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DIRECTIONS 
 

Locating a topic: Use your left mouse key and click on the topic.  If the 
topic you want does not appear on the screen, use the scroll bar to the 
right of the topics to see the rest. 
 
Enlarging or shrinking the page: There are several ways to enlarge the 
page for better readability.   Here are just two of them.... 
 
 Method 1: Control Plus and Minus (Ctrl + and Ctrl -) 

This method works on some but not all PCs.  Press down the control 
key (Ctrl). HOLD it down and press the plus sign key (+) several times 
until you have the desired size.   Do the same thing with control and 
the minus sign key (-) to shrink a page.   If part of the page is now out 
of view, use the scroll bar at the bottom of the page to view it. 
  

 Method 2: Percentage box 
Locate the percentage box at the top or bottom of your screen 
(depending on what version of this Adobe software you have).  Click 
either on the arrow next to the box and select a percentage, or click on 
the percentage box itself and type in a percentage. 

 
Moving through a page: Use your mouse and the scroll bar on the right 
side of the screen to move through a page, or use the down arrow key. 
 
Moving from page to page: Click the forward/backward arrows, which 
surround the page numbers located at the bottom of the screen, or use the 
down arrow key. 
 
Printing: Click "File" and then "Print" located at the upper left section of 
the screen.  When the print box comes up, click what you wish to print: the 
current page or a range of pages (e.g., 8-10) 
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PREFACE  
 
     This Handbook has been prepared to acquaint administrative employees 

with the basic policies and practices of the College.  While this Handbook is 

not intended to cover all circumstances or all topics relating to employment 

at Western New England College, it is important that the entire booklet is 

read and all regulations understood.  Revisions will be made from time to 

time as policies and/or procedures are updated. 

 Western New England College adheres to the principle of 

employment-at-will, which allows the College or the employee to 

terminate the employment relationship at any time.  However, fairness 

and good faith dictate that the unique circumstances of each case will be 

considered when the College makes any decisions regarding termination of 

employment  

 Western New England College reserves the right to modify, revoke, 

suspend, terminate, or change any or all such plans, policies or procedures 

contained in -this Handbook, in whole or in part, at any time, with or without 

notice.  While the College expects that its employees will comply with 

the regulations and procedures which follow, the language used in this 

Handbook is not intended to create, nor is it to be construed to 

constitute a contract of employment between Western New England 

College and any one or all of its employees. 

 

 
 

 

 



ABOUT WESTERN NEW ENGLAND COLLEGE 
 

THE COLLEGE 
 

Western New England College is a private, comprehensive, 

coeducational institution located on a 215-acre campus in a suburban 

neighborhood four miles from downtown Springfield. Originally founded in 

1919 as the Springfield Division of Northeastern University, it became 

established with its own charter and identity as Western New England 

College in 1951. Building of the new and current campus began in 1958. 

 

PROGRAMS, SCHOOLS, FACULTY, AND STUDENTS 
 
 Western New England College offers a wide range of undergraduate 

degree programs as well as graduate programs in Business, Engineering, 

and Law. There are 144 full-time faculty members in the College’s four 

schools: the Schools of Arts and Sciences, Business, Engineering, and 

Law. The College also offers undergraduate and graduate degree 

programs at 18 sites across the Commonwealth of Massachusetts.  

The College enrolls approximately 4,600 students: 2,100 full-time 

undergraduates, 500 in full and part-time programs in the School of Law, 

and approximately 2,000 in part-time undergraduate and graduate degree 

programs offered on campus and at the College’s off-campus locations. 

The College attracts students from 26 states, the District of Columbia, 

 

 
 

 

 



Puerto Rico, and 12 foreign countries. There are approximately 31,000 

alumni of the College. 

MISSION STATEMENT 
 
Purpose 

Western New England College facilitates student learning. The College 

prepares students to bring multiple perspectives of understanding to help 

them achieve balance and flexibility as proactive solution seekers in the 

rapidly changing global environment in which they work and live. 

 
Position 

Western New England College is committed to being a leader 

regionally and recognized nationally in providing integrated professional 

and liberal learning. The College is characterized by a synergy that results 

internally from the collaboration of its programs in Arts and Sciences, 

Business, Engineering, and Law and externally from the important 

strategic partnerships and alliances forged with the local and regional 

business, educational, and civic communities. 

The College provides excellence in teaching for all students–full-time, 

part-time, undergraduate, graduate, and law–in an environment that 

proactively supports achievement and success in academics for all 

students and where all activities, curricular and co-curricular, are viewed 

as educationally purposeful. All students are regarded as a resource in 

 

 
 

 

 



excellence whose special talents and attributes will be challenged by their 

educational program to assure success in their professional and personal 

development and lives. 

 
Defining Characteristics 

Integrated Liberal and Professional Learning  

This is the hallmark of an education at Western New England College. 

Every program at the College, whether in the liberal arts or professional 

studies, has two primary objectives: the combination of broad knowledge 

and critical thinking with professionally focused depth, and the ability to 

apply theory to real-world issues. The College seeks innovative ways to 

achieve this integration for students in all major programs. 

 

Emphasis on Learning Beyond the Classroom  

Opportunities for reinforcing, testing, and applying the lessons of the 

classroom, as well as for developing the whole person, abound outside 

the classroom and course setting. The campus and the external 

community are learning laboratories for students.  

 

Collaboration and Synergy Among the Schools of the College   

The conscious and sustained collaboration among and within the 

distinctive Schools results in a synergistic educational environment in 

which innovative programs and learning options for all students are 
 

 
 

 

 



assured and in which teaching and learning are undertaken at the 

intersections of disciplines, professional or liberal.  

Strategic Partnerships and Alliances  

Our alumni, area businesses, other educational institutions, 

government, and the civic community are important allies as the College 

pursues its mission. Through these partnerships, these groups and 

individuals mutually benefit from supporting and participating in the 

advancement of the College’s goals while, at the same time, expanding 

the learning opportunities and resources of the College.  

 

Commitments 

Teaching Excellence  

The College places primary emphasis on the work of the classroom 

while encouraging faculty scholarship, which enhances teaching. The 

College believes that the integration of multiple perspectives on major 

issues, a concern for ethical values, and an awareness of the global 

interactions of our times—important features of the College’s programs—

all have their classroom origin in the blend of scholarship and teaching 

characteristic of the faculty. 

 

An Atmosphere of Personal Concern  

Through its emphasis on ethical behavior, concern for every member 

 

 
 

 

 



of the community, and individual empowerment, all members of the 

College community—students, staff, and faculty—are viewed as valued 

partners in the educational mission. 

 

A Community that Values Diversity  

The College values diversity in students, staff, and faculty as an 

essential dimension of the learning environment. 

 

Innovative Programs and Learning Formats  

The College encourages the design of new programs and methods in 

all of its offerings to ensure responsiveness both to the constantly 

changing demands of the business and professional world and to the 

learning needs of all the College’s students. 

 

A Responsive Technological Environment  

The College devotes significant resources to providing technology that 

supports the learning and performance needs of all members of the 

College community.  

 

 
 

 

 



HISTORY OF THE COLLEGE 
 

 In 1919 the education committee of the Springfield Central YMCA, 

after experimentation with informal classes, decided to offer college-level 

courses for credit. As a result, the Springfield Division of Northeastern 

College, known as Springfield-Northeastern, was established. Classes, 

held in the evening in the YMCA building on Chestnut Street for students 

studying part-time, were offered in law, business, and accounting. The first 

thirteen graduates emerged in 1922 with the degree Bachelor of 

Commercial Science. In 1923, the first seven law graduates were 

recognized. 

The parent institution, now Northeastern University, decided to cease 

operations in Springfield. In 1951, an autonomous charter was obtained to 

grant and confer the degrees of Bachelor of Business Administration and 

Bachelor of Laws. The Springfield Division of Northeastern University 

became Western New England College. Dr. John D. Churchill, who had 

served as director of the Springfield Division from 1919 to 1951, became 

the College’s first president, serving until 1954. The demand for education, 

following the Second World War compelled the College’s officials to add 

academic programs at a new, larger site. 

On April 26, 1956, early in the presidency of Dr. Beaumont A. Herman, 

the actual purchase of land for the current Wilbraham Road campus was 

 

 
 

 

 



completed. In that same year the first day program was started; it was in 

engineering, with 53 students enrolled. The first building, originally known 

as East Building, and later renamed Emerson Hall in recognition of the 

College’s first trustee chairman, Robert R. Emerson, opened in 1959. The 

College’s charter was expanded in that same year to permit the College to 

grant the bachelor’s degree in any field of business administration, 

science, engineering, education, and law, and certain master’s degrees.  

The School of Arts and Sciences was established in 1967, and in 

1968, permission was granted to award all degrees as usually conferred in 

the Commonwealth of Massachusetts except for the doctorate. In 1970 

the Western New England College School of Law began awarding the 

Juris Doctor degree. The College received accreditation as a general-

purpose institution in 1972. 

The College flourished on its new campus. The decades of the Sixties, 

Seventies, and Eighties saw the College’s academic programs expanding, 

its student body growing, and the addition of a number of buildings 

including the D’Amour Library, the S. Prestley Blake Law Center, and St. 

Germain Campus Center.  

 
In 1993, the Alumni Healthful Living Center, a modern athletic and 

fitness center, was dedicated. In 1999, the LaRiviere Center, a residential 

living and learning center featuring suite-style living with a computer lab 

and meeting rooms, opened, followed by the Evergreen residence in 2001 
 

 
 

 

 



and the Welcome Center in 2002. The campus was originally 34 acres 

and has grown to 215 acres of contiguous property located four miles east 

of downtown Springfield. 

 

 
 

 

 



POLICY STATEMENTS 
 

EQUAL EMPLOYMENT OPPORTUNITY 
 
 Western New England College does not discriminate on the basis of 

race, religion, color, national origin, age, sex, disability, sexual orientation, or 

veteran’s status in admission to, access to, treatment in, or employment in 

the College's programs and activities.  The following person has been 

designated to handle inquiries regarding employment related 

nondiscrimination policies: 

 Director of Career and Human Resources 
 Western New England College 
 1215 Wilbraham Road, Springfield, MA 01119 
 (413) 782-3111 
 
 Inquiries concerning the application of nondiscrimination policies may 

also be referred to the Regional Director, Office for Civil Rights, U.S. 

Department of Education, J.W. McCormack P.O.C.H., Room 222, Boston, 

MA 02109-4557 and/or the Massachusetts Commission Against 

Discrimination (MCAD) 145 State Street, Springfield, MA 01103. 

DISCRIMINATION/SEXUAL HARASSMENT 
 

A. Introduction 

 

Every member of the Western New England College community has the 

 

 
 

 

 



right to live, learn, and work in a harassment free environment. 

Discrimination/harassment in any form undermines this concept and will not 

be tolerated. Harassment can be defined as any behavior that creates an 

intimidating, hostile or offensive environment for any individual or group. 

Harassment is discriminatory when it is based on gender, race, religion, 

ethnic origin, physical attributes, age, or sexual orientation. It is important to 

understand that the feelings of the recipient rather than the intentions of the 

initiator determine harassment. The subsequent procedures governing 

sexual harassment will apply to any and all violations of state or federal 

discrimination law. 

  

The Mission Statement and Strategic Plan of Western New England 

College call for, among other things, a renewed commitment to creating and 

maintaining “an atmosphere of personal concern.” 

 

Discrimination/sexual harassment has no place in that atmosphere, or in 

any part of our College community. “Community” at Western New England 

College involves an environment, both within and beyond the classroom, 

where all members participate fully in an atmosphere free from prejudice, 

harassment, exploitation, or intimidation. When discrimination/sexual 

harassment occurs, the learning and working environment is compromised, 

the mission of the institution is diminished, trust is violated, and personal 

 

 
 

 

 



dignity is assaulted. 

 

These policies and procedures provide the Western New England 

College community guidance with respect to the College’s zero tolerance 

approach to discrimination/sexual harassment. College policy as well as 

federal and state laws prohibit discrimination/sexual harassment and provide 

recourse for victims. Therefore, the College will respond promptly to 

complaints of discrimination/sexual harassment. Where it is determined that 

such inappropriate conduct has occurred, the College will take steps to 

eliminate the conduct and impose such corrective action as is necessary, 

including disciplinary action where appropriate. Retaliation against anyone 

bringing a complaint about discrimination/sexual harassment or against 

anyone cooperating in an investigation of a complaint of 

discrimination/sexual harassment will not be tolerated. 

 

Please review these policies and procedures carefully. The individuals 

listed in this brochure should be contacted about any 

discrimination/harassment problems you experience or observe, or of which 

you become aware. By working together, we can maintain an environment 

that values personal concern and that reinforces our educational mission. 

 

 

 

 
 

 

 



B. What is sexual harassment? 

 

“Sexual harassment,” pursuant to Massachusetts law and federal 

statutes, means unwelcome sexual advances, requests for sexual favors, 

and/or other verbal or physical conduct of an unwelcome sexual nature 

where: 

 

• submission to or rejection of such advances, requests, or conduct is 

made either explicitly or implicitly as a term or condition of an individual’s 

education or employment, as a basis for employment decisions, or as a 

basis for decisions regarding a student’s academic progress/grades; and/or 

 

• such advances, requests, or conduct have the purpose or effect of 

unreasonably interfering with an individual’s academic or work performance 

by creating an intimidating, hostile, humiliating, or sexually offensive 

educational, residential, or employment environment. 

 

The courts have recognized two different types of actionable sexual 

harassment: 

 

1.  Quid pro quo harassment occurs when a person with authority uses 

submission to or rejection of unwelcome sexual conduct as the basis for 

 

 
 

 

 



making academic or employment decisions affecting a subordinate or a 

student. This kind of harassment usually involves explicit or implicit threats 

of retaliation for refusing to submit to sexual advances. 

 

2.  Hostile environment harassment is unwelcome conduct of a sexual 

nature that is sufficiently severe, persistent, or pervasive as to limit a 

person’s ability to work or participate in a program or activity. 

 

C. Examples of sexual harassment 

 

It is important to emphasize that sexually oriented conduct that is 

unwelcome and has the effect of creating a workplace and/or learning 

environment that is hostile, offensive, intimidating, or humiliating to male or 

female students or employees of the College community may constitute 

sexual harassment. 

 

While it is not possible to enumerate all circumstances that may constitute 

sexual harassment, the following are some examples of conduct which, if 

unwelcome, may constitute sexual harassment depending upon the totality 

of the circumstances, including the severity of the conduct and its 

pervasiveness: 

 

 

 
 

 

 



• Unwelcome sexual advances—whether or not they involve physical 

touching; 

 

• Sexual epithets, jokes, written or oral references to sexual conduct, 

gossip regarding one’s sex life, comments on an individual’s body, 

comments about an individual’s sexual activity, deficiencies, or prowess; 

 

• Displaying sexually suggestive objects, pictures, or cartoons; 

 

• Unwelcome leering, whistling, brushing against the body, sexual 

gestures, suggestive or insulting comments; 

 

• Inquiries into one’s sexual experiences; or 

 

• Discussion of one’s sexual activities. 

 

Below are other examples of incidents that may constitute sexual 

harassment at Western New England College: 

 

• “My advisor meets with me in his office with the door closed.  Despite 

my efforts to distance myself from him, he moves closer.  He always 

comments on my appearance. Last time we met, he brushed up against me. 

 

 
 

 

 



I feel uncomfortable and am considering changing my major and my 

advisor.” 

 

• “One of the female managers in my department kept asking me out 

on a date. She said that getting to know her better would improve my 

chances of promotion. I asked her to stop, but she would not take no for an 

answer.” 

 

• “I work in a department where most of my peers are men. They 

continually tell sexual jokes. One brought in and made copies for the other 

guys of a cartoon about women and parts of their bodies. I told my 

supervisor that I do not think this is funny. He has asked the others to stop, 

but they just ignore him.” 

 

• “I take a class where the professor assigns readings from Hustler and 

Playboy magazines. Last week, the professor showed a video that contained 

some sexually suggestive material. During the video, many guys in the class 

laughed or told lewd jokes and the professor did nothing about it. The course 

is about human relations, so the professor thinks he is being provocative or 

interesting, but I find him to be sexist. Several women have dropped the 

class, but I need it for my major. I hate this class.” 

 

 

 
 

 

 



• “Guys on the floor think I’m gay. At least a couple of times a week, 

someone—I do not know how—tapes a derogatory cartoon, article, or 

picture to my door. I have complained to my resident advisor, but he just 

says he has no idea who is doing it. I am thinking of transferring, but in the 

meantime, I am pretty depressed.” 

 

• “I spent a lot of time at a party three weeks ago talking to a 

classmate. Now, he simply won’t leave me alone. He follows me across 

campus, tries to touch me inappropriately, makes suggestive comments, 

and calls at all hours of the night. I have asked him to stop but he won’t take 

no for an answer. Yesterday, he cornered me outside the library and would 

not let me pass.  Luckily, someone else came by. I feel very threatened.” 

 

Faculty, employees and students are strongly encouraged to review the 

College’s Policy on Sexual Misconduct and Sexual Assault. These policies 

are set forth in the College’s Student Handbook. 

 

 

D. What should you do if you are discriminated against/sexually 

harassed? 

 

While the College accepts its role and responsibilities in providing a 

 

 
 

 

 



workplace and learning environment free from discrimination/sexual 

harassment, there are steps that each member of the College commu-nity 

can and should take. Individuals who harass will have no reason to stop 

unless they are challenged. It is therefore imperative that individuals who 

believe that they have been discriminated against or sexually harassed 

come forward. While some individuals may be reluctant to do so, ignoring or 

minimizing discriminating/sexually harassing conduct will not eliminate it, 

and will not allow the College to investigate and correct unacceptable and 

unlawful conduct. Individuals can sometimes stop discrimination/sexual 

harassment by taking direct action. 

 

• Respond immediately: Sometimes, telling the discriminator and/or 

harasser that his/her behavior is unwelcome will stop the conduct. State an 

emphatic “NO” in the case of sexual harassment at the time. Be direct and 

firm. Clearly express disapproval of any behavior that causes discomfort. 

Communicate that it is unwelcome and that you want the behavior to stop. 

Ignoring or avoiding a discriminator and/or a harasser usually does not work. 

If you are unable to confront the discriminator and/or harasser in person, try 

writing a letter. In the letter, include a detailed account of the conduct you 

find offensive, including dates. State the impact the conduct has had on you 

and that you will take further action if  the behavior does not stop. Keep a 

copy of the letter. 

 

 
 

 

 



 

 • Keep records: Document all incidents and conversations that might 

constitute discrimination and/or sexual harassment, including dates, times, 

places, witnesses, and an accurate description of specific incidents. Write 

down quotes so that you can recall at a later date the exact language used. 

 

• Talk to someone: If the discrimination/sexual harassment does not 

stop, or you are reluctant or unable to confront the person verbally or in 

writing, talk to someone. Talk to a supervisor or someone of authority at the 

College whom you trust. Seek confidential support through the Counseling 

Center, Campus Ministries, Career and Human Resources, or Health 

Services. You may also consult one of the administrative and/or faculty 

resources listed below.  The College also encourages individuals who have 

witnessed, or who have knowledge of, discrimination/sexual harassment 

directed at any member of the College community, to report such conduct 

immediately. 

 

The College has designated several members of the College community 

to serve as resources to any individual who has a discrimination/sexual 

harassment complaint or inquiry. These individuals are available to discuss 

any concerns that you may have and to provide information to you about our 

policy on discrimination/sexual harassment and our grievance procedures. 

 

 
 

 

 



 

Gregory Michael 
 Director, Career and Human Resources and EEO Officer 
 782-1343 
 
Sarah Leonard 
 Assistant Professor, History, Arts and Sciences 
 796-2263 
 
Vergie Lee 
 Benefits Administrator, Career and Human Resources 
 782-1381 
 
Richard DiRuzza 
 Vice President for Student Affairs, Dean of Students 
 782-1282 
 
Beth Hill 
 Associate Director, Residence Life 
 782-1317 
 
Nancy Sykes 
 Assistant Dean for Student Affairs, School of Law 
 782-1376 
 
Lori Mayhew 
 Head Women’s Softball Coach/Equipment Manager 
 782-2230 
 
Gregory Poole 
 Head Women’s Volleyball Coach 
 Coordinator of Intramurals and Recreation 
 782-1550 
 
Students may also contact Student Victim Advocates by calling  
413-261-7558. 

 

 

 

 

 
 

 

 



E. What happens when a report is made? 

 

1. Informal resolution 

Many claims of discrimination/sexual harassment may be resolved 

informally. In the informal process input will be important, yet direct 

confrontation with the alleged harasser may not be required. The goal of an 

informal resolution is to end the offensive or unwelcome behavior. The Dean 

of the respective School (if the Respondent is a faculty member), the 

Director of Career and Human Resources (if the Respondent is classified 

staff or administration), and the Dean of Students or the Assistant Dean for 

Law Student Affairs (if the Respondent is a student) will work with the 

Complainant and the Respondent to reach an informal resolution. 

 

Examples of informally reached outcomes might include: 

 

• Mediated, informal conversation between the Complainant  

 and Respondent; 

 

• Conducting educational programs for a unit, division, or  

 department; or, 

 

• Adjusting residential or academic placement of either the 

 

 
 

 

 



Complainant or Respondent. 

 

Resorting to formal hearings will be avoided whenever possible. The 

purpose of informal adjudication is to arrange an appropriate solution 

acceptable to all parties concerned. At the conclusion of the informal 

process, the only document that will be maintained is a memorandum of 

understanding, signed by both parties, and maintained by the EEO officer. 

 

Informal proceedings must be exhausted before formal proceedings will 

proceed. In the event that the informal process does not achieve resolution 

of the issue, the EEO officer will prepare a memorandum signed by the 

parties BEFORE the formal process will be available. 

 

2. Formal resolution 

If informal efforts to resolve a problem are not successful, or if informal 

resolution is inappropriate or inadequate based on the severity of a case, or 

if the Respondent is a known prior offender, then a more formal resolution 

may be necessary. Formal written complaints must be filed with the Equal 

Employment Opportunity 

 

(EEO) Officer. The matter will then be referred to the College’s 

Discrimination/Sexual Harassment Hearing Committee by the EEO Officer.  

 

 
 

 

 



 

The EEO Officer will monitor the implementation of these formal 

grievance procedures, and either party may request a formal hearing. 

  

The EEO Officer will intervene in the formal process when in his/her 

judgment such intervention is necessary for expediency. The EEO Officer 

will schedule all committee meetings, oversee the process and procedures, 

and attend hearings, if necessary, as a non-participating, non-voting 

member. The EEO Officer will NOT contribute to the writing of the Hearing 

Committee’s findings. 

 

 

F. Procedures for formal hearings by the discrimination/sexual 

harassment hearing committee 

 

 

1.  Composition of the Discrimination/Sexual  

 Harassment Hearing Committee 

The Discrimination/Sexual Harassment Hearing Committee will consist of 

six (6) members of the Western New England College community appointed 

by the President to serve two-year terms. Members can serve no more than 

two (2) consecutive two-year terms. The Committee will be comprised of two 

 

 
 

 

 



(2) tenured faculty members referred to the President by the Faculty Senate 

and the Law School, two (2) classified staff, and two (2) administrators, all 

from different departments.  Replacement of faculty representatives on the 

Committee (if it became necessary) would be made either by the Senate or 

the Law School as appropriate. The President will designate a chair of the 

Committee, based on such considerations as experience, continuity, and 

sensitivity to the concerns of those affected by discrimination/sexual 

harassment. At any given time, there should be no more than five (5) 

persons of the same gender on the Committee. Two (2) additional members 

who are students will sit on the Committee when a complaint directly 

involves a student. For complaints involving graduate students or law school 

students, at least one (1) of the two (2) student members on the Committee 

will be a graduate student or a law school student, as appropriate to the 

case. 

 

2.  Initiation of the Hearing Procedure 

A copy of the complaint will be mailed by the EEO officer to the 

Respondent, who will be afforded ten (10) calendar days from the mailing 

date to prepare a written response regarding the incident. Upon receipt of 

the Respondent’s response, the EEO officer will mail to each party a copy of 

the complaint and response.  

 

 

 
 

 

 



At that time, both parties will be presented a list of the members of the 

Committee and may challenge any member’s eligibility for cause in writing to 

the Chair, within two (2) working days of the presentation of the list. Any 

such challenge will be ruled upon by the EEO Officer. Any Committee 

member with previous knowledge of the incident will present that information 

for the Committee, which will decide if that member should be disqualified 

from hearing the case. If the Chair is released by challenge or 

disqualification, the Committee will elect a Chair pro tempore. If, by 

challenge, disqualification, or unavailability, fewer than six (6) members of 

the Committee remain eligible, others will be appointed by the President pro 

tempore. 

 

No hearing will be held without the parties being given at least seven (7) 

calendar days notice. Each party may be accompanied during each session 

by one advisor from the Western New England College community. The 

advisor will not participate in the session, but may consult freely with the 

person whom they are advising. The advisor may be an attorney. The 

Complainant and Respondent may each request witnesses and present 

documentary evidence. Witnesses will be present at the hearing only when 

giving testimony. Each party may bring any number of witnesses; however, 

the actual number of witnesses heard will be at the discretion of the 

Committee. The Committee may refuse to accept or hear any evidence that 

 

 
 

 

 



it deems irrelevant or unreliable. Rules of evidence used in courts of law are 

not used in this process. 

 

3.  Conduct of Formal Hearings 

The formal hearing will be tape recorded for the Committee’s use in its 

deliberations. The tape will not be transcribed, but will be stored securely 

and confidentially by the Special Assistant to the President. Upon written 

request, a copy of the tape will be made available to either party of this 

proceeding. The Committee alone may question witnesses and parties. In 

the course of the hearing, each party may submit in writing, questions to be 

asked by the Committee. However, the Committee reserves its right to 

decline to pursue any such questions. The Respondent has the right to 

refuse to testify. 

 

4.  Written Report 

Within ten (10) calendar days of the hearing, the Committee must prepare 

a written report that details the allegations, the hearing process, and the 

evidence heard. The Committee shall include in this report its findings of 

fact, including any findings it makes concerning the credibility of witnesses. 

All findings by the Committee shall be based on a majority vote of the panel. 

All Committee members must sign the written report. 

 

 

 
 

 

 



5.  Findings of the Committee 

   After a hearing, the Committee may find one of the following: 

 

• that it is more likely than not that the alleged violation occurred, or, 

• that it is more likely than not that the alleged violation did not occur. 

 

6.  Referral for Action 

The Committee will issue a written report to the relevant Dean or 

supervisor, who after review of said report, will distribute a copy of the report 

to the Complainant and Respondent. The relevant Dean, after consultation 

with the Director of Human Resources, will determine and impose sanctions 

in writing to the Respondent and the EEO Officer within fifteen (15) calendar 

days of the Dean’s receipt of the Committee’s report. Appropriate 

disciplinary action will be taken by the Respondent’s supervisor for staff, 

Deans of the respective School for faculty or for graduate students, the 

Dean of Students for undergraduate students, or the Dean of the Law 

School for law students.  

 

7.  Sanctions 

Sanctions imposed on the Respondent will be commensurate with the 

seriousness of the conduct, and will be adequate and sufficient to 

demonstrate the College’s commitment to taking strong and effective 

 

 
 

 

 



measures to both remedy and prevent further violations. The assessment of 

the severity of the sanction will be based on both the current case and the 

Respondent’s previous record of misconduct. Any sanctions imposed on 

tenured faculty will be pursuant to the procedures delineated in the 

appropriate faculty handbook. Sanctions might include, but are not limited to: 

 

• a written apology; 

 

• a transfer or change in department or teaching assignment; 

 

• warning, meaning a written statement that the Respondent violated 

this policy, a notation of which would be placed in the Respondent’s 

permanent record; and/or 

 

• a referral for counseling and/or training (Failure to fulfill the sanctions 

shall be cause for sanctions of a more serious nature); 

 

• probation for a stated period of time within which the Respondent’s 

 rights to participate in College-sponsored activities and/or access to 

facilities may be limited or removed; 

 

• suspension (with or without pay), meaning a separation from  

 

 
 

 

 



 the College for a stated period of time or until specific  

 conditions are met;  

 

• dismissal, meaning permanent removal from employment or College 

programs, facilities, and property. 

 

The relevant member of the President’s Staff will review any sanction 

recommending termination from employment at the College. If a member of 

the President’s Senior Staff is the Respondent, the President will review any 

sanction recommending termination  

from employment at the College. 

 

8.  Summary Suspension 

The College reserves the right to take necessary and appropriate action 

to protect the educational environment, and the safety and well being of 

members of the College community. In the event that any individual charged 

with violation of the College’s Discrimination/Sexual Harassment Policy is 

deemed a serious risk to the safety and security of the College and/or its 

campus community, its faculty, students, or staff, the College reserves the 

right to summarily suspend that individual. The College reserves its right to 

suspend that individual with or without pay and benefits (tenured faculty can 

only be suspended with pay and benefits) and exclude that individual from 

 

 
 

 

 



campus, except as is necessary to participate in the formal hearing process 

delineated above. 

 

Nothing in this policy shall limit the authority of the College, or any of its 

constituent parts, to take such actions as the appropriate College officer or 

Dean or his/her designee deems necessary to protect the physical safety of 

members of the College community, or to maintain conditions compatible 

with the educational process or institutional integrity of the College or any of 

its constituent parts. 

 

9.  Appeals 

Notice of an appeal:  

Respondents may appeal by filing written notice with the College official 

who issued the disciplinary sanctions within fourteen (14) calendar days 

from the day a sanction is imposed, with a copy to the EEO office. 

Respondents seeking an appeal must specify in writing the grounds for the 

request. Respondents who fail to file an appropriate written request for an 

appeal within fourteen (14) days waive their rights to appeal.  

 

Grounds for appeal:  

Appeals will be considered only under one or more of the following 

circumstances: 

 

 
 

 

 



 

• when the Respondent deems the sanction inconsistent with the 

gravity of the offense, except in the case of termination of employment as 

provided in Section 11.10 of the Western New England College Faculty 

Handbook where review is automatic; 

 

• when new evidence that was not available at the time of the hearing 

becomes available within the above referenced fourteen (14) calendar day 

period; or  

 

• when there has been a substantial and material procedural error 

during the hearing process. 

 

Reviewer:  

The relevant member of the President’s Staff will review appeals. In the 

event that the EEO officer is the appellee’s direct and immediate supervisor, 

the appeal will be heard by an alternate, designated by the President.   

 

Possible results:  

The relevant member of the President’s Staff will review the request for an 

appeal and any evidence necessary to support that request. He/she shall 

then have  

 

 
 

 

 



 the authority to: 

 • affirm, 

 • reverse, 

 • modify the sanction imposed, or 

• remand the matter for further investigation or consideration by 

the Discrimination/Sexual Harassment Hearing Committee (only available 

in cases where there is new evidence or where there has been a 

substantial and material procedural error).  

 

Decisions of the relevant member of the President’s Staff are final. 

 

In the event that the Respondent is a member of the President’s Senior 

Staff, the President will review appeals. 

 

Appeals for tenured faculty only: 

Should any tenured faculty member at the College desire to pursue an 

appeal of any actions imposed on him/her through these procedures, the 

affected faculty member will avail himself/herself of procedures delineated in 

the appropriate faculty handbook (for Law Faculty, refer to Section 13.1 in 

the Western New England College Law Faculty Handbook, and for other 

tenured faculty, refer to Section 6(B)2 in the Western New England College 

Faculty Handbook). 

 

 
 

 

 



 

10.  Substitutions 

In the event that the Respondent is a Dean, Equal Employment 

Opportunity Officer, or a member of the President’s Staff, the President will 

designate an appropriate substitute who will assume the responsibilities 

outlined in this policy. In the event that the Respondent is the President, the 

Chairman of the Board of Trustees will receive the report of the Committee 

and determine, with the Board of Trustees, any sanctions to be imposed in 

accordance with the Bylaws of Western New England College. The decision 

of the Board of Trustees shall be final. 

 

11.  Confidentiality 

Throughout all investigations and hearings of complaints arising from 

discrimination/sexual harassment, both formal and informal, the 

confidentiality of the proceedings and the identities of the parties to the 

complaint shall be protected to the fullest extent practicable under the facts 

and circumstances of each case. 

 

 

G. What external resources will process a complaint? 

 

Any individual may also file a formal complaint with either or both of the 

 

 
 

 

 



government agencies listed below. Using the College’s complaint process 

does not prohibit a student or employee from filing a complaint with these 

agencies: 

 

• The United States Equal Employment Opportunity  

 Commission (EEOC) 

    10 Congress Street - 10th Floor 

    Boston, MA 02114 

    617-565-3200 

 

• The Massachusetts Commission Against Discrimination (MCAD) 

   MCAD Boston Office 

   One Ashburton Place - Room 601 

   Boston, MA 02108 

   617-727-3990 

 

•   MCAD Springfield Office 

      424 Dwight Street, Room 220 

      Springfield, MA 01103 

     413-739-2145 

 

Complaints directed to the EEOC must be made within 300 days of the 

 

 
 

 

 



most recent occurrence of discrimination/sexual harassment or 30 days after 

receiving notice that MCAD has terminated its processing of the charge, 

whichever is earlier. Complaints directed to the MCAD must be made within 

300 days of the most recent occurrence of discrimination/sexual 

harassment. 

 

GENERAL STATEMENT ON HARASSMENT 
 
 We believe that every member of the Western New England College 

community has the right to live, learn and work in a comfortable 

environment.  Discrimination/harassment in any form undermines this 

concept and will not be tolerated. Harassment can be defined as any 

behavior that creates an intimidating, hostile or offensive environment for 

any individual or group.  This harassment is discriminatory when it is 

based on gender, race, religion, ethnic origin, physical attributes, age or 

sexual orientation.  It is important to understand that harassment is 

determined by the feelings of the recipient rather than the intentions of the 

initiator.  The foregoing procedures governing sexual harassment will 

apply to any and all violations of state or federal discrimination law. 

 

WORKPLACE VIOLENCE 
 

 

 
 

 

 



      Western New England College is committed to preventing violence in 

the workplace and to maintaining a safe work environment. Western New 

England College has adopted the following guidelines to address 

intimidation, harassment, or other threats or acts of violence that may 

occur on its premises.   

All employees, regardless of position or rank, must be treated with 

courtesy and respect. Employees are required to refrain from fighting, 

“horseplay” or other conduct that may be dangerous to others or risk 

appropriate disciplinary action. Conduct prohibited by this policy includes 

any physical assault such as hitting, pushing, punching, pinching, kicking, 

holding, impeding or blocking the movement of another person. Western 

New England College prohibits on its premises all types of firearms, 

explosives, martial arts weapons, and any other objects carried to injure, 

harass or threaten. 

 Conduct that threatens, intimidates or coerces another employee, 

student, parent, or visitor to the Campus, at any time, will not be tolerated. 

 Any such activity will be grounds for disciplinary action up to, and 

including, termination of employment.  

 Any physical or verbal conduct or action that you observe which you 

believe is prohibited by this policy must be reported as soon as possible to 

your immediate supervisor, the Department of Public Safety, or any 

 

 
 

 

 



member of the administration. All reports of potential violations of this 

policy will be promptly and thoroughly investigated. 

 Anyone who is found to have engaged in conduct or actions prohibited 

by this policy will be subject to disciplinary action up to and including 

discharge. 

 

DRUG-FREE WORKPLACE POLICY 
 
     In accordance with the provisions set forth in the Drug-Free Workplace 

Act of 1988, it is the policy of the College to maintain a drug-free workplace. 

 The unlawful manufacture, distribution, dispensing, possession, or use of a 

controlled substance in the workplace is strictly prohibited.  Employees 

found to be in violation of this policy will be required to participate in a drug 

counseling or rehabilitation program and/or be subject to disciplinary actions, 

including suspension and termination.  A conviction on drug offense charges 

in the workplace may result in immediate termination.  Employees are 

hereby required to report to the College any conviction on drug offense 

charges in the workplace within five days after such conviction. Failure to 

report such a conviction may also result in immediate termination.  In 

support of this policy it shall be the practice of the College to maintain a 

drug-free awareness program and a service for drug counseling and 

rehabilitation for all employees. 

 

 
 

 

 



SMOKING POLICY 
 
     Smoking is prohibited in all buildings on the Western New England 

College Campus with the exception of residence halls.  The residence hall 

exception applies to students only, not employees. 

OCCUPATIONAL SAFETY & HEALTH ADMINISTRATION                       
                            
 In accordance with duties set forth in the Occupational Health & Safety 

Act of 1970, it is the policy of the College to furnish employees with a 

"place of employment which is free from recognized hazards that are 

causing or are likely to cause death or serious physical harm" and to 

"comply with occupational safety and health standards promulgated under 

this Act."  Under this Act it is also the duty of each employee to "comply 

with occupational safety and health standards and all rules, regulations, 

and orders issued pursuant to this Act which are applicable to his own 

actions and conduct." To comply with this act, the College has several 

written programs to clarify individual roles and responsibilities under the 

specific standards of this Act. A list of these programs and the text of the 

current version of each program can be found at the web page for the 

Colleges Environmental Compliance and Safety Manager.   

 

MATERIAL SAFETY DATA SHEETS 
 
 Two of the required programs under the OSH Act, the Hazard 

 

 
 

 

 



Communication Standard (29 CFR 1910.1200) and the Laboratory 

Standard (29 CFR 1910.1450), require the College to make available a 

Material Safety Data Sheet for each hazardous chemical used on campus. 

 These documents are available on-line as an electronic binder at 

http://www.msdsonline.com/ebinder/wnewenglandc 

Any employee can access this website, search the database, and read or 

print a MSDS.  

ACCEPTABLE USE OF TECHNICAL RESOURCES 
 

 Western New England College provides a comprehensive package of 

computer and technical resources to students, faculty, and staff for the 

purpose of conducting academic and college business. Included in these 

services are personal computer accounts, access to electronic mail (e-

mail), voice communications and voice mail (v-mail), television, audio, and 

video services, disk space for web pages, network services, and desktop 

technologies.  

 The Institution also provides use of numerous licensed informational 

and research databases and software applications; use of the College's 

facilities is expected to be consistent with educational goals and mission 

of the College. 

 

 
 

 

 

Resources, such as the College's network, desktop PCs, servers, and 

printers, required to provide these services are either owned or licensed 

by Western New England College. To use these resources is a privilege, 

http://www.msdsonline.com/ebinder/wnewenglandc


not a right. These resources, often encumbered as part of one's 

employment or status as a student, are to be used responsibly and in 

accordance with 'Acceptable Use Policies'. 

Also, the College's resources are limited and the manner in which each 

individual utilizes these resources impacts the successful efforts of others. 

With respect for individual needs and limited resources in mind, the 

College has established standards and policies to permit the acceptable 

use of these resources. 

It is important, therefore, that everyone be cognizant of their 

obligations, what is meant by proper use and behavior, an understanding 

of actions that inhibit the success of others, and adhering to and honoring 

the following basic principles, standards and policies. 

 

Acceptable Use Standards and Policies 

 Performing iLive- or Napster-like activities are not acceptable uses of 

the College's resources. Installing or implementing personal servers on 

the College's network is not acceptable use of the College's resources as 

well. 

 Actions prohibited by the College and federal and state law regulations 

include but are not limited to: 

• Use of the College's technical resources to engage in any 

illegal activity. 

 

 
 

 

 



• Use of the College's technical resources in a manner that 

causes degradation, incapacitates, compromises, or in anyway 

jeopardizes the teaching, learning and business missions of the 

College for students, faculty, and administration. 

• Interfering with or attempting to interfere with service to the 

College community by modifying PC hardware in offices, labs, 

or classrooms; distribution of technology viruses; or intentionally 

creating resource consuming programs that force 'denial of 

service'. 

• Sharing your account or password with anyone.  

• Copying software, documents or other intellectual property in 

violation of federal or state laws. 

• Attempting to gain access to other individual's accounts, 

private files, e-mail or conducting any harassing activities 

toward College users. 

• Revealing or disclosing confidential information or invasion 

of another's personal privacy. 

• Inclusion in e-mail messages or web pages the personal 

audio, image, or video material of individuals or materials owned 

by them without their approval and written authority. 

• Use or placement of content materials that are abusive, 

profane, or obscene in e-mail, web pages or other network 

 

 
 

 

 



transport mechanisms. 

• Use of technical resources for commercial or revenue 

generating activities not related to the College. 

• Use of the College's name and logo in a manner that 

suggests endorsement of other organizations, products, or 

services. 

• Distributing chain letters or other media that engages 

individuals with unannounced solicitations that are not related to 

College business. 

• Developing, installing, or downloading software or data that 

changes any part of the standard configuration supplied by the 

Office of Information Technology on College PCs or Servers. 

• Using the College's network or other resources for 

transporting copyrighted music/video or files containing 

music/video. 

Additional Information 

 President Clinton signed into law the Digital Millennium Copyright Act 

(DCMA) in October 1998. This law restricts the usage of copyrighted 

material such as - music, written, and video. It is important that everyone 

understands and follows the statutes on intellectual property rights. Please 

see the following Web location for more information, 

http://lcweb.loc.gov/copyright/. 
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 Violations by students of the above College policies are adjudicated 

according to procedures outlined in the Student Handbook - Student 

Conduct Code; violations by students, faculties and staffs may result in 

removal or restriction of computer and technology access privileges and/or 

more serious sanctions. It must be understood also that certain offenses 

are punishable under state and federal laws. 

 Violation of these policies or the behavior or activity by individual(s) 

that causes a disruption of service may be remedied by suspending 

service to the responsible individuals or other disciplinary action. 

Restoration of services may require discussions with the Office of 

Information Technology or the appropriate officers of the College. 

 The Office of Information Technology periodically updates this policy 

and provides information on other technical matters at: 

http://mercury.wnec.edu/old_welcome.html. 
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REGULATIONS GOVERNING EMPLOYMENT 
 

 
 This section of the Handbook provides a reference source for general 

regulations which are common throughout the College.  Your supervisor will 

inform you of any departmental policies which take precedence over those 

contained herein.  

 

PUBLIC RELATIONS 
 
 Western New England College exists to serve the public through 

education.  Its success depends in large measure upon the kind of relations 

the College, as represented by all its employees, has with the public.  This 

public is made up of many different groups of people: students, their parents, 

alumni, casual visitors to the campus, and many others.  All employees 

share in building and maintaining good relations with these people.  The 

College is judged not only on the merit of its graduates, but also on the basis 

of its employees' personal contacts through correspondence, telephone 

conversations, and campus activities. 

 An employee's position on the College staff makes him/her an 

ambassador of goodwill both on and off the campus.  People judge the 

College on the basis of the treatment they receive; courtesy, tact, kindness, 

 

 
 

 

 



and willingness to go out of the way to be helpful will create a favorable 

impression not only of the employee personally, but also of the College. 

 Over the telephone, an employee's voice represents the College; 

therefore, a good telephone manner is invaluable.  One should answer 

promptly, identify her/himself and the office, speak clearly and pleasantly, be 

courteous and considerate of the caller, and make a friend for the College. 

 A neat personal appearance, appropriate attire for the work performed, 

and good manners are important and essential in all offices.  All of these 

items are critical in public contacts. 

 

EMPLOYEE RELATIONS 
 
 Goodwill and cooperation among employees are vital to a congenial and 

efficient work environment. Punctuality and regular attendance are of great 

importance.  Dependability in these matters will be reflected in the attitude of 

fellow employees.  Establishing and maintaining cooperation among 

colleagues is accomplished by consistently fulfilling one's job responsibilities 

and by being pleasant and courteous at all times. 

 

CONFIDENTIALITY 
 
 As a member of the Western New England College staff an employee 

may gain access to information regarding the College, its operations, 

 

 
 

 

 



personnel or students, which is sensitive or confidential in nature.  It is of 

paramount importance that all such matters be kept in strict confidence.  

Breach of confidentiality is considered a serious violation of College policy. 

 

EMPLOYEE RECORDS 
 
 Official personnel records of administrative employees are maintained in 

the Office of Career and Human Resources.  As required by the Americans 

with Disabilities Act (ADA), employees’ medical records are kept in files 

separate from an employee’s personnel records. 

 Under Massachusetts’ law, employees have the right to review the 

contents of their file so long as the request is made in writing in advance.  

Employees are also entitled to receive a copy of their files.  Western New 

England College does not charge its employees for copies of their personnel 

files.  An employee who disagrees with something in her/his file may attempt 

to resolve the dispute with the College, and if unable to do so, may submit a 

rebuttal statement for her/his file. 

 

 
 

 

 

 Up-to-date and accurate employment records for all employees are of 

the utmost importance. Changes of address, new telephone numbers, name 

changes, or changes in dependents must be reported to the Office of Career 

and Human Resources as soon as possible.  Employees who change their 

names must report the change to the Payroll Office and complete revised 

Federal and State Income Tax forms W-4 and M-4. They must also report 



the change to the Office of Career and Human Resources to make 

necessary changes in benefits records.  The employee's signature is 

required for these changes to become effective. 

DEFINITIONS 
 
 Members of the Administrative Staff are employees who are exempt from 

coverage by the Fair Labor Standard Act of 1938 (commonly referred to as 

the Wage and Hour Act) based on their level of responsibility, the nature of 

the duties they perform and/or their level of compensation.  Ordinarily, the 

minimum educational level required for appointment to the Administrative 

Staff is the bachelor's degree.  However, certain positions may be filled by 

individuals who satisfy educational equivalents measured by some form of 

education/training and experience.  Acceptable equivalencies for these 

positions are set forth in the relevant position descriptions.  

 The President's Senior Staff is made up of the Vice Presidents and any 

other administrator(s) so designated by the President.   

 

 
 

 

 

 The College maintains detailed position descriptions for all Administrative 

Staff positions.  Members of the Administrative Staff are expected to be 

familiar with the duties and responsibilities set forth in the position 

description of the assignment they hold.  Position descriptions form the basis 

for the College's Performance Evaluation program.  Copies of position 

descriptions for positions held may be obtained from the Office of Career 

and Human Resources.  When the duties and responsibilities of a job 



change, it is the responsibility of department heads to prepare and 

submit to the Office of Career and Human Resources a revised 

position description.  Click here to access the on-line 

position description format. 

 Office hours of the College are 8:30 a.m. to 4:30 p.m. (4:00 p.m. during 

the 12 weeks of summer recess) Monday through Friday.  Members of the 

Administrative Staff are ordinarily expected to conform to this schedule but it 

may be adjusted appropriately to meet the needs of the College.  As exempt 

employees, members of the Administrative Staff are expected to accomplish 

the duties and responsibilities of their respective positions by whatever work 

schedule is required to do so.  

 Administrative Staff appointments fall into one of the following categories: 

full-time 12-month positions, full-time academic year appointments, part-time 

appointments, and temporary appointments. 

 

FULL-TIME 12-MONTH ADMINISTRATIVE APPOINTMENTS 
 
 Full-time 12-month appointments are year-round positions.  Persons 

holding a full-time 12-month position are entitled to participation in each of 

the fringe benefits described herein subject to the eligibility guidelines for 

each of the benefit programs. 

 

 

 
 

 

 



FULL-TIME ACADEMIC YEAR APP0INTMENTS 
 
 Full-time academic year appointments are analogous to faculty 

appointments.  Persons holding a full-time academic year position ordinarily 

work during the period of the regular academic year, from the beginning of 

Fall Semester through Commencement at the end of Spring Semester.  

Certain full-time academic year appointments may have different beginning 

and ending dates which are determined based on the needs of the College 

and which are set forth in the appointment letter. Persons holding certain 

full-time administrative appointments may be required to work an additional 

four weeks during the Summer Recess for which they will be compensated  

an additional 1/9 of their base annual academic year salaries.  Persons 

holding a full-time academic year appointment work according to the 

academic calendar with regard to breaks and recesses.  They are expected 

to be actively at work during all reading and final examination periods.  

Persons holding  full-time academic year appointments are entitled to 

participation in each of the fringe benefits described herein subject to the 

eligibility guidelines for each of the benefits programs with the exception of 

paid vacation.   

 

PART-TIME ADMINISTRATIVE APPOINTMENTS 
 
 Part-time administrative appointments are ongoing appointments that 

 

 
 

 

 



require an employee to regularly work a less-than-full-time schedule.  The 

weekly authorized hours for such positions are based on the needs of the 

College and are set forth in the relevant position description.  Part-time 

administrative employees may work on an academic year or 12-month basis 

according to the requirements of the position. 

 Persons holding part-time administrative appointments, whose 

established annualized average work week is 17 hours or more, are entitled 

to participation in a limited schedule of fringe benefits as set forth herein. 

TEMPORARY ADMINISTRATIVE APPOINTMENTS 
 
 Temporary employees work only for specific periods of time, on either a 

part-time or full-time schedule, to meet the temporary needs of the College 

without expectation of ongoing employment.  Such employees are not 

eligible for fringe benefits (except those mandated by law), nor will time 

worked in a temporary capacity be credited towards benefits calculations or 

benefits waiting periods for subsequent work in a non-temporary position. 

 

APPOINTMENT PROCEDURES 
 
 Approval to initiate the recruitment and hiring process for a vacant or 

newly created administrative position is obtained by completing and 

circulating for the necessary approvals a Recruitment and Hiring Form, 

available from the Office of Career and Human Resources.  Searches are 

 

 
 

 

 



conducted by supervisory administrative personnel with hiring authority.  

Persons conducting searches may form search committees and request 

other appropriate members of the College Community to participate in the 

search process. 

 Positions shall be advertised through the Office of Career and Human 

Resources.  Persons conducting searches are expected to invite a 

reasonable number of qualified candidates to the College to engage in an 

interview process.  It is expected that persons conducting searches will 

proactively seek to identify qualified candidates whose employment  would 

contribute to increased diversity in the College's workforce.  The application 

materials of all candidates must be processed through the Office of 

Career and Human Resources. 

 Selection and appointment of the President is the exclusive responsibility 

of the Board of Trustees as defined by the Bylaws of the Corporation.  They 

may use any methods deemed suitable by them in carrying out this 

responsibility but will ordinarily involve other members of the College 

Community in the process.  The right to appoint all other members of the 

Administrative Staff rests with the President. 

 Some members of the Administrative Staff may be appointed to their 

respective positions with faculty rank or faculty status if their previous 

education, experience, or position at the College warrants it.  Despite such 

faculty rank or status, time spent in non-teaching administrative positions 

 

 
 

 

 



does not accrue toward promotion in rank or toward tenure. 

 Upon mutual agreement between a candidate for a position and the 

College, the President shall issue the candidate a letter of appointment 

which sets forth the type of appointment being made, the title of the position, 

the effective date of the appointment, the salary for the position, and any 

limitations to the appointment. 

Appointment letters are not intended to create, nor are they to be 

construed to constitute, a contract of employment between Western 

New England College and any of its employees. 

 

 

TEACHING ASSIGNMENTS FOR MEMBERS OF THE 
ADMINISTRATIVE STAFF 
 
 At some time, a member of the Administrative Staff may be asked to 

accept a teaching assignment.  Such appointments shall be for no more that 

one course per semester.  Permission to accept a teaching assignment must 

be obtained in advance from the appropriate member of the Senior Staff.  

Primary consideration must be given to the Administrative Staff member's 

regular responsibilities and the needs of the College.  Permission to teach a 

course which meets during regular office hours does not relieve an individual 

from any of her/his regular duties which must still be accomplished 

irrespective of regular office hours.  If permission to teach is granted, the 

 

 
 

 

 



course will be considered as an overload and shall be recompensed 

accordingly based on the College's policies for the compensation of adjunct 

faculty.   Members of the Administrative Staff who accept teaching 

assignments shall be issued a letter of agreement setting forth the course, 

level of compensation, and length and time of the assignment. 

 

EMPLOYMENT OF FAMILY MEMBERS 
 
 Family members of employees will not be excluded from consideration 

for employment on an equal basis with other candidates applying for 

positions.  However, no employee will participate in the hiring of, or 

determination of compensation for, a member of her/his family.  No 

employee shall have supervisory authority over a member of her/his family.  

In all cases, the most qualified candidate available, consistent with College 

policy and resources, shall be appointed to available positions.   

   

CHECK-IN REQUIREMENTS 
 
 All new employees, including those previously employed and returning 

to the employ of the College, must report to the Office of Career and 

Human Resources within 72 hours of assuming their duties to complete 

necessary employment and payroll documents. The following will be 

required: 

 

 
 

 

 



• Completed verification of INS Form I-9, which verifies employment 

eligibility and which requires that the employee present a United 

States Passport, or a Social Security Card or Birth Certificate and a 

photo I.D.    

• Federal Withholding Exemption Certificate (W-4);  

• State Withholding Exemption Certificate (M-4); 

• Residence Address and Telephone Number; 

• Name of person to be notified in case of emergency. 

 No wages can be paid to new employees until these requirements are 

completed. The Office of Career and Human Resources will also make 

arrangements for new employees to obtain current tuberculosis certification, 

College I.D. Card, and parking permit.  A thorough orientation conducted by 

both the Office of Career and Human Resources and by the employee's 

department will also begin at this time. 

SALARY DETERMINATION 
 
 Compensation for Administrative Staff positions is determined at the time 

of hire and is based on the level of duty and responsibility reflected in the job 

description for the position held and on prevailing industry standards. If a 

substantial change is made in the duties and/or responsibilities contained in 

a job description, the supervisor may request that compensation for the 

position be reevaluated and adjusted as appropriate.  

 

 
 

 

 



  

PAYDAY 
 
 Payroll checks are issued every two weeks.  The normal payday is 

Friday.  If a payday should fall on a holiday, checks will be issued on the 

preceding workday.  Members of the Administrative Staff on full-time 

academic year appointments may elect to be paid over a 12 month period in 

order to keep fringe benefits in effect during the summer recess.  

 

PAYROLL DEDUCTIONS 
 
The following are the deductions which will appear on employee paychecks: 

• Amount of Federal Income Tax deducted in accordance with the 

exemptions claimed on Form W-4, (compulsory) 

• Amount of State Income Tax deducted in accordance with the 

exemptions claimed on Form M-4, (compulsory) 

• U.S. Social Security Tax (FICA), (compulsory) 

 In addition, appropriate payroll deductions will be made for employees 

choosing to participate in any of the following: 

• Medical Insurance 

• Retirement Plan 

• Supplemental Retirement Plan 

• Long-term Care Insurance 

 

 
 

 

 



• Voluntary Insurance Programs 

• College Capital Campaigns 

• Payroll Deducted United Way Fund 

• Credit Union 

• United States Savings Bonds  

• Computer Finance Program 

 

SALARY INCREASES 
 
 So long as the College’s operating budget allows, salary increases are 

granted annually on July 1.  Employees not actively at work on July 1 for 

reasons of short-term or long-term disability, or a period of disability 

covered by Workers' Compensation benefits will receive any  salary 

increase they may be  entitled to upon return to active service.  

Increases ordinarily consist of a cost-of-living adjustment plus a merit award 

based on each employee’s Annual Performance Evaluation rating.  New 

employees who have been employed less than three months as of July 1 

are not entitled to a salary increase.  New employees who have been 

employed longer than three months but less than six months prior to July 1 

are entitled to a cost-of-living increase only.  New employees who have 

been employed longer than six months by July 1 are entitled to both cost-of-

living and merit increases.  Each year the College’s Budget Advisory 

 

 
 

 

 



Committee recommends to the President, for final approval by the Board of 

Trustees, an amount to be budgeted for merit salary increases and a cost-

of-living adjustments.  Merit increase rates are determined by the President’s 

Staff and are based on the availability of funds and the distribution of Annual 

Performance Evaluation ratings among administrative employees. 

 

PERFORMANCE EVALUATION 
 
 Western New England College maintains a Performance Evaluation 

Program designed to provide for the assessment and reporting of the 

performance of each administrative employee. All supervisors receive 

thorough training in the Performance Evaluation process through the Office 

of Career and Human Resources.  Regular Performance Evaluations take 

place annually and consist of a written report prepared by the supervisor, a 

self-evaluation prepared by the employee, an interview between the 

employee and her/his supervisor, and an opportunity for the employee to 

submit a written supplement to the evaluation. Supplementary reports may 

be submitted at the discretion of the reporting supervisor when the 

employee's performance is such that the supervisor believes it should be 

made a matter of record in the employee's official file. All Performance 

Evaluation reports will be made a permanent and important part of each 

employee's record. 

 

 
 

 

 

 Before a supervisor submits a Performance Evaluation to the Office of 



Career and Human Resources for inclusion in an employee's file, the 

supervisor will have discussed it with the employee who will be given the 

opportunity to include a written response to the evaluation.  The Office of 

Career and Human Resources will not accept a Performance Evaluation that 

has not been signed by both the supervisor and employee.  Should an 

employee refuse to sign her/his Performance Evaluation, this should be 

noted in writing by the supervisor and witnessed by the next higher level of 

management.  Click here if you would like to download a 

copy of the Administrative Performance Evaluation 

form. 

 

EMPLOYEE TRAINING AND DEVELOPMENT RESOURCES 
 
 The Performance Evaluation process includes goal setting and an 

employee development plan for the upcoming year.  The Office of Career 

and Human Resources provides a wide range of employee training and 

development resources.  Computer training classes, management 

development programs, videotapes, audiotapes, self-study books and 

computer-based training programs are among the resources available to 

employees.  Click here to go to the Staff and Faculty 

Educational Resources website for more information on 

employee training and development opportunities.  For 
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additional information, call Sharon Mangieri, Human Resources 

Administrator at 782-1204 or send an e-mail to smangier@wnec.edu. 

 

PROBLEMS ON THE JOB 
 
     If you have problems, questions, worries or complaints, it is in everyone's 

best interest for you to speak up and make your concerns known to your 

supervisor.  Unanswered questions or unresolved problems only result in 

employee dissatisfaction and deterioration in working relationships. 

     When you have work-related concerns, take the time to discuss them 

with your supervisor as soon as possible.  It is his/her responsibility to try to 

correct an improper situation.  In most cases, open communication can 

result in a mutually agreeable solution.  If, however, you and your supervisor 

are unable to solve a problem, you may request an appointment to discuss 

the matter with your department head.  Your supervisor will be glad to assist 

you in arranging this meeting and the request will not be held against you in 

any way. 

     Should the problem remain unresolved, or if you would like to talk to 

someone else about it, you are free to contact the Office of Career and 

Human Resources to discuss your concerns.  You may talk informally with 

members of Career and Human Resources about a problem at any time.  A 

copy of the College’s Grievance Procedures may be obtained from the 
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Office of Career and Human resources should work-related problems 

continue unresolved after good-faith efforts at informal resolution.  

 

TERMINATION OF EMPLOYMENT 
 
 Western New England College adheres to the principle of 

employment-at-will, which allows the College or the employee to 

terminate the employment relationship at any time.  However, fairness 

and good faith dictate that the unique circumstances of each case will be 

considered when the College makes any decisions regarding termination of 

employment. 

DISMISSALS 
 
 If an administrative employee is dismissed because of unsatisfactory 

work, excessive absenteeism, tardiness, or similar causes, the employee will 

be given four-weeks' advance notice by the supervisor or, at the election of 

the College, four-weeks' pay in lieu of such notice. 

 In cases of insubordination, gross violation of rules, willful misconduct, 

dishonesty, endangerment of life or property, sexual harassment, violation of 

the drug-free workplace policy, or other events of a serious nature, an 

employee may be summarily discharged without advanced notice or pay in 

lieu of notice. 

 

 

 
 

 

 



 

RESIGNATIONS 
 
     Employees planning to resign their positions with the College are 

required to give at least four-weeks' notice.  Such notice should be given in 

writing to the employee's immediate supervisor. Any keys or other College 

property which he/she may have in his/her possession must be returned to 

the supervisor on or before the date of termination.  An exit interview with 

the Office of Career and Human Resources is required to make 

arrangements concerning the termination and/or continuation of fringe 

benefits as appropriate. 

 

RETIREMENT 
 
     Western New England College recognizes age 65 as normal retirement 

age for all employees.  No administrative employee, however, shall be made 

to retire for reasons of age alone. 

 

NOTIFICATION OF ABSENCE 
 
 When absence is anticipated, you must notify your supervisor in 

advance.  When an absence occurs that cannot be anticipated, you must 

contact your supervisor as soon as possible.  If you are unable to report to 

 

 
 

 

 



the office in person, you should promptly notify your supervisor by telephone 

stating the reason for the absence and the time of expected return.  If your 

immediate supervisor cannot be reached by telephone, or you are unable to 

leave your supervisor a voice-mail message, you should contact the 

switchboard operator or the Department of Public Safety and request that 

the message be relayed to the supervisor.  Absence for three consecutive 

workdays without notification to the supervisor is considered 

deliberate and willful misconduct and cause for dismissal. 

Excessive absenteeism, regardless of the reason for the absences, is 

considered grounds for disciplinary action, and if severe, such action can 

include termination of employment.  Excessive absenteeism is defined as 

any pattern of absence that is determined to be detrimental to the operations 

of a department, or the College. 

 

FUNERAL ATTENDANCE 
 

 

 
 

 

 

 A death in the immediate family may require an employee to be absent 

from the workplace.  In the case of the death of a husband or wife, son or 

daughter, mother, father, grandparent, brother, sister, mother-in-law, father-

in-law, son-in-law, or daughter-in-law, necessary time off for attendance of 

funeral matters will be allowed with pay up to a maximum of three days, 

commensurate with the circumstances.  Time off, without loss of pay, may 

be allowed at the discretion of the employee's supervisor, but not to exceed 



one-half day, to attend the funeral service of other relatives or close friends. 

 

JURY DUTY 
 
 A  staff member called for jury duty will be allowed absence without loss 

of pay for the period of service as a juror.  Pay for such time on jury duty will 

be reduced by any amounts received from the courts as a juror. 

 

USE OF TELEPHONE 
 
 Those who use the telephone in their duties are urged to keep in mind 

the importance of a courteous and efficient manner in telephone usage.  

Messages should be taken and relayed carefully.  Proper requests for 

information should be complied with promptly, and when information is not 

available, tactful answers should be given or other sources suggested.  In 

placing or answering a telephone call, it is suggested that an employee first 

identify the office or department.  Throughout all telephone communications, 

a manner of friendly courtesy and helpfulness will do much toward creating 

teamwork and cooperation, and winning friends and goodwill for the College. 

 Personal calls should not be placed or received on College phones, except 

in cases of absolute necessity.  Please remember that the College is billed in 

accordance with the number of calls placed.  

 

 
 

 

 



FRINGE BENEFITS 
 
 The College offers a package of fringe benefits to its employees that 

reflects the best possible balance between individual and group needs, 

incentive considerations, and available resources.  The Benefits 

Administrator in the Office of Career and Human Resources is responsible 

for the administration of the College’s fringe benefits and is available to 

answer any questions you may have about the benefits to which you are 

entitled. 

 Wherever employee benefit plans or policies are summarized, the official 

plan documents or policy statements are the governing authority for 

administrative and legal purposes.  These are maintained in the Office of 

Career and Human Resources. The following descriptions of benefit 

provisions and costs represent the most current information available.  The 

College makes every effort to obtain the maximum benefits possible for its 

employees, and new benefits and enhancements to existing programs and 

plans are continually being examined and implemented.  From time to time, 

there are adjustments in the costs for the benefit provisions.  The Office of 

Career and Human Resources, through widely-distributed information 

memoranda, will keep all affected employees informed of such changes. 

 

 SOCIAL SECURITY INSURANCE 

 

 
 

 

 



 
 All employees are covered by the Old Age Survivors' Insurance 

provisions of the Federal Social Security Act (FICA) and Medicare according 

to the rates and provisions set forth by the Social Security Administration.  

Click here to go to the Social Security Website. 

 

WORKERS' COMPENSATION INSURANCE 
 
 All employees are covered by Workers' Compensation Insurance. 

Everything possible is done to provide safe working conditions for College 

employees, but the prevention of accidents is largely a matter of individual 

care and planning.  All employees are required to follow safety rules, 

procedures, and practices established by their supervisors and/or mandated 

by OSHA regulations.  Should an employee see conditions that appear 

unsafe, he/she should report them immediately to a supervisor.  If an 

employee has an accident while at work, he/she should report it immediately 

to a supervisor even though the injury may be slight. 

  Accidents must be reported to the Office of Career and Human 

Resources, either by the employee or his/her supervisor, within 24 hours. All 

claims will be processed through the Office of Career and Human 

Resources.  Employees being treated for work related injuries should 

not give medical care providers their personal medical insurance 

numbers.  
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  If the period of absence is in effect on July 1, any wage increase that the 

employee may be entitled to will take effect upon return to active service. 

UNEMPLOYMENT COMPENSATION INSURANCE 
 
 Employment at Western New England College is covered under the 

Employment Security Laws, which provide income should an employee 

become unemployed through no fault of his/her own. All persons leaving the 

employ of the College are provided with information regarding their rights to 

unemployment compensation and about the process of applying for 

unemployment benefits as required by the Massachusetts Division of 

Employment and Training.  

 

EMPLOYEE ASSISTANCE PROGRAM 
 
 The College maintains an Employee Assistance Program to provide 

help and counseling for on- or off-the-job emotional, family, substance 

abuse, legal, and financial problems etc. for employees and their families. 

 The services are provided free of charge and are completely 

confidential.  No one at the College receives any report as to whether or 

not an employee or member of the employee's family may have taken 

advantage of the program.  The Employee Assistance Program may be 

reached by telephone at 413-785-4222 or 1-800-225-2527.  Additional 

information is available from the Office of Career and Human Resources 

 

 
 

 

 



or from your supervisor.  Click here to go to our EAP's website. 

 

VACATION POLICY FOR 12-MONTH, FULL-TIME ADMINISTRATIVE 
STAFF 
 
 Eligible members of the Administrative Staff are awarded vacation time 

on a yearly basis which commences July 1 and terminates the following 

June 30.  Members of the Administrative Staff are awarded vacation time 

which is available for use, with supervisory approval, during the first year 

of employment.  All carry-over vacation from a previous year must be 

taken by the following December 31 or be forfeited. 

 Members of the Senior Staff and the Deans of the Schools of Arts and 

Sciences, Business, Engineering and Law who work the full period from 

July 1 to June 30 are entitled to five weeks of vacation (25 working days).  

Those employed less than a full year will be granted vacation at the rate of 

2 days per month from the original date of employment to the next June 

30, or in the last year of employment, from July 1 to the date of 

termination.  

 All other members of the Administrative Staff on 12-month 

appointments are entitled to four weeks (20 working days) of vacation per 

year.  Those working less than a full year will be granted vacation time at 

the rate of 1 2/3 days per  full month from the original date of employment 

to the next June 30, or in the last year of employment, from July 1 to date 
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of termination. 

 Members of the Administrative Staff, who in the last year of 

employment, take vacation time that is subsequently unearned as of the 

date of termination will have the pay for those unearned vacation days 

deducted from her/his final paycheck.  Compensation for any earned but 

unused vacation remaining at the time of termination will be paid in the 

final paycheck.  

VACATION POLICY FOR REGULAR PART-TIME ADMINISTRATIVE 
STAFF 
 
 Currently under revision. 
 

EMPLOYEE HOLIDAY SCHEDULE 
 
     Administrative employees at Western New England College are entitled 

to ten paid legal holidays per year.  The holidays currently observed are: 

     Labor Day 
     Columbus Day  
     Veterans Day 
     Thanksgiving 
     Winter Recess 
     New Years Day 
     Martin Luther King Jr. Day  
     Washington/Lincoln Day 
     Memorial Day 
     Independence Day 
 
     Each year, the Office of Career and Human resources publishes a 

Holiday Schedule showing the actual dates that these holidays will be 

observed.  

 

 
 

 

 



 NOTE: HOLIDAYS LISTED AS "FLOATING HOLIDAYS" ON THE 

COLLEGE'S ANNUAL HOLIDAY SCHEDULE MUST BE TAKEN DURING 

THE CALENDAR YEAR IN WHICH THEY OCCUR. 

 

SICK LEAVE BENEFIT POLICY FOR  ADMINISTRATIVE STAFF 
 
 Members of the Administrative Staff will be paid their regular 

compensation for absences caused by personal illness or injury. Prompt 

notification should be made to the employee's supervisor in the case of 

illness.  When extended periods of absence due to illness or injury are 

anticipated, full-time members of the Administrative Staff must notify the 

Office of Career and Human Resources so that application may be made 

for short/long-term disability benefits. 

 Part-time members of the Administrative Staff who experience 

extended absence due to illness or injury will be paid their regular 

compensation for the first two weeks of the disability and placed on unpaid 

medical leave thereafter.  The College reserves the right to 

permanently replace a part-time administrative employee whose 

extended absence becomes detrimental to the operation of the 

institution.   

 

MATERNITY LEAVE 

 

 
 

 

 



 
An employee who becomes pregnant is entitled to an unpaid leave of 

absence not to exceed 12 weeks in duration.  Any leave because of 

disability caused by pregnancy, miscarriage, childbirth, or the recovery 

therefrom is treated in the same manner as a leave for any other sickness 

or disability. 

       Please see Work and Family Resources in this manual for more 

information about our services and information regarding our 

Accommodations for Nursing Mothers.   

THE FAMILY AND MEDICAL LEAVE ACT OF 1993 
 
 FMLA entitles eligible employees to take up to 12 weeks of unpaid, job-

protected leave each year for specified family and medical reasons. 

Employee Eligibility 

 To be eligible for FMLA benefits, an employee must: 

(1) work for a covered employer; 

(2) have worked for the employer for a total of at least 12 

months; 

(3) have worked at least 1,250 hours over the previous 12 

months; and 

(4) work at a location where at least 50 employees are 

employed by the employer within 75 miles. 

 

 

 
 

 

 



Leave Entitlement 

A covered employer must grant an eligible employee up to a total of 12 

workweeks of unpaid leave during any 12-month period for one or more of 

the following reasons: 

• for the birth or placement of a child for adoption or foster care; 

• to care for an immediate family member (spouse, child, or parent) 

with a serious health condition; or 

• to take medical leave when the employee is unable to work 

because of a serious health condition. 

Spouses employed by the same employer are jointly entitled to a 

combined total of 12 workweeks of family leave for the birth or placement 

of a child for adoption or foster care, and to care for a parent (but not a 

parent-in-law) who has a serious health condition. 

Leave for birth or placement for adoption or foster care must conclude 

within 12 months of the birth or placement. 

Under some circumstances, employees may take FMLA leave 

intermittently – which means taking leave in blocks of time, or by reducing 

their normal weekly or daily work schedule. 

• If FMLA leave is for birth or placement for adoption or foster care, 

use of intermittent leave is subject to the employer’s approval. 

 

• FMLA leave may be taken intermittently whenever medically 

 

 
 

 

 



necessary to care for a seriously ill family member, or because the 

employee is seriously ill and unable to work. 

 

Also, subject to certain conditions, employees or employers may 

choose to use accrued paid leave (such as sick or vacation leave) to cover 

some or all of the FMLA leave.  The employer is responsible for 

designating if an employee’s use of paid leave counts as FMLA leave, 

based on information from the employee.  In no case can use of paid 

leave be credited as FMLA leave after the leave has ended. 

“Serious health condition” means an illness, injury, impairment, or 

physical or mental condition that involves: 

 

• any period of incapacity or treatment connected with inpatient care 

(i.e., an overnight stay) in a hospital, hospice, or residential 

medical-care facility; 

 

• any period of incapacity requiring absence of more than three 

calendar days from  work, school or other regular daily activities 

that also involves continuing treatment by (or under the supervision 

of) a health care provider; or 

 

• continuing treatment by (or under the supervision of) a health care 

 

 
 

 

 



provider for a chronic or long-term health condition that is incurable 

or so serious that, if not treated, would likely result in a period of 

incapacity of more than three calendar days, and for prenatal care. 

 

“Health care provider” means:  

• doctors of medicine or osteopathy authorized to practice medicine 

or surgery by the state in which the doctor practices; or 

 

• podiatrists, dentists, clinical psychologists, optometrists and 

chiropractors (limited to manual manipulation of the spine to correct 

a subluxation as demonstrated by X-ray to exist) authorized to 

practice, and performing within the scope of their practice, under 

state law; or 

• nurse practitioners and nurse-midwives authorized to practice, and 

performing within the scope of their practice, as defined under state 

law; or 

 

• Christian Science practitioners listed with the First Church of Christ, 

Scientist in Boston, Massachusetts. 

 

Maintenance of Health Benefits 

 A covered employer is required to maintain group health insurance 

 

 
 

 

 



coverage for an employee on FMLA leave whenever such insurance was 

provided before the leave was taken and on the same terms as if the 

employee had continued to work.  If applicable, arrangements will need to 

be made for employees to pay their share of health insurance premiums 

while on leave. 

 In some instances, the employer may recover premiums it paid to 

maintain health coverage for an employee who fails to return to work from 

FMLA leave. 

 

Job Restoration 

Upon return from FMLA leave, an employee must be restored to his or 

her original job, or to an equivalent job with equivalent pay, benefits, and 

other employment terms and conditions. 

In addition, an employee’s use of FMLA leave cannot result in the loss 

of any employment benefit that the employee earned or was entitled to 

before using FMLA leave. 

 Under specified and limited circumstances where restoration to 

employment will cause substantial and grievous economic injury to its 

operations, an employer may refuse to reinstate certain highly-paid “key” 

employees after using FMLA leave during which health coverage was 

maintained.  In order to do so, the employer must: 

• notify the employee of his/her status as a “key” employee in response 

 

 
 

 

 



to the 

      employee’s notice of intent to take FMLA leave; 

 

• notify the employee as soon as the employer decides it will deny job 

restoration and  explain the reasons for this decision; 

  

• offer the employee a reasonable opportunity to return to work from 

FMLA leave after giving this notice; and 

 

• make a final determination as to whether reinstatement will be denied 

at the end of the leave period if the employee then requests 

restoration. 

 

A “key” employee is a salaried “eligible” employee who is among the 

highest paid ten percent of employees within 75 miles of the work site. 

Notice and Certification 

Employees seeking to use FMLA leave may be required to provide: 

 

• 30 day advance notice of the need to take FMLA leave when the 

need is foreseeable; 

 

• medical certifications supporting the need for leave due to a 

 

 
 

 

 



serious health condition affecting the employee or an immediate 

family member; 

 

• second or third medical opinions and periodic recertifications (at 

the employer’s expense); and 

 

• periodic reports during FMLA leave regarding the employee’s 

status and intend to return to work. 

 

 When leave is needed to care for an immediate family member or the 

employee’s own illness, and is for planned medical treatment, the 

employee must try to schedule treatment so as not to unduly disrupt the 

employer’s operation.   

 For additional information on FMLA, contact the office of Career and 

Human Resources.  

 
SHORT-TERM DISABILITY COMPENSATION PLAN 
 
     A short-term Disability Compensation Plan is provided for all full-time 

Western New England College employees.  Full-time administrative 

employees must have been employed for at least six months prior to the 

onset of the disability in order to be eligible for short-term disability 

compensation.  For the purposes of this program, disability is defined as the 

 

 
 

 

 



inability of an employee to perform his/her regular job responsibilities due to 

illness or injury.  In order to qualify for benefits under this plan, an employee 

must make application for benefits and provide adequate medical 

documentation that a condition of disability exists.  The College reserves the 

right to seek an independent medical evaluation (at the College's expense) 

regarding any claimed disability and may require updated medical 

documentation during the course of a disability.  In order to return to work 

following a period of disability, an employee must provide medical 

documentation that he/she is capable of resuming his/her regular duties and 

responsibilities.  

 Members of the Administrative Staff will receive full salary for the first 

26 weeks of disability.  No vacation is accrued by an employee during a 

period of disability absence.  If the period of absence is in effect on July 1, 

any wage increase that the employee may be entitled to will take effect upon 

return to active service. 

GROUP LONG-TERM DISABILITY INCOME INSURANCE  
 

 

 
 

 

 

 This coverage is designed to protect full-time employees and their 

families from loss of income in the event of a prolonged disability.  An 

employee becomes eligible for enrollment in Group Long-term Disability 

Insurance after 26 weeks of continuous full-time employment.  This 

insurance provides a monthly income benefit equal to 60% of an employee's 

base annual salary in the event of total disability and also includes 



provisions for the payment of benefits in the event of a qualifying partial 

disability and a limited continuation-of-benefits provision for the surviving 

spouse of an employee who dies while receiving total disability benefits.  

Benefits under this plan will be offset by any Social Security Disability 

Benefits received. 

 In addition to the monthly cash benefit, the plan provides a Retirement 

Plan contribution waiver that will contribute to the retirement plan of a 

participating employee an amount equal to 10% of the employee' base 

annual pay for an employee receiving total disability benefits. 

      No vacation is accrued by an employee during a period of disability 

absence.  If the period of absence is in effect on July 1, any wage increase 

that the employee may be entitled to will take effect upon return to active 

service. 

 The cost of Group Total Disability Income Insurance will be paid by the 

College, including the waiver benefits available to those participating in both 

the Group Disability and the Retirement program.  Additional information 

about this benefit may be obtained by calling the Office of Career and 

Human Resources.   

 In order to meet the staffing needs of the institution, the College 

reserves the right to permanently fill any or all positions that are vacant 

due to the incumbent being on long-term disability.  Termination under 

these circumstances will not affect the individual's right to continue to 

 

 
 

 

 



receive benefits under the long-term disability plan.  Should the health of 

the individual improve and allow her/him to begin working, she/he will be 

entitled to apply for any vacant position at the College for which she/he is 

qualified. 

 Employees who are on long-term disability for longer than nine 

months will lose eligibility for participation in the College's health insurance 

program as an employee but will be eligible for continued COBRA 

coverage according to federal guidelines.  

 

GROUP HEALTH INSURANCE FOR REGULAR FULL-TIME 
ADMINISTRATIVE STAFF 
 
 All members of the full-time Classified Staff are eligible to participate in the 

Western New England College Employee Health Plans, which are 

administered by Pioneer Management Systems, Inc.  The program is made 

up of a traditional indemnity major medical and hospitalization plan subject 

to deductibles and co-insurance, and a Preferred Provider Organization of 

doctors and medical service providers which may be utilized without the 

payment of deductibles and co-insurance.  The College contributes 75% of 

the assessed premium rate of the plans for either individual or family 

coverage options with the employee paying 25% of the cost through a 

payroll deduction. 

     New full-time employees may enroll in one of the Western New England 

 

 
 

 

 



College Employee Health Plans as of the date of hire.  Continuing 

employees may join a plan at any time only if coverage under another health 

insurance plan is lost.  Employees who have voluntarily left the plan may 

rejoin only during the open enrollment period scheduled once a year in 

advance of the plan’s January 1st anniversary date. Detailed information 

about the current PPO and EPO Plans may be obtained via the Office of 

Career and Human Resources website. Premium rates for the Plans are 

published annually and are distributed to all employees in advance of the 

open enrollment period.  Click here to go to the Pioneer 

Health Group website. 

 

GROUP HEALTH INSURANCE FOR REGULAR PART-TIME 
CLASSIFIED STAFF 
 
    Regular part-time employees whose established average workweek upon 

date of employment is 17 hours or more have the opportunity to participate 

in the group health plans offered by the College. Part-time employees who 

choose to participate in the College health plans are not eligible for College 

premium contributions.  Premium payments will be made through payroll 

deduction.  All other conditions of participation are the same as those for full-

time employees. Click here to go to the Pioneer Health 

Group website. Detailed information about the current PPO and EPO 

Plans may be obtained via the Office of Career and Human Resources 
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website. 

 

GROUP LIFE INSURANCE 
 
     After three months of continuous employment the College will provide 

each regular full-time employee with a life insurance policy for an amount 

equal to two times the employee's annual salary, with a maximum of 

$300,000. The policy also provides additional benefits for accidental death or 

dismemberment. The full premium for Group Life Insurance is paid by the 

College. In the event that the basic benefit would exceed $50,000.00, the 

cost of providing insurance in excess of $50,000.00 is taxable to the 

employee according to the schedule established by the IRS.  Employees 

wishing to do so may waive Life Insurance benefits in excess of $50,000.00. 

 An employee retiring after 20 years or more of continuous full-time 

employment and who is insured under the group policy immediately 

preceding retirement, will be provided with a $10,000.00 Life Insurance 

policy paid for by the College. Detailed information about this Plan and the 

waiver provision may be obtained from the Office of Career and Human 

Resources. 

 

LONG-TERM CARE INSURANCE 
  
 Effective July 1, 2000, the College will provide each full-time employee 

 

 
 

 

 



with a Long-term Care insurance policy fully paid for by the College.  The 

program will also allow employees to purchase increased levels of 

coverage and benefits, and/or purchase coverage for family members, at 

their own expense through payroll deduction. 

      

RETIREMENT PLAN 
 
     The College's Retirement Plan is carried by TIAA/CREF (Teachers 

Insurance and Annuity Association of America/College Retirement Equities 

Fund). The College will make contributions to the Retirement Plan for those 

employees who have been employed by the College for a year and worked 

at least 1,000 hours in that time. New employees who do not qualify for 

immediate College contributions may enroll and make contributions to the 

Plan with their own money.  For these employees, the College contributions 

will not begin until one year of service has been completed.  Eligible 

employees who elect not to participate at the time they become eligible may 

join the first of the month following the month in which they request to join 

and only if all the proper forms are completed prior to the first of the following 

month.  No institutional contributions can be made on behalf of an employee 

until formal application has been made through the Office of Career and 

Human Resources.  Retroactive institutional contributions will not be made. 

 

 
 

 

 

     This annuity plan is designed to supplement Social Security benefits, 

thereby providing a reasonably adequate assured income after retirement.  



Click here to go to the TIAA/CREF website.  For resources 

and events on campus related to retirement planning, visit our Work & 

Family web page.  

 

Retirement Age 

     The normal retirement age under the Retirement Plan is age 65.  This 

provision notwithstanding, the College will continue its contributions to the 

Retirement Plans of participating employees so long as they are employed 

by the College. 

 

 

Contributions 

     Currently, the College contributes an initial four percent of base annual 

salary, exclusive of any additional compensation, and provides an additional 

contribution equal to a participating employee's contribution up to a 

maximum of five percent of base annual compensation.  Premiums may be 

allocated between TIAA and CREF in any combination elected by the 

participant. 

     Additional detailed information, enrollment applications and copies of the 

College's Pension Plan Resolution may be obtained at the Office of Career 

and Human Resources.   
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TRAVEL ACCIDENT INSURANCE 
 
     All regular full-time administrative employees are covered by a Travel 

Accident insurance policy for employees traveling on approved, official 

College business.  The terms of this policy will provide a death benefit of six 

times the annual salary of any employee. 

 

TUITION REMISSION 
 
Western New England College Tuition Remission Benefit 

Full-time Staff 
 

Full-time employees of the College may take credit courses at the 

College at the undergraduate or graduate levels without payment of tuition 

or academic fees upon completion of a three (3)-month waiting period.  In 

order to be eligible for tuition remission in a given semester, the waiting 

period must be completed by the last day to add course without 

instructor's permission.  Employees wishing to take classes that meet 

during their regularly scheduled work hours must obtain the permission of 

their supervisors and have their work schedules adjusted accordingly. 

 

Part-time Staff 

Regular part-time employees (not temporary employees) may take one 

for-credit course per semester without payment of tuition or academic fees 

 

 
 

 

 



upon completion of a three (3)-month waiting period.  In order to be 

eligible for tuition remission in a given semester, the waiting period must 

be completed by the last day to register for classes for that semester. 

Regular part-time employees (not temporary employees), who have 

completed at least five (5) years of employment with the College may take 

two courses per semester.  Prior years' service to the College will be 

counted toward five (5) year prerequisite for the two course tuition 

remission benefit. 

The five (5) years of service must be completed on or before the last 

day to register for classes in any given semester in order for the employee 

to receive the two-course tuition remission benefit in that semester.  

Tuition remission for part-time employees is for the employee her/himself 

and cannot be used for courses taken by an employee's spouse or 

dependents. 

Employees wishing to take classes that meet during their regularly 

scheduled work hours must obtain the permission of their supervisors and 

have their work schedules adjusted accordingly.  Current employees who 

were hired on or before June 1, 1997, have already satisfied this waiting 

period.  This benefit does not apply to a part-time employee’s spouse or 

dependents. 

In order to take advantage of the tuition remission benefit, a part-time 

employee must complete and return to the Office of Career and Human 

 

 
 

 

 



Resources a Tuition Remission Form for each fiscal year beginning on 

July 1.  For part-time employees, one Tuition Remission Form will cover 

the entire year. Tuition Remission Forms cannot be submitted for courses 

already completed. 

 

Retirees 
 

Retired employees who have served the College on a full-time basis 

for at least ten (10) years may take credit courses at the College at the 

undergraduate or graduate levels with remission of tuition and academic 

fees. 

 

Spouses and Dependents 
 

 Following the completion of a three-month waiting period, spouses and 

dependent children of a full-time employee of the College may receive, if 

eligible to attend, remission of tuition and academic fees sufficient to earn 

one degree, either undergraduate or graduate.  For the purposes of this 

benefit, a dependent child is any child born to an employee, legally 

adopted by an employee, or for whom legal guardianship can be 

documented.  To be eligible for this benefit, however, a dependent child 

must enroll in a program of undergraduate study prior to her/his 23rd 

birthday, or graduate study prior to her/his 25th birthday. 

Remission of tuition and academic fees will be extended to the spouse 

 

 
 

 

 



and dependent children of a full-time employee who has served the 

College on a full-time basis for at least five (5) years and who becomes 

disabled or dies while in active service so long as the child is a dependent 

of the employee at the time of death or disability.  The dependent children 

of a retired employee who has served the College on a full-time basis for 

at least ten (10) years will be accorded the same privilege.  To be eligible 

for this benefit, however, the child of a deceased, disabled, or retired 

employee must enroll in a program of undergraduate study prior to her/his 

23rd birthday, or graduate study prior to her/his 25th birthday. 

 

Terms and Conditions 
 

By law, the value of graduate tuition remission for spouses and 

dependent children is considered taxable income to the employee and is 

subject to Federal Income and Social Security taxes.  The value of 

graduate tuition remission for employees is also considered taxable 

income unless the course of study is certified by the employee’s 

supervisor as necessary for the employee to remain up-to-date in her/his 

current occupation. 

A tuition Remission Form for each person enrolled must be completed 

for each fiscal year, which runs from July 1 through June 30.  Tuition 

Remission Forms are available in the Office of Career and Human 

Resources. 

 

 
 

 

 



The Weekend MBA Program is excluded from the credit programs 

which are available through this benefit. 

PROFESSIONAL DEVELOPMENT 
 

 For members of the administration who pursue courses leading to 

an advanced degree, or who engage in post-doctoral courses, the College 

will reimburse costs of tuition and academic fees up to an amount no 

greater than 2/3 of the per credit hour tuition for graduate courses at 

Western New England College for such total semester hours as approved 

by the appropriate Present's Staff member and the President.  The 

College does not expect that full-time employees will be full-time students 

simultaneously. 

 All courses must be approved in writing by the appropriate 

President's Staff member and the President in advance of the actual 

course meetings. 

 All reimbursements for courses will be made when grades have 

been submitted to the appropriate President's Staff member and approved 

by him/her for payment. 

 In all graduate courses paid for by the College taken at other 

institutions, reimbursement will not be given unless the individual achieves 

a minimum grade of "B" (or equivalent) in the course undertaken. 

 

 
 

 

 

 Administrative members earning a new degree while at the College 

are required to submit to the President's Office an official transcript for the 



new degree upon completion. 

 

TUITION EXCHANGE PROGRAM 
 

The Tuition Exchange (TE) provides a national scholarship exchange 

program for dependent children of full-time faculty and staff among its 

members of approximately 400 U.S. colleges and universities. 

Colleges and universities participating in this program have agreed to 

remit tuition for participants from other member institutions.  Some partner 

institutions also remit room and board.  Partner institutions remit at least 

up to the level determined yearly by Tuition Exchange (80th percentile of 

tuition of member institutions).  The primary obligation of a member 

institution is to maintain a balanced exchange pattern, a reasonable match 

between student “exports” and student “import”.  A member institution may 

import as many as it wishes.  It may not, however, export more than it 

imports.  Institutions with many applicants may limit the number of TE 

Scholarships they award. 

All students must seek admission to the partner institution which 

determines admission and admission procedures. 

The following Guidelines are applicable to Western New England 

College employees who participate in the program. 

 

Definitions: 

 

 
 

 

 



1. Eligible Employee: Any current Western England College full-time 

faculty or staff, who has completed at least one (1) calendar year of 

full-time service at Western New England College as of September 1, 

of the current academic year. 

 

2. Dependent Child: Any child born to an employee, legally adopted by 

an employee, or for whom legal guardianship can be documented.  

To be eligible for this benefit, however, a dependent child must enroll 

in a program of undergraduate study prior to her/his 23rd birthday. 

 

3. Applicant:  The dependent child of an eligible employee who has 

applied for full-time, undergraduate study to a college or university 

that participates in the Tuition Exchange (TE) program.  Scholarships 

are not granted for graduate study, non-degree study, or second 

undergraduate degrees. 

 

4. Maximum Scholarship: TE scholarships will not exceed a maximum 

of four year (8 semester tuition remission “units” or  “slots”) per 

eligible employee.  The eight units may be divided among dependent 

children of an eligible employee, but a TE scholarship will be awarded 

to only one child of an eligible employee at a time, and each child 

must undertake the eligibility and application process. 

 

 
 

 

 



 

5. Tuition Exchange Liaison Officer: Gregory C. Michael, Director of 

Career and Human Resources. 

 

Procedures 

1. By November 1 of the current academic year, dependent children of 

Western New England College faculty and staff who are seeking 

admission to a partner institution will notify the TE Liaison Officer of 

intent to apply for a TE scholarship by completing an Eligibility Form 

available from the Career and Human Resources Office and returning 

it to the Tuition Exchange Liaison Officer. 

 

2. The TE Liaison Officer will verify the eligibility and seniority of the 

employee/ parent. 

 

3. By December 1 of each academic year, Western New England 

College will be given the number of TE “units” available for the 

upcoming academic year. The number of available “units” or “slots” 

will be determined by the current number of Western New England 

College “imports” and “exports”; correspondingly, these will vary from 

year to year.  Slots will be assigned to applicants.  These will 

correspond to the number of scholarships available. 

 

 
 

 

 



 

a. If the number of applicants is equal to the number of TE 

scholarships available, each applicant will be given the 

opportunity to apply for a TE scholarship. 

 

b. If the number of applicants exceeds the number of TE 

scholarships, candidates will be selected on the following 

priority ranking: 

 

(i) First priority will be given to students who are already 

enrolled in a member institution, and who are holding a 

TE scholarship. The student must also be in fair 

academic standing (a GPA of at least 2.0 on a 4.0 

scale). 

 

(ii) Second priority will be given to applicants based on the 

employment seniority of the parent.  Seniority is based 

on years of full-time service at Western New England 

College. 

 

 (iii) Among applicants whose parents have the same years 

of seniority, priority will be determined by financial need 

 

 
 

 

 



as measured by the Parents’ Confidential Statement. 

 

   (jv) Last priority will be given to students with siblings who 

have  already received a TE scholarship for two years. 

 

c. Applicants who are not selected as TE recipients will be 

placed on a waiting list as alternates for the upcoming 

academic year in accordance with the priority ranking in item 

b. above. 

 

d. In the event that a TE recipient chooses to attend a non-TE 

institution or otherwise forfeits the right to receive a TE 

scholarship, alternates will be reconsidered for any available 

slots. 

 

 e. Alternates who are not selected may reapply for a TE 

scholarship for the following academic year in accordance with 

the priority ranking described in item b. above. 

 

5. The TE Liaison Officer certifies the eligibility of selected applicants to 

apply for a TE scholarship.  The selected applicants will complete an 

“Application/Certification for Tuition Exchange Scholarship” which is 

 

 
 

 

 



available from the Career and Human Resources Office and, upon 

completion, return it to the TE Liaison Officer.  Failure to return this 

form in a timely fashion may result in forfeiture of application. 

 

6. Selected applicants must accept the TE scholarship award in writing 

by May 1, for the upcoming academic year and notify the TE Liaison 

Officer of the decision to enroll in a TE member institution.  Applicants 

who do not meet this requirement will forfeit their awards to alternates 

on the waiting list. 

 

7. Students will ordinarily be able to remain in the program for four 

years, but continued participation depends upon yearly certification of 

eligibility, the student’s adequate academic standing at the host institution, 

and Western New England College’s ability to attract sufficient “imports” to 

offset or balance its “exports”.  Accordingly, renewal forms must be 

completed and processed in a timely manner every year. 

 

8. Eligibility to apply for a TE scholarship is determined by Western New 

England College. However, TE scholarships are granted by the host 

institution.  Western New England College cannot guarantee that any 

applicant, no matter how well qualified, will receive a TE scholarship 

from the host institution, which may choose to restrict its imports if 

 

 
 

 

 



their number exceeds exports. 

 

9. Continued participation in the program is contingent upon maintaining 

a GPA of at least 2.0 on a 4.0 scale.  Each recipient who is awarded 

a TE scholarship must submit a transcript to the TE Liaison Officer 

within one month after the end of each academic year. 

 

10. If a TE recipient takes a leave of absence or withdraws from school, 

the student must notify the TE Liaison Officer at both Western New 

England College and the host institution immediately. 

 

11. Western New England College reserves the right to modify these 

Guidelines to insure an appropriate balance between “import” and  

“export” students. 

     Click here to go to the Tuition Exchange website. 

 

 
COUNCIL OF INDEPENDENT COLLEGES TUITION EXCHANGE 
PROGRAM 
  

 

 
 

 

 

 The Council of Independent Colleges Tuition Exchange Program (CIC-

TEP) covers 231 colleges and universities and the list of participants is 

largely a different list of schools than those participating in the Tuition 

Exchange Inc. (TE) program. 

http://www.info@tuitionexchange.org/


 The CIC-TEP program is available to all full-time employees of the 

College and, unlike the TE program, may be used for spouses as well as 

dependent children.  The CIC-TEP program requires that the value of 

scholarships be equal to the full tuition of the importing institution. 

Unlike the TE program, the CIC-TEP program does not require that 

schools maintain a balance between import and export scholarships.  This 

means that we do not have to limit the number of export scholarships that 

we grant to College employees.  However, importing schools are only 

required to grant 3 new import scholarships per year.  Therefore, receiving 

an import scholarship under CIC-TEP can be quite competitive. 

There are no guarantees that any eligible employee will receive a 

scholarship under either the TE or CIC-TEP programs but both of these 

plans provide opportunities that should be investigated.  Information about 

both the TE and CIC-TEP programs, including a list of participating 

schools and eligibility requirements, is available in the Office of Career 

and Human Resources.  If you have any questions regarding this new 

opportunity, contact the Office of Career and Human Resources.   Click 

here to go to the Council of Independent Colleges 

website. 

 

COOPERATING COLLEGES OF GREATER SPRINGIELD (CCGS) 
TUITION EXCHANGE 

 

 
 

 

 

 

http://www.cic.edu/
http://www.cic.edu/
http://www.cic.edu/


 Terms and conditions of the tuition exchange program between the 

private college members of the CCGS are currently under review by the 

presidents of the participating schools. 

 

PROFESSIONAL DEVELOPMENT  

 For members of the Administrative Staff who pursue courses leading to 

an advanced degree, or courses that are necessary to maintain 

professional competence, or who engage in post-doctoral study, the 

College will reimburse the costs of tuition and academic fees up to an 

amount no greater than 2/3 of the per credit hour tuition for graduate 

courses at Western New England College for such total semester hours 

as approved by the appropriate Senior Staff member.  The college does 

not expect that full-time employees will be full-time students 

simultaneously. 

 All courses must be approved in writing by the appropriate Senior Staff 

member in advance of the actual course meetings.  Professional 

development approval/reimbursement forms are available in the Office of 

Career and Human Resources. 

 All reimbursements for professional development will be made when 

grades have been submitted to the appropriate member of the Senior Staff 

and have been approved for payment.  In all graduate courses paid for by 

the College taken at other institutions, reimbursement will not be approved 

 

 
 

 

 



unless the employee achieves a minimum grade of "B" (or equivalent). 

 Members of the Administrative Staff earning a new degree while at the 

College are required to submit an official transcript for the new degree for 

inclusions in the employee's personnel record.  

WORK AND FAMILY RESOURCES 
 
 The Office of Career and Human Resources provides a Work and 

Family Resource program, which is designed to provide employees with 

information on topics such as elder care, child care, retirement and 

financial management, and health and stress.   

Services and Events 

• Child care partnership with Springfield Day Nursery, the oldest and 

largest provider of child care in Western Massachusetts.  Includes 

infant, toddler, preschool, kindergarten, and before/after school care 

programs.  WNEC employees get a 5% discount (this discount cannot 

be combined with any other subsidy).  For more information, contact 

Sharon Mangieri at smangier@wnec.edu or x1204. 

• "Lunch and Learn" programs featuring guest speakers 

• Support Groups 

• Summer Camp Day 

• Videotapes 

• Websites of Interest 

 

 
 

 

 



• Literature 

 

Accommodations for Nursing Mothers 
 

Today, many new mothers return to the workplace shortly after their 

babies' births, but still wish to nurse their babies when they go home. 

Medical studies have shown that nursing newborns is advantageous to 

both mother and child.  Statistics have shown that employers benefit as 

well.  Children who have been nursed tend to be healthier, thus improving 

the employee's overall attendance and boosting the retention of these 

employees. 

While some new mothers who return to work have the privacy of an 

enclosed office area, others do not. Mothers who anticipate needing a 

suitable accommodation should:  

•  Ask their manager to look into setting up a suitable location in their 
area, or 
 

• Contact Career & Human Resources, which will work with Facilities to 

find a private location. 

 
This request should be made at least a month before returning to work. 
 

   For additional information on Work and Family Programs, call Sharon 

Mangieri, Human Resources Administrator, at 782-1204, or send an e-mail 

to smangier@wnec.edu. 

 

 
 

 

 



 

COLLEGE BOOKSTORE DISCOUNT 
 
     All regular administrative employees will be allowed a ten-percent cash 

discount on certain items purchased through the College Bookstore.  A valid 

College employee identification card must be presented at the time of 

purchase in order to receive the discount. 

 

VOLUNTARY INSURANCE PROGRAM 
 
     As a convenience to its regular full and part-time employees, the College 

offers an opportunity for car, homeowners/tenants, and additional life 

insurance to be purchased on a payroll-deduction basis.  For more 

information, contact the Office of Career and Human Resources. 

 

 COMPUTER FINANCE PROGRAM 
 
  All regular full-time employees are eligible to purchase a computer 

through the College's Computer Finance Program.   The following terms and 

conditions apply: 

 
• Participants must be a full-time permanent employee who has 

completed the College’s (90) ninety-day probationary period. 

 

 

 
 

 

 



• Employees can borrow no more than $3,000 to be used for the sole 

purpose of purchasing a home computer and associated peripheral 

equipment.   Peripheral equipment is defined as other hardware or 

software items and does not include any furniture, cabinets, stands, or 

gaming items, (i.e. foot pedals, steering wheels etc…).  Only one CPU 

can be financed at a time, if the a new computer is being requested 

before the previous one is paid for the previous lease may be paid off 

and a new lease to finance the new equipment created.  The maximum 

length of time the lease period can be, can not exceed 24. 

 

• The employee owns the computer equipment purchased and must sign 

a promissory note with the College.   The employee agrees to repay 

the interest free loan over a specified period of time no greater than 

two years. 

 

• The employee agrees to repay the loan through payroll deduction, but 

will not be penalized for paying the balance in full at any time. 

 

• The employee is responsible for all aspects of the purchasing process 

and may choose any brand(s) they desire.   

 

 

 
 

 

 



• The employee must submit a copy of the invoice and receipts along 

with a completed computer finance form (copy attached) to the 

Controller’s Office for reimbursement.  

 

• Should the employee be terminated or separate from service for any 

reason, the employee is responsible for payment in full on the 

remaining balance of the loan at the time of termination. 

 

EMPLOYEE WELLNESS PROGRAM 
 
 Employees and their families have free access to the College's state-

of-the-art  Alumni Healthful Living Center.  The AHLC has a basketball 

court, 8-lane swimming pool, indoor track, wrestling room, weight room, 

racquet courts, aerobics/dance studio, and a multipurpose fieldhouse.   

There is also an Employee Wellness Program with incentives for 

participation. 
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