, parental status, sexual orientation, gender identity, gender
expression, genetic information, disability, or veteran status.

Office of Institutional Equity

Title IX Coordinator and Director of Institutional Equity
Forum Wing, Wright Administration Building, 171A

Phone: 812-464-1703

Email: USl.equity@usi.edu

Digital Accessibility

University Web and Digital Content functions as the central web team of the University and manages the public web
presence at usi.edu. The department provides technical expertise and knowledge of web trends and development
standards and how they relate to Section 508 web accessibility standards. University websites are required to meet
the accessibility standards set forth by the Web Content Accessibility Guidelines (WCAG) 2.0 AA.

For further information regarding US| Web Accessibility, please contact:
Director of University Web and Digital Content

Forum Wing, Wright Administration Building, 135A

Phone: 812-464-1999

Email: webserv@usi.edu

Service Animals

For questions regarding service animals on campus please refer to the Animals on University Property policy in the
University Handbook.

Additional Contacts

University of Southern Indiana Human Resources
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Forum Wing, Wright Administration Building, FA 166
Phone: 812-464-1815

Fax: 812-465-1185

Confidential Fax: 812-228-5068

Email: humanres@usi.edu

B.29 Employee Reasonable Suspicion Drug and Alcohol Testing
Date
10/23

PURPOSE AND SCOPE

The purpose of this document is to describe the University of Southern Indiana’s policy and procedure
for drug and alcohol testing of employees when there is reasonable suspicion to believe that the
employee is under the influence of any drug or alcohol while on University premises or in the
workplace.

This policy applies to all University of Southern Indiana employees, including faculty, staff, and student
employees.

DEFINITIONS

Alcohol: The intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular weight
alcohols including methyl or isopropyl alcohol.

Drug: Any drug or substance, including both those whose use is lawfully prescribed, as well as those
whose use is legally prohibited, including, but not limited to, marijuana (THC), cocaine, opiates,
phencyclidine (PCP), and amphetamines (including methamphetamines).

Employee: Any University of Southern Indiana faculty, administration, staff, or student employee.

Reasonable Suspicion: Belief held by the University based upon one or more observable signs or
symptoms of drug or alcohol use. Reasonable suspicion should be based on specific, contemporaneous,
articulable observations such as the appearance, behavior, body odors or speech of the employee.
Observations may include indications of the chronic and withdrawal effects of drugs or alcohol.
Behavior which could lead to a determination of reasonable suspicion include, but are not limited to,
the following:

Patterns of unsatisfactory job performance or work habits;
Evidence of illegal substance use, possession, sale, or delivery while on duty and/or possession of
drug paraphernalia;
Information provided by either 1) a reliable or credible source as determined by the University; or
2) from a supervisor, manager, Human Resources staff member, member of the Administration, or
public safety officer;

- Slurred speech; loss of physical dexterity, agility, or coordination; changes in demeanor, or
irrational or unusual behavior; or negligence or carelessness in operating equipment or
machinery;
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Disregard for the safety of the employee or others, or involvement in any accident that results in
damage to a person, equipment, or property; or
- Carelessness that results in any injury to the employee or another person or damage to property.

University premises: Any building, structure, vehicle, or land, in whole or part, which is owned, used or
occupied by the University.

Workplace: Any University premise or any other location where an employee is acting in the scope and
course of their employment.

PROCEDURE

The decision to conduct drug and alcohol testing will be made jointly by Human Resources and a
supervisor, manager, member of Administration, or public safety officer who believes reasonable
suspicion exists.

In all cases, authorization for reasonable suspicion drug and alcohol testing must be given by Human
Resources, or other appropriate University employee (including, but not limited to, Public Safety), or
other individual who has been trained to recognize physical, behavioral, and psychological symptoms
attributed to the use of drugs or alcohol (including, but not limited to, a law enforcement official).

When there is reasonable belief that an employee is under the influence of drugs or alcohol while on
the job, Human Resources should be contacted and the following procedure followed:

1. The employee may be immediately removed from the University premises or workplace
as well as during the time an investigation is underway. In such circumstances, the
University will arrange to have the employee transported home.

2. The employee may be required to undergo drug or alcohol testing both at the time the
employee is suspected of being under the influence and/or before the employee is
allowed to return to work. An employee may also be required to submit to random testing
for an appropriate period of time as determined by the University as a condition of
returning to work if it is determined that the employee was impaired.

3. An employee’s refusal to participate in requested drug or alcohol testing violates this
policy and may subject the employee to corrective action.

Benefit Programs

C.1 Benefit Programs and Eligibility

Date

6/24

The type and length of employee appointment determines the eligibility for participation in the University's benefit
programs. An explanation of the various University benefit plans is included in this University Handbook. Every effort
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has been made to make these descriptions as accurate as possible. However, should any conflict arise between the
explanations presented in this University Handbook and the text of the plan documents or the insurance policies, the

text of the plan documents or the insurance policies shall govern in all cases.

The University reserves the right to amend, modify, or eliminate any programs at any time without notice. This
University Handbook is for informational purposes and is not intended to serve as legal interpretation of benefits.
Reasonable effort is made to have this University Handbook represent the intent of the plan documents or the
insurance policy language. However, the plan documents and the insurance policy language stand alone and are not
considered as supplemental or amended in any way by the explanations or examples included in this University

Handbook.

Faculty Employee Benefits Summary

Regular FT Regular PT
Benefit Temporary FT (75%2 Appt)

(75%2 Appt includes RAAF)1 (50%-74% Appt)
Employee Assistance Plan Eligible Eligible Eligible
Paid Vacation Eligible* Eligible* Eligible*
Paid Sick Eligible Eligible Eligible
Paid Holidays Eligible Eligible Eligible
Paid Bereavement Eligible Eligible Eligible
Paid Jury Duty Eligible Eligible Eligible
Recreation, Fitness & Wellness Center Eligible Eligible Eligible
Supplemental Retirement Plans Eligible Eligible Eligible
Medical Insurance Eligible Not Eligible Eligible
Dental Insurance Eligible Not Eligible Eligible
Vision Insurance Eligible Not Eligible Eligible
Group Life Insurance Eligible Not Eligible Eligible
Tuition Fee Waiver Eligible Not Eligible Eligible
Defined Contribution Retirement Plan  Eligible after 1Y Eligible after 1Y  Not Eligible
Voluntary Life Insurance Eligible Not Eligible Not Eligible
Flexible Spending Accounts Eligible Not Eligible Not Eligible
Short Term Disability Eligible Not Eligible Not Eligible
Long Term Disability Eligible after 3Y Not Eligible Not Eligible
Voluntary Hospital Indemnity Eligible Not Eligible Not Eligible
Voluntary Accident Eligible Not Eligible Not Eligible
Voluntary Critical lliness Eligible Not Eligible Not Eligible
Paid Parental Leave Eligible Not Eligible Not Eligible

1. Regular Annual Appointment Faculty

Adjunct

(<50% Appt)
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Eligible
Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

* Faculty appointed for less than a twelve (12) month fiscal-year period are not eligible to accrue paid vacation.

All benefits are subject to provisions of the benefit policies and/or contract terms, including employee’s continued

satisfaction of eligibility requirements.

-* Administrative Employee Benefits Summary
Regular FT (75%2 Regular PT

X Appt) Temporary (75%2
Benefit (50%-74%  Appt)
Appt)
Employee Assistance Plan Eligible Eligible Eligible
48

Temporary (50-74% Temporary (<50%

Appt)

Eligible

Appt)

Not Eligible
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Paid Vacation
Paid Sick

Paid Holidays
Paid Bereavement
Paid Jury Duty

Recreation, Fitness & Wellness
Center

Supplemental Retirement Plans
Medical Insurance

Dental Insurance

Vision Insurance

Group Life Insurance

Tuition Fee Waiver

Defined Contribution Retirement
Plan

Voluntary Life Insurance
Flexible Spending Accounts
Short Term Disability

Long Term Disability
Voluntary Hospital Indemnity
Voluntary Accident
Voluntary Critical lliness

Paid Parental Leave

Eligible
Eligible
Eligible
Eligible
Eligible

Eligible

Eligible
Eligible
Eligible
Eligible
Eligible
Eligible

Eligible after 1Y

Eligible
Eligible
Eligible
Eligible after 3Y
Eligible
Eligible
Eligible
Eligible

Eligible
Eligible
Eligible
Eligible
Eligible

Eligible

Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

Eligible after
Y

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

Eligible
Eligible
Eligible
Eligible
Eligible

Eligible

Eligible
Eligible
Eligible
Eligible
Eligible
Eligible

Not Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

* Includes all Administrative Employees (Exempt and non-exempt)

Eligible
Eligible
Eligible
Eligible
Eligible

Eligible

Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

Not Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

Eligible

Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

Not Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

All benefits are subject to provisions of the benefit policies and/or contract terms, including employee’s continued
satisfaction of eligibility requirements.

Support Staff Employee Benefits Summary

Benefit

Employee Assistance Plan
Paid Vacation

Paid Sick

Paid Holidays

Paid Bereavement

Paid Jury Duty

Recreation, Fitness & Wellness
Center

Supplemental Retirement Plans
Medical Insurance

Dental Insurance

Vision Insurance

Group Life Insurance

Tuition Fee Waiver
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Regular FT (75%2
Appt)

Eligible
Eligible
Eligible
Eligible
Eligible
Eligible

Eligible

Eligible
Eligible
Eligible
Eligible
Eligible
Eligible

Regular PT
(50%-74%
Appt)
Eligible
Eligible
Eligible
Eligible
Eligible
Eligible

Eligible

Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

Temporary (75%2
Appt)

Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

Eligible

Eligible
Eligible
Eligible
Eligible
Eligible
Eligible

Temporary (50-74% Temporary (<50%

Appt)

Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

Eligible

Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

Appt)

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible

Eligible

Eligible

Not Eligible
Not Eligible
Not Eligible
Not Eligible
Not Eligible
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Defined Contribution Retirement Eligible after

Plan Eligible after 1Y v Not Eligible Not Eligible Not Eligible
Voluntary Life Insurance Eligible Not Eligible Not Eligible Not Eligible Not Eligible
Flexible Spending Accounts Eligible Not Eligible Not Eligible Not Eligible Not Eligible
Short Term Disability Eligible Not Eligible Not Eligible Not Eligible Not Eligible
Long Term Disability Eligible after 3Y Not Eligible Not Eligible Not Eligible Not Eligible
Voluntary Hospital Indemnity Eligible Not Eligible Not Eligible Not Eligible Not Eligible
Voluntary Accident Eligible Not Eligible Not Eligible Not Eligible Not Eligible
Voluntary Critical lliness Eligible Not Eligible Not Eligible Not Eligible Not Eligible
Paid Parental Leave Eligible Not Eligible Not Eligible Not Eligible Not Eligible

All benefits are subject to provisions of the benefit policies and/or contract terms, including employee’s continued
satisfaction of eligibility requirements.

C.2 Health Insurance Programs

Date
8/20

A.
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Coverage and Eligibility for Active Employees

The University offers several health insurance plans. The University pays a portion of the premium cost for
eligible employees enrolled in the medical and dental plans. The University offers optional vision coverage to
eligible employees; vision premiums are fully paid by the employee. Premium rates are determined on an annual
basis.

Married, eligible employees may enroll a spouse. Proof of marriage will be required. Additional information is
available in the Human Resources Department.

Effective January 1, 2011, the University health plan, as required by the Patient Protection and Affordable Care
Act, extended dependent coverage to age 26. To be eligible for this coverage, dependent children do not need to
be financially dependent on the subscriber for support, claimed as dependents on their tax return, residents of
their household, enrolled as students or unmarried. Children-in-law (spouse of children) and grandchildren are
not eligible. “Children” includes natural children, legally adopted children, and stepchildren. Disabled
dependents are covered under special plan provisions.

Additional coverage information is available in the Human Resources Department. Comparisons of the
University sponsored health insurance plans are available both in the Human Resources Department and on the
University website at https://www.usi.edu/hr/benefits/medical-insurance/.

Due to federal regulations associated with the Section 125 Flexible Benefit Plan, employees can only change
coverage or participation in the health insurance program during the annual enroliment period or within 30 days
of a qualifying event. Under federal regulations, a "qualifying event" is defined as:

o change in marital status--marriage, divorce, death of a spouse, legal separation, or annulment;

o change in number of dependents, including birth, adoption of a child, placement of a child for adoption, or
death of a dependent;

o change in employment status--any of the following events for an employee, employee’s spouse, or
dependent: termination or commencement of employment, a strike or lockout, commencement or return
from an unpaid leave of absence, a change in worksite, or any other change in employment status that
affects eligibility for benefits;

o dependent satisfies or ceases to satisfy the requirements for coverage due to change in age, or any similar
circumstance;

o change in the place of residence of employee, employee’s spouse, or dependent; and
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o Significant cost or coverage changes.

If a qualifying event occurs, the employee must notify Human Resources within 30 days of the qualifying event in
order to change coverage. Failure to do so within the 30-day period will result in a delay of the effective date of
the change to the employee's coverage to no sooner than the next open enrollment period.

Employees enrolling in health insurance will have premiums automatically deducted from their paychecks. If the

employee's share of the insurance premium is increased or decreased either during or at the beginning of a plan
year, the amount of compensation necessary to cover the increased premium cost will automatically be adjusted
to reflect the change in the employee's share of the premium. Current rate information is available in the Human
Resources Department.

Information regarding the Health Insurance Portability and Accountability Act (HIPAA) is available on the
University website at https://www.usi.edu/hr/benefits/annual-notices.

B. Enroliment

Eligible staff members interested in health insurance coverage must enroll in the program within 31 days of the
employment date. If a staff member waives coverage or fails to enroll during the initial 31-day eligibility period,
he may only enroll in the plan during an annual open enroliment period, unless a qualifying event has occurred
and is reported. Marital status changes and the addition of dependents must be reported within 31 days of such
change in order for coverage to be effective on the date of change.

C. Benefit Continuation Upon Termination

Under the provisions of the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA), the election of
continued health insurance coverage is available fo eligible employees and their dependents following events
that would normally result in the loss of coverage such as termination or divorce. Information concerning the
provisions of COBRA is provided upon plan enroliment and is available both in the Human Resources
Department and on the University website at .

Some employees hired before July 1, 2014, may be eligible for continued insurance benefits upon retirement.
Such eligibility is described in Retirement Policy, Section C6.

C.3 Flexible Benefit Plan

Date

1/15

A Flexible Benefit Plan is offered to those employees who are eligible to participate in the University's medical/dental/
vision insurance program. The Plan allows for the payment of eligible health and dependent care expenses on a pre-
tax basis. The result is a lowering of an employee's taxable income and tax liability for federal, state, and local income
taxes and FICA (Social Security and Medicare) taxes.

The University's Flexible Benefit Plan contains two options: a Premium Only Plan (POP) and Flexible Spending
Accounts.

The Premium Only Plan allows active employees participating in health insurance programs to pay their share of
premiums for health care prior to the application of federal, state, and local income taxes and FICA (Social Security
and Medicare) taxes. Eligible employees may participate upon enroliment in one of the health insurance programs.

The Flexible Spending Accounts allow regular (non-temporary) employees to set aside money to pay for eligible

unreimbursed health care and dependent care expenses from gross pay before taxes have been withheld. The benefit
to individual employees is the opportunity to pay eligible expenses with pre-tax dollars, thus lowering their taxable
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income and tax liability for federal, state, and local income taxes and FICA (Social Security and Medicare) taxes.
Eligible employees may elect to participate within 30 days of hire. All eligible employees may enroll during open
enrollment each year.

If participation in the flexible plan is selected, an employee can only change coverage or participation in the Flexible
Benefit Plan either during the annual enrollment period or within 30 days of a qualifying event. Under federal
regulations, a "qualifying event" is defined as:

marriage, divorce, death of a spouse, legal separation, or annulment;

change in number of dependents, including birth, adoption, placement for adoption, or death of a dependent;
any of the following events for employee, employee’s spouse, or dependent: termination or commencement of
employment, a strike or lockout, commencement or return from an unpaid leave of absence, a change in
worksite, or any other change in employment status that affects eligibility for benefits;

dependent satisfies or ceases to satisfy the requirements for coverage due to change in age, student status, or
any similar circumstance;

change in the place of residence of employee, employee’s spouse, or dependent; and,

Significant cost or coverage changes.

If a change in family status occurs, the employee must notify Human Resources within 30 days of the qualifying event
in order to change coverage. Failure to do so within the 30-day period will result in a delay of the effective date of the
change to the employee's coverage to no sooner than next open enrollment period.

Administration of the Flexible Benefit Plan is subject to the guidelines of Section 125 of the Internal Revenue Code.
Participation in either the Premium Only Plan or the Flexible Spending Accounts by employees is optional.

Employees who enroll in medical, dental or vision coverage are automatically enrolled in the Section 125 Flexible
Benefit Plan and premiums are withheld on a pre-tax basis. Employees who wish to opt out of the Section 125 Flexible
Benefit Plan for these premiums must do so by submitting the completed required form making that election to a
Benefits representative in the Human Resources Department. Participation of employees enrolled in the Flexible
Benefit Premium Only Plan will continue each year unless the employee chooses to change his election; however,
employees enrolled in the Flexible Spending Accounts must re-enroll each year.

Copies of the Flexible Benefit Summary Plan Description are available in the Human Resources Department.

C.4 Life Insurance
Date
6/24

A. Group Term Life and Accidental Death and Dismemberment Insurance Plan

The University provides a group term life and accidental death and dismemberment insurance plan to eligible
employees.

Effective February 1, 1988, a revised schedule of life insurance benefits was offered and the program became
mandatory for all new employees. The revised schedule offers coverage of one and one-half times annual
salary, with maximum coverage of $100,000, rounded up to the nearest $1,000. Premium costs for term life and
accidental death and dismemberment insurance are paid in full by the University.

The original plan, available to employees employed prior to February 1, 1988, offered coverage of two times

annual salary with maximum coverage of $100,000. For employees who elected to continue this original plan,
premium costs for term life and accidental death and dismemberment insurance are shared by the University
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and employee. Employee contributions can be made on a pre-tax basis up to limits established by the IRS.
Effective January 1, 2016, the University will pay the full premium for those active employees who remain in this
original plan as of that date.

Both plans include accidental death and dismemberment coverage which may double the coverage in case of
accidental death. Benefits may also be provided in cases of accidental dismemberment.

For employees who continue their employment beyond age 66, the group term life and accidental death and
dismemberment insurance will reduce to 65 percent of the scheduled amount on January 1 following the
attainment of age 66. Coverage will end on the last day worked. The life insurance plan provides for conversion
or portability within 31 days of termination of employment.

Information about Group Term Life and Accidental Death and Dismemberment is available in the Human
Resources Department.

Voluntary Term Life and Accidental Death and Dismemberment Insurance Plan

The University offers voluntary term life and accidental death and dismemberment insurance to eligible employees.
Coverage is available for employees, spouses, and dependents. The entire cost of the insurance is paid by the
employee. When an employee or spouse reach a new age which moves them into a new age bracket and premium
schedule, the amount of compensation necessary to cover the increased premium cost will automatically be adjusted
to reflect the change in the premium.

The plan provides coverage to employees in increments of $10,000 to $500,000 not to exceed eight times annual
salary. New employees are eligible for up to $250,000 without providing satisfactory evidence of good health, if
application is made within 31 days of eligibility.

Coverage is available to spouses of eligible employees in increments of $5,000 to $200,000, not to exceed fifty
percent of the employee’s voluntary term life and accidental death and dismemberment insurance coverage amount.
Spouses of new employees are eligible for up to $50,000 (effective January 1, 2016) without providing satisfactory
evidence of good health, if application is made within 31 days of eligibility.

Coverage also is available to dependents of eligible employees in increments of $5,000 to $10,000. Coverage is
available for all dependents from live birth, and continues to age 26, if unmarried. Dependent term life insurance
coverage has one premium rate that covers all eligible dependents.

Voluntary plans include accidental death and dismemberment coverage which may double the coverage in case of
accidental dealth. Benefits may also be provided in cases of accidental dismemberment.

The amount of insurance reduces to 65 percent at age 65, 50 percent at age 70, and 25 percent at age 75. Coverage
will end on the last day of the month in which the employee works. The life insurance program provides for both

conversion and portability 31 days of termination of employment.

Information about the Voluntary Term Life and Accidental Death and Dismemberment Insurance is available in the
Human Resources Department.

C.5 Disability Benefits

Date
8/20

A. Group Long-Term Disability
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The University provides group long-term disability insurance coverage for eligible faculty, administrative, and
support staff upon completion of three years of continuous service.

Employees on a regular fiscal year or academic year appointment of at least 75 percent are eligible to
participate after three years of continuous service. Employees working in a temporary assignment regardless of
percentage of appointment are ineligible to participate in the Long Term Disability program during the period of
temporary employment. After a regular appointment of at least 75 percent is received, time served under
consecutive temporary one-year appointments may be counted toward the three-year waiting period.

Waiver of the three (3) year waiting period is available in full or in part if the newly hired eligible employee was
covered by his/her former employer under a similar group long-term disability policy through an insurance
company which was in effect within 90 days prior to his/her employment at the University, and the eligible
employee provides acceptable documentation of such coverage to the University’s Human Resources
Department within 60 calendar days of the first day of employment. If the prior group coverage was in place for
at least three (3) years, USI’s waiting period will be waived; if for less than three years, service credit (in months)
will be applied toward and reduce USI’s three (3) year waiting period.

The full cost of this program is paid by the University ,except for senior administrators who pay 100% of their
LTD premium, effective January 1, 2016. If it is anticipated that a disability will extend more than six months, an
employee must file an application to qualify for benefits. The long-term disability monthly income benefit equals
60 percent of the employee's monthly wage base, not to exceed a benefit of $6,000 less the sum of the benefits
from other offsetting sources, such as Social Security or any other retirement disability benefits.

Upon the approval and commencement of disability benefits, the employee will be placed in a disability
retirement status. For certain employees hired before July 1, 2014, participation in the health and life insurance
programs may be continued. Otherwise, all University-provided and voluntary benefit programs will be
discontinued as of the disability eligibility date.

Information about the University sponsored Long Term Disability plan is available in the Human Resources
Department.

Disability Benefits Under Social Security

Disability benefits are provided under the provisions of the Social Security Act. To determine benefits payable,
employees should consult the Social Security website (www.ssa.gov) , call the Social Security toll-free number
(800-772-1213) or contact the local Social Security office.

Disability Benefits Under Indiana Public Retirement System for Support Staff Hired Before July 1, 2014

The Indiana Public Employees' Retirement Fund provides disability benefits for employees who have been
members of the fund five or more years and who qualify for Social Security disability benefits. For other
conditions and terms, employees should consult INPRS. Estimates of benefits payable are secured at the time of
disability.

Insurance Benefits During Disability

Some employees hired prior to July 1, 2014, may have some continued insurance coverages available upon
disability. See Retirement Policy, Section C6.

Status During a Period of Disability

An employee enrolled in the University-provided group long-term disability (LTD) insurance plan, who becomes
disabled and is determined by the LTD insurance carrier to be eligible fo receive LTD benefit payments, will be
considered a "Disabled Retiree" by the University. This status shall be retained until the individual reaches the
Maximum Benefit Period as outlined under the LTD contract, as long as the individual continues to be
determined as being disabled by the LTD plan provider. Once the employee is considered a disabled retiree, the
position held by the employee will be considered vacant and no longer held open for the employee.
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If the LTD plan provider determines that the individual is no longer disabled and therefore ineligible to receive
LTD benefit payments, the individual has the right to appeal such a decision to the LTD plan provider. If the
appeal is unsuccessful, the University will change the individual's status to "terminated;" any benefits associated
with retirement, if applicable, will end at that time. The individual may reapply for employment with the
University for those positions open at the time of application for which the individual is qualified.

Optional Group Short Term Disability

The University offers optional short term disability insurance to eligible employees. The entire cost of the
insurance is paid by the employee. When an employee reaches a new age which moves them into a new age
bracket and premium schedule, the amount of compensation necessary to cover the increased premium cost will
automatically be adjusted to reflect the change in the premium. Premiums are deducted on a post-tax basis.
Benefits are payable subject to the short term disability plan provisions.

Information about the Optional Short Term Disability plan is available in the Human Resources Department.

C.6 Retirement Policy

Date
10/21

Make Changes

A.

55

Purpose

The University of Southern Indiana provides retirement plans for the faculty and staff for two purposes: (1) to
help faculty and staff members and their families maintain their standards of living following retirement and to
help them withstand the financial effects of iliness and death and (2) to strengthen the University community by
attracting individuals of excellence to the University and by freeing those individuals from financial distractions
to ensure that they may devote their energies to improving the University and their respective professions.

Provisions included in the University's retirement policy are intended to comply with the 1986 Amendments to the
Age Discrimination in Employment Act (ADEA). The 1986 ADEA Amendments eliminate mandatory retirement
at any age except in certain situations for highly compensated executive employees.

Definitions

Regular Retirement Plan: A retirement option available to benefit- eligible faculty, administrators, and support
staff employees who are at least 60 years of age with ten years of consecutive service.

Early Retirement Plan: Original Plan for benefit-eligible faculty and administrators hired in eligible positions
prior to January 1, 1999: A retirement option for eligible employees with at least 15 or more consecutive years of
service. Plan not available to any employee hired on or after January 1, 1999.

Early Retirement Date: Any July 1or January 1following age 60 and no later than July 1following the
attainment of age 65 for full-time faculty and administrators with 15 or more consecutive years of service.

Final Year Option: During the final year of full-time employment immediately before the early retirement
effective date, a faculty member or administrator may request a leave of absence equivalent to one semester
(faculty) or one-half year (administrator) with full pay.

Early Retirement Benefit Period: The time period following the early retirement date during which the
University will continue contributions to the retirement plan. The early retirement benefit period may not start
earlier than July 1or January 1following the attainment of age 60 or later than July 1 following the attainment of
age 65. The University retirement plan contribution beyond retirement will end at the earlier of: the end of the
fiscal year in which the retiree reaches age 66 or five years.
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Rule of 85: Effective January 1, 1999, a retirement option available to benefit-eligible faculty, administrators,
and support staff employees who are at least 55 but less than 60 years of age in which years of service and age
at retirement equal 85 or more. The final ten years of service at the University must be consecutive.

Revised Retirement Plan (Effective January 1, 1999): A retirement option available to eligible faculty members
and administrators who are at least 60 years of age with 20 years of service, of which the last 10 years must be
consecutive.

Consecutive Service: The period of time during which the employee was either working, on an approved
sabbatical or on an approved leave of absence under University policy with written confirmation of such
approval. In the event of the employee’s termination of employment (on either a voluntary or involuntary basis)
the employee must, at that time of termination, begin to receive all benefits that employee is eligible to receive.

Regular Retirement Plan

Regular full-time faculty, administrators, and support staff employees who are at least 60 years of age with ten
years of consecutive service are eligible to retire under the Regular Retirement Plan. Regular Retirement must be
arranged at least two weeks before the regular retirement date.

Early Retirement—Original Plan

Regular full-time faculty members and administrators who have been employed by the University in an eligible
position prior to January 1, 1999, have 15 or more consecutive years of service and who are age 60 or older may
commence early retirement under the following conditions:

1. Early retirement must be arranged at least (12 months) one year before the requested early retirement
date.

2. The early retirement benefit period may not start earlier than July 1 or January 1 following the attainment
of age 60 or later than July 1following the attainment age 65 and will end at the earliest of: June 30 (the
end of the fiscal year) following the attainment of age 66 or five years.

3. During the final year of full-time employment, immediately before the early retirement effective date, the
faculty member or administrator may request a leave of absence equivalent to one semester (six months
for administrators) with full pay. As mutually arranged by the faculty member or administrator and the
University, the leave may be used either as a one semester or six months’ leave with pay or as one-half
assignment for the final academic or fiscal year with full pay.

Any accrued vacation accumulation will be paid with the final payroll check. Additional vacation time shall
not accrue during the early retirement leave of absence period.

4. The early retiree shall qualify for retirement service payment based on the final year's full-time salary. The
amount of the retirement service payment is one percent of the final year's full-time salary for each year
of full-time, benefits-eligible service to a maximum of 25 percent. Retirement service payment shall be
paid with the final payment for active service.

5. Early retirement may begin with any fiscal, academic or calendar year following attainment of age 60.
Reduced employment may be arranged, by mutual agreement of the faculty member or administrator and
the University administration, following the fiscal year in which the individual attains age 60 or in any
subsequent year before the normal retirement age. The reduced employment under this policy will
normally not exceed 50 percent. Once arranged, the percentage of time employed may be changed only
by mutual agreement. A person who elects to begin early retirement more than five years before the
normal retirement age agrees to accept full retirement no later than five years after beginning early
partial retirement. Reduced employment, however, will continue no longer than June 30 following the
attainment of age 66.

6. During the period of early retirement or reduced employment, the University will continue contributions to
the USI Defined Contribution Plan for Faculty and Administrators based on the faculty or administrator’s
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full-time equivalent base salary and the retirement plan contribution schedule. The University retirement
plan contribution beyond retirement will end at the earlier of: the end of the fiscal year in which the retiree
reaches age 66 or five years.

7. The Early Retirement Plan-Original Plan is not available to any employee hired on or after January 1, 1999,
nor fo any eligible employee who chose the revised retirement option during the special enroliment session
conducted during the 1998/99 academic year.

E. Ruleof85

Full-time faculty, administrators, and support staff members are eligible to retire from the University of
Southern Indiana at age 55, if the employee’s combined total of age and years of service at the University of
Southern Indiana equals 85 or more. The final ten years of service must be consecutive at the University of
Southern Indiana to be eligible for the Rule of 85. The employee must be less than 60 years of age at the time of
retirement.

Retirement must be arranged at least one year (12 months) before the requested retirement date.
Revised Retirement Plan

This plan was established on January 1, 1999, for all new eligible faculty and administrators hired on or after this
date. Full-time faculty and administrators employed prior to January 1, 1999, may elect to retire under the
Revised Retirement Plan.

Full-time faculty and administrators who are at least age 60 with 20 years of creditable service at the University
of Southern Indiana are eligible to retire under the Revised Retirement Plan. The final ten years of creditable
service must be consecutive at the University of Southern Indiana to be eligible for the Revised Retirement Plan.

Staff members who retire under the Revised Retirement Plan may commence retirement under the following
conditions:

j—

Retirement must be arranged at least one year (12 months) before the requested retirement date.

2. During the final year of full-time employment, immediately before the revised retirement effective date,
the faculty member or administrator may request a leave of absence equivalent to one semester (six
months for administrators) with full pay. As mutually arranged by the employee and the University, the
leave may be used either as a one semester (six months for administrators) leave with pay or as one-half
assignment for the final academic or fiscal year with full pay.

3. During the final year of full-time employment prior to the retirement effective date, the University will
continue contributions to the USI Defined Contribution Plan for Faculty and Administrators based on the
faculty or administrator’s full-time equivalent base salary and the retirement plan contribution schedule.
The University shall make no contributions to this plan beyond the date of retirement.

4.  Any accrued vacation accumulation will be paid with the final payment for active service. Additional
vacation time shall not accrue during the leave of absence period.

5. The retiree shall qualify for a retirement service payment based on the final year's full-time salary. The
amount of the retirement service payment is one percent of the final year's full-time salary for each year
of full-time, benefits-eligible service to a maximum of 25 percent. The retirement service payment shall be
paid with the final payment for active service.

6. Retirement may begin with any fiscal, academic or calendar year following attainment of age 60.

G. Benefits Following Retirement

57

The following benefits will be available to eligible employees who retire under any of the University's retirement
programs:

1. Life Insurance Eligibility
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Employees hired on or after July 1, 2014, are not eligible to continue life insurance coverage beyond
retirement. Conversion or portability may be available. Employees should contact the Human Resources
Department for information about this benefit.

Employees hired in a full-time, benefits-eligible position prior to July 1, 2014, are eligible for post-
retirement life insurance. This benefit is subject to age-based reduction. Please see your life insurance
certificate for details. Employees hired on or after February 1, 1988, or hired earlier but who did not remain
in the old life insurance plan by continuing to pay the associated premium receive a $5,000 life insurance
benefit. Employees hired prior to February 1, 1988, who elected to remain in the old life insurance plan and
pay the premium receive a $20,000 life insurance benefit or half of the face amount, whichever is lower.
Retiree life insurance premiums are paid by the University.

Health and Dental Insurance Eligibility
Employees hired July 1, 2014, and later are not entitled to continue medical and dental insurance benefits
beyond the retirement date except as provided for under COBRA regulations.

Employees hired before July 1, 2014, in a full-time, benefits-eligible position:

Employees whose age plus years of full-time, benefits-eligible service (as reflected by the Adjusted Service
Date) total less than 57 as of July 1, 2014, and who have fewer than 10 years of full-time, benefits-eligible
service (as reflected by the Adjusted Service Date) as of July 1, 2014, are not entitled to continue medical
and dental insurance benefits beyond the retirement date except as provided for under COBRA
regulations.

Employees hired before July 1, 2014, in a full-time, benefits-eligible position:

Employees whose age plus years of full-time, benefits-eligible service (as reflected by the Adjusted Service

Date) equal 57 as of July 1, 2014, or who have 10 years of full-time, benefits-eligible service (as reflected by

the Adjusted Service Date) as of July 1, 2014, are entitled to continue medical and dental insurance benefits

during the period of retirement by paying premiums based on the following premium contribution schedule:

Years of ServiceUniversityEmployee/Dependents

10-14 25% 75%
15-19 50% 50%
20+ 75% 25%

Retirees hired prior to 1993 were provided University medical/dental benefits at the 75% level regardless of
years of service. Adjusted Service Date is the date that represents the employee’s total years of full- time
benefits-eligible service.

Dependent eligibility and level of subsidy (25%, 50% or 75%) is based on the retiree eligibility as illustrated. Generally,
the dependents listed at the time of the employee’s retirement date are eligible to elect retiree coverage for as long
as they are the retiree’s dependent. Coverage must continue from the retirement date without a lapse in coverage.
Dependents at the time of a retirees death may remain in the plan at the same premium subsidy (25%, 50% or 75%). If
the eligible dependent is an active, benefits-eligible USI employee, the employee will continue with active coverage
until the employee is no longer an active, benefits-eligible employee. At that time the dependent’s coverage will
resume under the retiree’s coverage and align with the retiree’s earned benefit.

1.

Unused Sick Leave

Upon retirement, support staff members who are official retirees under a University plan will be paid one- half of
their unused sick leave up to a maximum of 60 days. Faculty and administrative staff are not eligible to receive
payment of their unused accumulated sick time.

2. Other Benefits

58
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Faculty and staff retirees are eligible to maintain their USI email address, and to receive a University
identification card for use in the library, a complimentary pass for all athletic events (except for men's basketball
games), intramural activities card for facilities use, fee waivers for University credit classes, and special rates for
University theatre productions. Retirees also are invited to University events classes, reduced rate for non-credit
University and receive University publications and mailings throughout the year. By mutual agreement, office
space, secretarial assistance, research grant application assistance, use of selected Information Technology
Department services, and continued information of departmental activities may be provided.

Terminations for Reasons Other Than Retirement

Any individual whose appointment has been discontinued or terminated for reasons other than retirement, and

who has a vested financial interest in the retirement plans, shall be entitled to the financial benefits, if any, of the
respective retirement plan in which he or she has participated. Such individuals may qualify for the continuation
of health insurance under COBRA (See Section C2 Health Insurance Programs).

Information about the retirement plans and insurance benefits for retirees is available in the Human Resources
Department.

C.7 Retirement Plans

Date
8/20

A. USI Defined Contribution Retirement Plan for Faculty and Administrative Staff through TIAA
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Eligible employees may participate in the USI Defined Contribution Plan for Faculty and Administrators (“DC
Plan for Fac/Admin”) upon the completion of one year of employment. The plan was first effective July, 1996,
and was renamed July, 2014. The DC Plan for Fac/Admin is eligible for tax-deferred employer contributions
under Section 403(b) of the IRS code. Effective November 2003, participation in this plan may begin upon
employment if the employee was a participant in TIAA or in a university-sponsored retirement plan for at least
one year with contributions directed to a company other than TIAA (e.g., State Teachers Retirement Fund,
Public Employees Retirement Fund, VALIC or Fidelity). The University will credit eligible employees for prior
participation in a University- sponsored retirement plan of less than one year. Credit for prior participation and
immediate eligibility to participate based upon prior participation are both contingent on the receipt of
acceptable proof of such participation by the Executive Director of Human Resources or the Benefits Manager
within 60 calendar days of the first day of employment. University contributions to the DC Plan for Fac/Admin
are based upon the appointment salary for the academic/fiscal year. If earnings are less than the appointment
salary, contributions to the DC Plan for Fac/Admin are based on actual earnings.

Faculty members on temporary appointments or part-time faculty are not eligible to participate in the DC Plan
for Fac/Admin. Effective November 2003, if a faculty member receives a regular, full-time appointment, the
time served under the one-year temporary appointment may be counted toward the one-year waiting period.
Visiting professors, who are not eligible to receive qualified plan contributions from their current employer
during the visiting assignment, may participate in the DC Plan for Fac/Admin, subject to plan eligibility.

Information about the USI Defined Contribution Plan for Faculty and Administrators is available in the Human
Resources Department.

Indiana Public Retirement System (INPRS) for Support Staff

Certain support staff members who work at least 975 hours per fiscal year are eligible at the time of
employment to participate in the Indiana Public Retirement System, subject to the following conditions:

o Employee must be hired in a INPRS-eligible position on or before June 30, 2014; or
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o Employee must be re-hired in a INPRS-eligible position on or after July 1, 2014, and have also beenin a
INPRS-eligible position during a previous period of employment at USI.

The Indiana Public Retirement System, formerly known as Public Employee's Retirement Fund, organized in 1945
at the direction of the Indiana State Legislature, is available to employees of the State of Indiana and its
municipalities. The University contributes a percentage of the eligible employee's gross earnings to the annuity
portion of the plan (“annuity savings account”) and to the pension portion of the plan (“pension”). Participation
in the fund is at no cost to the employee. Contributions to the annuity savings account are forwarded to the
Public Employees' Retirement Fund of Indiana and are deposited into an account in the employee's name.
Interest and earnings are credited to the account each year and statements of the balance are provided by
INPRS.

Effective July 1, 2003, support staff members may contribute to the annuity savings account on an optional
basis. Contributions of one to ten percent of compensation may be made to the annuity savings account on a
post-tax basis.

University contributions go to the pension portion of INPRS and fund pension, disability and death benefits.
INPRS provides retirement annuity and pension benefits at age 65 with ten or more years of creditable service
and at age 60 with 15 or more years of service. For earlier, reduced benefit information, please contact INPRS.
Disability income benefits and death benefits are also provided. INPRS benefit information is available online at
the INPRS website www.in.gov/inprs/.

Support staff who accept appointments as administrators may no longer participate in the INPRS plan.
However, a member who has at least five years of credited service shall continue to receive credit for the
determination of eligibility for benefits only, for up to five additional years of service with the University, subject
to all the provisions of the INPRS plan. The additional service credit and the salary earned in the administrator
position shall not be included in the computation of benefits from the INPRS plan.

Employees who terminate employment with the University and are ineligible for retirement or disability benefits
under INPRS may be entitled to receive a refund of the amount in the employee's Annuity Savings Account plus
accumulated interest and/or earnings.

Information about the Public Employee's Retirement Plan is available on-line at www.in.gov/inprs/.
USI Defined Contribution Plan for Support Staff through TIAA

Support Staff in regular assignments with a 50 percent or greater schedule hired on or after July 1, 2014, with no
prior INPRS-eligible employment with the University of Southern Indiana, may participate after one year of
service in the USI Defined Contribution Plan for Support Staff (“DC Plan for Support Staff”). The DC Plan for
Support Staff is eligible for tax-deferred employer contributions under Section 403(b) of the IRS code.
Participation in the DC Plan for Support Staff may begin upon employment if the employee was a participant in
TIAA or in a university-sponsored retirement plan for at least one year with contributions directed to a company
other than TIAA (e.g., State Teachers Retirement Fund, Public Employees Retirement Fund, VALIC or Fidelity).
The University will credit eligible employees for prior participation in a University-sponsored retirement plan of
less than one year. Credit for prior participation and immediate eligibility to participate based upon prior
participation are both contingent on the receipt of acceptable proof of such participation by the Executive
Director of Human Resources or the Benefits Manager within 60 calendar days of the first day of employment.
University contributions to the DC Plan for Support Staff are based upon the employee’s actual earnings.

Information about the USI Defined Contribution Plan for Support Staff is available in the Human Resources
Department.

Social Security
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All employees of the University participate in the Social Security program with the exception of students who
qualify to participate in the student worker program and some foreign nationals. The contribution rate accords
with federal law. Additional information may be secured through any local Social Security Office or by visiting
the Social Security Website at www.ssa.gov/.

E. USI Supplemental Retirement Plan (SRP) through TIAA

Eligible employees may participate in the Supplemental Retirement Plan (formerly the tax-deferred retirement
annuity). Section 403(b) and Section 402(g) of the Internal Revenue Code contain guidelines which govern such
tax-deferred contributions. There is no waiting period before eligibility. Beginning January 1, 2020, the
University is offering a post-tax 403 (b) Roth option. The University does not contribute to this supplemental
program.

Individuals requesting tax-deferred salary reductions must complete a Salary Reduction Agreement Form
available in the Human Resources Department. Deductions will then be forwarded to TIAA. Prior to January 1,
2009, the University honored an individual's contract with a company other than TIAA if the contract was active
and had been in effect for at least 90 days prior to employment with the University; however, no contributions
are allowed to vendors other than TIAA beyond December 31, 2008.

C.8 Worker's Compensation
clot

A. Coverage

Employees of the University, including student workers, are covered by worker's compensation for injuries
incurred while engaged in regularly assigned duties. Claims are processed in accordance with the State of
Indiana Worker's Compensation Statutes. Benefits received for injuries depend on the nature of the injury, the
duration and extent of disability, and the cost of medical and surgical expenses. Consecutive leaves due to a
work related injury or illness will run concurrently with Family Medical Leave.

All accidents must be reported to the immediate supervisor of the injured employee within 24 hours. An Injury/
lliness Report form should be completed by Public Safety, and/or the supervisor and forwarded to the Human
Resources Department.

The Injury/lliness Report can be found at https://www.usi.edu/media/vt4jkvsy/accident-injury-investigation-
form.pdf and is available in the Human Resources Department.

B. Medical Care for Injuries

The USI Deaconess Clinic, located in the Fitness Center, Room 363, is the primary Worker's Compensation
medical facility for the University. If more than first aid is required, the employee should be sent to the USI
Deaconess Clinic. If an employee needs treatment during the hours in which the University Health Center is
closed, the employee should be referred to Deaconess Comp Center located at 329 W. Columbia Street.
However, if the injury or iliness is such that hospital treatment is needed immediately, or during hours in which
the USI Deaconess Clinic and Deaconess Comp Center are closed, the employee should be sent to Deaconess
Hospital, 600 Mary Street. (If an employee receives treatment from any place other than the authorized
facilities, the University of Southern Indiana may not be responsible for the charges.) All statements covering
physician and/or medical expenses resulting from the injury should be forwarded to the Human Resources
Department.

C. Compensation
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After the worker's compensation claim has been reviewed by the insurance carrier, payment of the medical bills
and temporary total disability compensation may be granted. The Human Resources Department or insurance
carrier will advise the employee of the status of the case by letter, showing the amount of compensation payable
under the law. The employee may choose to receive full pay during the seven calendar day waiting period by
using accrued sick leave, vacation, or compensatory time. After the initial seven days, worker’s compensation
pay, which is equivalent to two-thirds of full pay, will begin. The department supervisor is required to advise the
Human Resources Department when an injured employee under worker's compensation returns to work, the
number of lost work days, and any restricted work activity. Prior to returning to work, a signed physician’s
release form should be submitted to the Human Resources Department. Human Resources will advise the
department when an injured employee under worker's compensation is cleared to return to work and will work
with the department on any work related restrictions prior to the employees return to work.

For more information bout worker's compensation please visit https://www.usi.edu/benefits/workers-
compensation-insurance.

C.9 Employee Assistance Program (EAP)

Date

6/24

The University provides an employee assistance program which provides mental health support, assessment, short-
term counseling, referral, self care, and follow-up services for eligible employees. The cost of the EAP is paid by the
University.

Additional information about the Employee Assistance Program is available in the Human Resources Department and
on the University website at hitps://www.usi.edu/hr/benefits/employee-assistance.

C.10 Banking Options

Date
6/24

A. Credit Union
Credit Union membership is available through Liberty Federal Credit Union, a cooperative organization owned
and operated by its members. Membership is open to all University employees and members of their families.
Once an individual is a member of the Credit Union, he can maintain membership for life.
The Credit Union offers a variety of savings plans and low-cost loans to its members. Further information is
available in the Human Resources Department or by calling the Credit Union at (812) 477-9271 or (800)
800-9271 or visiting its website at hitps://libertyfcu.org/

B. Other Banking Options
Several local banks offer employee benefit banking packages that provide employees with premium banking

services. The banking package allows the employee to receive special rates and discounts that are not available
to the general public.
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C.11 Fee Waivers and Course Enrollments

Date
1/25

A. Fee Waiver Policy for Credit Courses

The following are applicable to all eligible groups:

o

o

The fee waiver is not applicable for courses in which a student enrolls as an “auditor”.
The fee program includes a percentage waiver for the following lab and miscellaneous fees:

a. AllMandatory Fees

b. All Program Fees

c. AllLab Fees

d. Transportation and Parking Fees
e. Student Activity Fees

f.

Counseling Service Fees

g. Online Learning Fees
If fee is not listed above, then it is not eligible for the fee waiver.
Consistent with the policies of Indiana’s Division of Student Financial Aid, the University’s commitment is
limited to tuition and applicable fees remaining after all other sources of assistance are applied.
Classes dropped after the 100% refund period count toward the semester and academic year credit hour
limits. Refunds for classes dropped or complete withdrawals will be calculated according to established
refund policies. If an employee terminates employment during a semester or session in which a fee waiver
has been granted, the amount of the fee waiver will be adjusted according to the University's refund
schedule.
Section 117 of the Internal Revenue Code authorizes educational institutions to provide qualified tuition
reductions for it's employees, eligible retirees, and certain associated individuals (spouses and dependent
children). Section 117 allows fee waivers for undergraduate level courses taken by eligible employees and
retirees (along with spouses and dependent children) to be excluded from taxable income.
Section 117 allows fee waivers for graduate level courses taken for credit toward an undergraduate degree
to qualify for the exclusion.
Section 117 allows fee waivers for graduate level courses taken by an eligible employee who is a teaching or
research assistant to be excluded from taxable income.
Section 127 of the Internal Revenue Code authorizes employers to provide educational assistance programs
for employees and retirees. Section 127 allows an eligible employee or retiree to receive fee waivers of up
to $5,250 per calendar year for graduate level courses not taken for credit toward an undergraduate
degree to be excluded from taxable income. Fee waivers above the $5,250 limit are treated as taxable
income.
Section 127 educational assistance is an employee/retiree benefit; therefore, fee waivers for graduate level
courses taken by a spouse or dependent child of an eligible employee or retiree are treated as taxable
income to the associated employee or retiree, unless the graduate level course is taken for credit toward an
undergraduate degree.
The above tax treatment is only applicable to courses taken at University of Southern Indiana.
In accepting a fee waiver, the employee/student grants to the executive director of Human Resources and
his/her designee access to the employee/student course records for the purpose of ensuring appropriate
use of this benefit.
The academic year is defined as fall semester through the final summer session.

Faculty and Staff Members

Eligible employees, employed by the first day of class and enrolled in courses at the University of Southern
Indiana may receive:
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o A waiver of full fees (as listed in a-g above) for undergraduate and graduate courses.

o The fee waiver applies to not more than 15 credit hours per academic year with a maximum of six credit
hours per fall semester, six credit hours per spring semester and six credit hours per summer term, up to a
maximum of 12 summer credit hours.

o Enrollment in credit courses for any employee must not conflict with assigned duties. Guidelines for class
attendance during the workday are contained in Section D.11. Faculty should also refer to “Faculty
Enrollment in Courses” in Section Ill of the Faculty Handbook.

o Eligibility is extended to those employees considered as official retirees (including disabled retirees) of the
University and continues during the period of retirement. Retirees are eligible for Fee Waivers and receive
comparable benefits to active employees.

o In certain limited situations, part-time regular (non-temporary) employees may be eligible for fee waivers
for individual job-related courses or for all courses that lead to a USI undergraduate degree, if such courses
or degree are required by external regulatory bodies. Such special circumstances require approval of the
applicable dean and provost or vice president, in coordination with the executive director, Human
Resources.

Spouses of Faculty and Staff
Spouses of eligible employees may receive:

o A waiver of 75 percent of student fees (as listed in a-g above) for undergraduate and graduate courses.

o Eligibility is extended to the spouse of those employees considered as official retirees (including disabled
retirees) of the University and continues during the period of retirement.

o Eligibility also is extended to a spouse of a deceased employee if the spouse was enrolled at the time of the
employee’s death.

o Benefits for widows or widowers terminate at the end of the semester following the date or remarriage.

o The fee waiver will continue until the first degree is awarded but not to exceed 132 credit hours attempted.

Dependent Children of Faculty and Staff

A dependent child is defined as a child, stepchild, or a child whose legal guardian is a benefit-eligible employee
and on the first day of the academic terms for which the fee waiver is requested:

° is 23 years of age or under, and
o isunmarried, and
o meets the IRS Support test as a dependent of the employee or spouse.

Proof of guardianship may be required. Proof of dependency is required.
Dependent children of eligible employees may receive:

o A waiver of 75 percent of student fees (as listed in a-g above) for undergraduate and graduate courses.
Dependent children will receive a maximum of 75 percent of applicable tuition and fees even if more than
one parent is a benefit-eligible employee at the University.

o Eligibility is extended to dependent children of those employees considered as official retirees (including
disabled retirees) of the University and continues during the period of retirement.

o Eligibility also is extended to children of a deceased employee if the dependent children were enrolled at
the time of the employee’s death.

o Benefits under this policy are extended to surviving dependent children of an active employee

* whose death occurs while an active employee and
= who at the time of death, has achieved ten (10) years or more of full-time employment and
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= if the dependent child has begun grade 9 or higher and enrolls at USI following high school
graduation or transfers if attending if attending another college after death of active employee.
o The fee waiver will continue until the first degree is awarded but not to exceed 132 credit hours attempted.

B. Charges for Noncredit Courses

Effective July 1, 1996, full-time employees are charged no or reduced fees for fitness/wellness and other
noncredit continuing education courses which include most leisure activity courses (e.g., foreign language,
crafts, etc.). Effective January 1, 2014, official retirees (including disabled retirees) of the University may also
participate in this benefit. Existing policies related to break-even points, space availability and employee/retiree
responsibility (or employee's department for certain eligible job-related courses) for certain direct expenses of
the course (supplies, food, etc.) will continue to apply. When noncredit courses are offered through third-party
providers, the university will ordinarily forego only its portion of the fee. Travel/study programs and most other
courses conducted off campus do not qualify for a reduced fee, regardless of type of course.

An application form for noncredit fee reduction may be obtained at www.usi.edu/hr/benefits/tuition-fee-
waiver. The application is subject to approval by the appropriate personnel.

C.12 Unemployment Insurance

Date

1/95

In compliance with the Indiana Employment Security Act (IESA), the University assumes the liability for payments for
unemployment insurance. Unemployment insurance benefits to eligible employees (as defined by the IESA) may be
made if state eligibility requirements are met. A claim must be filed with the local office of the State Department of
Employment and Training Services.

Time Off

D.1 Attendance/Punctuality

Date

76

Punctuality and regular attendance on the job are essential in accomplishing the mission and objectives of the
University. Failure to be on the job not only disturbs the smooth functioning of the employee's own job, but also has a
detrimental effect on other University operations and employees. Therefore, all employees are expected to be at
work and on time every day they are scheduled to work.

In case of an unavoidable tardiness or absence, staff members should advise their immediate supervisor of the
reason for and expected length of the absence. Failure to report absences to supervisors within a reasonable amount
of time may be grounds for disciplinary action. An employee who is absent from work for three consecutive work days
without notifying the supervisor or dean/department head is considered to have abandoned his position and will be
terminated.

The consequences of excessive, unsatisfactory attendance or improper notification are covered under the
Disciplinary Policy (See Section B.19, Disciplinary Actions).

Any absence must be reported on the employee's time sheet (See Section E.3, Payroll: Time Reporting, for time
reporting information).
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D.2 Work Schedule

Date

1/95

The workweek at the University of Southern Indiana begins at 12:01 a.m. on Saturday morning and ends the following
Friday at 12 midnight. Generally, administrative offices hours are 8:00 a.m. to 4:30 p.m.; however, offices may have
extended hours as deemed appropriate.

D.3 Rest Periods (Breaks)

Date

716

Department heads and supervisors are authorized to permit reasonable rest periods during the workday. A
reasonable rest period should not exceed a 15-minute break during each half day of work.

Rest periods should be taken at a time and in a manner which does not interfere with the efficiency of a work unit.
Where more than one employee is assigned to a work area, breaks should be arranged so work areas are not left
unattended. The rest period is intended to be followed and preceded by a work period. It cannot be used to cover late
arrivals or early departures from work. Rest periods do not accumulate if not taken.

D.4 Holidays

Date
6/24
The University observes the following holidays:

New Year's Day Juneteenth
Good Friday Labor Day
Memorial Day  Thanksgiving Day and the day preceding and following

Fourth of July  Christmas plus two working days

When holidays fall on weekends, the University may designate another day as the holiday.

Eligible employees may receive holiday pay regardless of the length of time they have been employed. When
University offices are closed on holidays, eligible employees working in such offices will receive pay for normally
scheduled working hours; this pay will not be charged against the annual vacation allowance for the employee.
Employees working in areas/departments where continuous service is essential (i.e. certain physical plant and security
employees) may be required to work on a designated holiday. Employees who are required to work on a University

recognized holiday will receive an alternate day off to use within the same week or be paid for the holiday in lieu of a
day off, at the University’s discretion.

Holidays will be counted as time worked for purposes of overtime pay calculation.
To be paid for these holidays, an employee must be in "pay status.” In "pay status" is defined as:

a. having worked the approved scheduled work days before and after the holiday, or
b. being on an approved absence with pay.

If the employee terminates employment with the University, they will not be paid for a holiday occurring after the last
day worked.

The president may authorize additional days off during the Christmas holiday period as winter recess days.
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D.5 Vacation Policy

Date

8/17

Administrative Personnel: Chief administrative personnel (president, vice presidents, deans, and directors, including
senior staff designated by the president of the University) and fiscal faculty will accrue vacation at the rate of 20
working days per fiscal year. Other administrative staff will accrue vacation at the rate of 15 working days per fiscal
year. Upon the completion of five years of service, other administrative staff will accrue vacation at the rate of 20
days per fiscal year.

Academic year appointments are not eligible for vacation.

Professional Library Personnel: Professional library personnel will accrue vacation at the rate of 20 working days
per fiscal year.

Support Personnel: Full-time support employees accrue vacation based on the following schedule:

Vacation Earned DuringHours Per Pay Period

0-3 years 2.88
4-6 years 3.46
7-10 years 4.32
11 years or more 5.77

Vacation Policy Guidelines

a. Vacation allowance will be computed on the basis of hours per pay period in regular pay status and years of
service.

b. Regular pay status time shall include scheduled regular work hours, paid sick leave, paid vacation, paid holidays,
paid winter recess, and other approved paid absences. Overtime and special payments shall be excluded.

c. Vacation time will be available for use upon accrual. Vacation periods must be arranged in advance with the
appropriate supervisor.

d. The maximum accrual at any time shall be twice the annual allowance. Vacation time will not carry over beyond
the two-year maximum accumulation. After the maximum vacation allowance has been reached, no further
vacation accumulation will occur until vacation time is used.

e. At the time of separation from employment, unused vacation will be paid but may not exceed the allowable
maximum accrual. The last day worked shall be the last day for which vacation leave is accrued. Holidays, when
occurring during terminal leave, shall be excluded in computing the terminal vacation allowance. An employee
terminating during the probationary period will be paid all accrued vacation.

f. Vacation or other accrued time cannot be used in lieu of notice of resignation. An exiting employee must be
physically present at their assigned duty on the final day of employment, unless approved in writing by the
Executive Director of Human Resources, or designee.

g. Noemployee may receive extra pay in lieu of accrued vacation.

h. Vacation allowance will be paid at the salary or wage rate the employee is receiving at the time vacation is
taken. Pay will not be advanced for the vacation period.

i. Faculty members with fiscal year appointments are subject to the same working day calendar as regular
administrative staff appointments. Therefore, the vacation allowance will be applied during periods when
classes are not in session. Vacation time may not be taken during the teaching days of the academic year or
summer sessions, unless prior approval is received from the provost.

j- Vacation allowance will not be granted to temporary employees. Such employees appointed to a regular, full-
time position would receive vacation allowance only for time served in the regular, full-time position.
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D.6 Sick Time Policy

Date
1/25

A. Faculty and Exempt Administrative Staff Members

1.

5.

Sick Time. Sick time with pay shall be granted to eligible members of the academic and exempt
administrative staff on the basis of 12 working days per fiscal year. Sick leave is accrued on a monthly basis.
Regular employees who are normally scheduled to work fewer than 37.5 hours per week will accrue sick
time on a pro-rated basis. Members of the faculty and administrators on academic year nine- or ten-
month assignments are eligible for sick time with pay only during the appointment period.

It is the responsibility of employees to report all absences due to illness on the Monthly Payroll Absence
Report. Each pay period the available sick time accumulation is shown in the Leave Balances section of the
Employee Self Service under MyUSI. Sick time is not infended as earned time off with pay and will not be
granted except for bona fide illness. The University may require appropriate medical evidence at
reasonable intervals as confirmation of illness or appointment.

Sick time may be used in accordance with the foregoing policy for illness, appointments with medical
providers, or medically determined inability to work.

Medical Leaves of Absence. Employees who are absent from work due to illness or disability for more than
five consecutive working days will be placed on a Medical Leave of Absence. The employee must submit a
medical release from a physician to the Human Resources Department prior to returning to work. However,
the University reserves the right to request a physical release to return to work for absences of less than (5)
five days. Additionally, for absences qualifying for coverage under the Family Medical Leave Act (FMLA), a
leave of absence form will be requested prior to the leave. Refer to FMLA, Section D.7, Leaves of Absence
Policy, for additional information.

The University grants medical leaves of absence in increments of up to 30 calendar days, generally not to
exceed a total of 90 calendar days. Please refer to Leaves of Absence Policy (D.7), for information
regarding absences qualifying for coverage.

Sick time with pay may be used during any applicable Short-Term and Long-Term Disability income
benefits waiting period. However, only a limited portion of sick time with pay, as required by the insurer,
may be used during the period of Short-Term Disability payments (if any). Sick time with pay ends at
commencement of Long-Term Disability benefit payments (if any).

Sick Time Use for Family lliness. Effective July 1, 2019, a maximum of 20 days of an employee's
accumulated sick time may be taken each fiscal year for illness of a covered family member. For the
purpose of this Sick Time Policy, covered family members include spouse or domestic partner, children,
parents, siblings, relatives who live with the employee, and relative (in- laws) of the same degree of the
spouse/domestic partner who are dependent on the employee for emergency care. As of September 1,
2013, covered family members also include grandchildren and grandparents. The preceding relationships
include step, adoptive and foster relationships. Such sick time will be designated by the employee as "family
sick" on the time report.

Medical and Dental Appointments. Medical and dental appointments for an employee or immediate
family member should be scheduled outside normal working hours. If this is impractical or impossible,
appointments scheduled during regular working hours with prior approval of the department head will be
charged to available sick time.

Unused Accumulated Sick Time: Faculty and exempt administrative staff are not eligible to receive
payment of their unused, accumulated sick time at termination, retirement or death.

B. Non-Exempt Administrative and Support Staff Members

68

| Last Updated 07/01/2025



1. Sick Time. Sick time with pay shall be granted to eligible support employees on the basis of 12 working days
per fiscal year. Regular employees who are normally scheduled to work fewer than 37.5 hours per week will
accrue sick time on a pro-rated basis. S