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FORWARD 
 

The purpose of this updated Personnel Policies Handbook is to provide general information concerning the 
employment policies and procedures at Bethune-Cookman University.  The employment practices 
summarized in this handbook are in compliance with the State and Federal Fair Labor Standards Act 
applicable to all University employees, including faculty, unless otherwise indicated. 
 
All Employees of Bethune-Cookman University, except for faculty/staff who are on term contracts or who 
are tenured, are employed at will.  At will employees may terminate their employment at any time and for 
any reason, and the University may likewise terminate their employment at any time and for any reason. 
 
This document replaces all previous editions.  The University reserves the right to add, delete, amend, or 
otherwise modify the policies, procedures and benefits outlined herein as deemed advisable, at the 
UniversityÕs sole discretion, for business or academic reasons.  The contents of this manual do not constitute 
the terms of a contract of employment if you are an at will employee. 
 
 
 

Office of Human Resources Management 
 
 



 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

EMPLOYMENT RECEIPT AND ACKNOWLEDGEMENT  
 
I hereby acknowledge that I have received a copy of the Bethune-Cookman UniversityÕs Personnel Policies 
Handbook.  I understand that it is my obligation to read and familiarize myself with the policies and 
procedures contained therein.  I further understand that should I have any questions regarding these matters, I 
should bring those questions to the attention of the Director for the Office of Human Resources 
Management.  If I have problems with my employment, I should utilize the grievance procedures contained 
herein. 
 
I understand and acknowledge that the Personnel Policies Handbook is not a contract of employment, nor 
shall it be constructed as any such contract.  I acknowledge that I have not been employed for any specified 
length of time, and that I am employed at the will of the University.  (Tenure faculty, please reference the 
Faculty Handbook). Accordingly, either the University or I can terminate the employment relationship at 
will, with or without cause, at any time, so long as doing so does not violate applicable state or federal law. 
 
Because the information, policies and benefits described in the Personnel Policies Handbook are necessarily 
subject to review and change from time to time, I acknowledge that revisions to the Handbook may occur, 
except to the UniversityÕs Policy of Employment at Will.  I understand that revised policies, procedures, or 
benefits, may supersede, modify, or eliminate those currently in place. 
 
I understand that once I have signed this statement acknowledging that I have received the Personnel Policy 
Handbook, this statement will be placed in my employment file. 
 
DATED this ________day of ________________________,  2________ 
 
 
EmployeeÕs Signature 
 
 
 
EmployeeÕs Printed Name 
 
 

Revised 08/01/2006 (replaces all previous editions) 
 
 
 
 
 
 
 
 
 



 

HISTORY of the UNIVERSITY  
 

The year was 1904 when a very determined young black woman, Mary McLeod Bethune, opened the 
Daytona Educational and Industrial Training School for Negro Girls.  The school underwent several stages 
of growth and development through the years. In 1923, it became a co-ed high school as a result of a merger 
with Cookman Institute of Jacksonville, Florida.  A year later, the school became affiliated with the United 
Methodist Church, evolved into a junior college by 1931 and became known as Bethune-Cookman College. 

 
In 1941, the Florida State Department of Education approved a four-year baccalaureate program offering 
liberal arts and teacher education.  Mrs. Bethune retired in 1942 at which time James E. Colston became 
president until 1946 when Mrs. Bethune resumed the presidency for a year. 
 
Richard V. Moore, Sr. became president in 1947.  Under his tenure the College was accredited by the 
Southern Association of Colleges and Schools (SACS) in 1960; and joined the United Negro College Fund 
and other academic and professional organizations.  The curriculum expanded; student enrollment increased 
and new buildings were constructed for residential housing and classrooms. 
 
Oswald P. Bronson, Sr., Ph.D., an alumnus of the College, served as the fourth president of the college from 
1975 to 2004.  During his tenure, increased student enrollment led to continuous development and expansion 
of the college. A rapidly increasing student enrollment led to construction of more student housing and 
classroom buildings.  Major fields of study increased from 12 in 1974 to 37 by 2003.  In addition, seven 
continuing education centers for students began operating throughout the state.  While maintaining 
accreditation by SACS, Florida State Board of Education, and the University Senate of the United Methodist 
Church Board of Higher Education, the college added new accreditations in the Nursing and the Teacher 
Education programs.  
 
Trudie Kibbe Reed, Ed.D, was appointed to the presidency in August, 2004 by the Board of Trustees.  Dr. 
Reed is the first woman to serve in this capacity since Dr. Bethune, the college founder.  Under the 
leadership of Dr. Reed, the International Institution for Civic Participation and Social Responsibility was 
launched in January 2005 as a way to enlarge student learning about citizenship and leadership development.  
This new foci, successfully infusing values with critical reflection about individual and collective 
responsibility toward respecting and honoring differences and diversity of thought, has been integrated 
throughout campus life, even within new housing developments that empower decision making through team 
efforts and leadership.  In 2006, the Freshmen College Experience was initiated.  
 
Since 1943, the University has graduated more than 13,000 students. In the fall of 2006, Bethune-Cookman 
launched its first graduate program. The institution now offers an accredited Master of Science Degree in 
Transformative Leadership. As of February 14, 2007, the name of the institution was officially changed to 
Bethune-Cookman University. In the fall of 2007 a 65,000 square foot facility for the School of Nursing and 
two scholarship houses were built. It is a GREAT time to be at BETHUNE-COOKMAN UNIVERSITY.  
 

 
 
 
 
 
 
 



 

UNIVERSITY MISSION  
 
Founded by Dr. Mary McLeod in 1904, Bethune-Cookman University is a historically Black, United 
Methodist Church-related University offering baccalaureate and masterÕs degrees The mission is to 
serve in the Christian tradition the diverse educational, social and cultural needs of its students and to 
develop in them the desire and capacity for continuous intellectual and professional growth, leadership and 
service to others. The University has deep roots in the history of America and continues to provide services 
to the broader community through a focus on service, learning, and civic engagement.  
 
Bethune-Cookman University accomplishes its mission by providing quality instruction in an intellectually 
stimulating environment that nurtures the mind (intellect), the heart (transformative leadership) and the head 
(service learning) according to our founderÕs motto and the institutionÕs seal.  
 
Approved by the Board of Trustees, March 2008. 
  

  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

STATEMENT ON ETHICS AND PROFESSIONALISM  
 
Bethune-Cookman University seeks to employ individuals who are honorable, democratic citizens capable of 
making worthwhile contributions to the institution.  The University expects its employees to uphold the 
highest moral and professional ethical standards by practicing honesty, tolerance, and genuine sincerity in all 
phases of human relations.  The University strives to inspire within each employee the value of human worth 
and to show justice, compassion, and equality toward all. 
 
The University further believes that commitment, perseverance, and high regard for the value and quality of 
work should be demonstrated with pride as tasks are completed with accuracy and timeliness.  Employees 
are expected to show work efficiency, competence, and excellence in performing their daily duties and 
responsibilities through work knowledge and expertise, verbal and written communication skills, courteous 
and pleasant mannerism, confidence and self-esteem. 
 
The University also affirms that employees are held accountable for their behavior and should respect the 
environment Ð including the UniversityÕs property, grounds, and buildings. 



 

TABLE OF CONTENTS 
 

FORWARD.........................................................................................................................ii  

EMPLOYMENT RECEIPT A ND ACKNOWLEDGEMENT ....................................iv 

HISTORY OF THE UNIVERSITY..................................Error! Bookmark not defined.  

UNIVERSITY  MISSION................................................Error! Bookmark not defined.  

STATEMENT ON ETHICS AND PROFESSIONALISM .........................................vii  

SECTION I ......................................................................................................................11 

GENERAL POLICIES ...................................................................................................11 

EQUAL EMPLOYMENT  & AMERICAN DISABILITIES ACT (ADA) .................11 

SEXUAL HARASSMENT ..............................................................................................12 
HARASSMENT AND DISCRIMINATION .................................................................15 
THE POLICY ON DRUG -FREE ..................................................................................17 
CONFLICT OF INTEREST  POLICY ..........................................................................17 
ACADEMIC/RESEARCH HO NESTY POLICY ........................................................17 
POLITICAL NEUTRALITY .........................................................................................17 
NO SMOKING ................................................................................................................17 
ACADEMIC CALENDAR .............................................................................................17 
ATTENDANCE ...............................................................................................................18 
PLANNING AND BUDGET ..........................................................................................18 
PURCHASING ................................................................................................................18 
FACULTY/STAFF ANNUAL  FUND............................................................................18 
IDENTIFICATION .........................................................................................................18 
SOLICITATION OF FUNDS ........................................................................................19 
CAMPUS SOLICITATION ...........................................................................................19 
USE OF UNIVERSITY  NAME, STATIONERY, A ND SEAL...................................19 
STATEMENT OF ACADEMI C FREEDOM ..............................................................19 
ANTI -NOISE POLICY ...................................................................................................19 
TECHNOLOGICAL RESOUR CES USAGE POLICY..............................................20 

SECTION II 3230.............................................................................................................22 

ACQUIRING PERSONNEL APPOINTMENTS .........................................................22 

HIRING FROM WITHIN ..............................................................................................22 
PURPOSE OF EMPLOYMENT OF RELATIVES POLIC Y ....................................22 
OUTSIDE SEARCH FOR PERSONNEL ....................................................................23 
ALIEN EMPLOYMENT ................................................................................................24 
HIRING GUIDELINES/ INTERVIEW .........................................................................24 
ACCESS AND MAINTENAN CE OF PERSONNEL..................................................25 
APPOINTING/TERMINATI NG AUTHORITY .........................................................27 
INTRODUCTORY EMPLOYEE STATUS .................................................................27 
TEMPORARY EMPLOYEES .......................................................................................27 
RELEASED TIME ..........................................................................................................27 



 

TIME AND EFFORT .....................................................................................................28 
SALARY ...........................................................................................................................28 
PROMOTION .................................................................................................................28 
ACADEM IC TENURE ...................................................................................................28 

SECTION III ...................................................................................................................29 

NORMAL WORK SCHEDULE ....................................................................................29 
OVERTIME .....................................................................................................................29 
DUAL EMPLOYMENT .................................................................................................30 

SECTION IV ....................................................................................................................32 

MEDICAL INSURANCE PL AN ...................................................................................32 
RETIREMENT  PLAN ....................................................................................................32 
IDENTIFICATION .........................................................................................................32 
BOOKSTORE DISCOUNT ...........................................................................................32 
DISCOUNT CARDS.......................................................................................................33 
CREDIT UNIONS ...........................................................................................................33 
ON CAMPUS PARKING ...............................................................................................33 
PAID HOLIDAY .............................................................................................................33 
ANNUAL LEAVE ...........................................................................................................34 
PERSONAL LEAVE ......................................................................................................35 
SICK LEAVE ..................................................................................................................35 
BEREAVEMENT ............................................................................................................35 
WORKERS COMPENSATION ....................................................................................36 
SABBATICAL LEAVE ..................................................................................................48 
EDUCATIONAL LEAVE ..............................................................................................48 
MILITARY ......................................................................................................................48 
ADMINISTRATIVE/PROFE SSIONAL PERMITS ....................................................51 
ABANDONMENT OF POSIT ION ................................................................................51 
OFF-CAMPUS ACADEMIC ENHANCEMENT PLAN ............................................53 

SECTION V .....................................................................................................................54 

UNIVERSITY  RESOURCES........................................................................................54 

ADMINISTRATIVE OFFIC ES.....................................................................................54 
CALENDAR OF EVENTS A ND CONFERENCES....................................................54 
BUILDING USE ..............................................................................................................54 
NEWS AND PUBLIC INFO RMATION .......................................................................54 
MAIL ................................................................................................................................54 
TRAVEL ..........................................................................................................................55 
OFF-CAMPUS TRIPS WIT H STUDENTS.................................................................55 
TELEPHONE ..................................................................................................................56 
FAX MACHINES ............................................................................................................56 
PHOTOCOPYING ..........................................................................................................56 
SAFETY AND SECURITY ............................................................................................56 
CAMPUS LIBRARY ......................................................................................................56 
CENTER FOR INFORMATI ON TECHNOLOGY ....................................................56 



 

STUDENT HEALTH SERVI CES.................................................................................57 
PHYSICAL PLANT DEPAR TMENT ..........................................................................57 

SECTION VI ....................................................................................................................58 

EMPLOYEE PERFORMANCE ....................................................................................58 

THE EVALUATION ......................................................................................................58 
EMPLOYEE REGULATIONS  AND DISCIPLINARY PR OCEDURES.................59 

SECTION VII ..................................................................................................................67 

TERMINATION OF EMPLOYMENT ........................................................................67 

EXPIRATION OF TERM ..............................................................................................67 
RELEASE ........................................................................................................................67 
RESIGNATION ...............................................................................................................67 
RETIREMENT ................................................................................................................68 
DISCHARGE FOR CAUSE (TERMINATION) ..........................................................68 

SECTION VII ..................................................................................................................69 

GLOSSARY.....................................................................................................................69 

INDEX ..............................................................................................................................78 

 

 
 

 
 
 
 



 

SECTION I  

GENERAL POLICIES  
 
Policies are established courses of actions to be followed in recurring situations in day-to-
day operations. 
 
All persons employed by Bethune-Cookman University, including administrators, 
faculty, staff, or any other persons, whether full-time or part-time, adjunct, substitute, 
visiting, permanent, temporary, or other, foreign or domestic are expected to be law 
abiding, to comply with all local, state and national laws and to comply with all 
regulations, policies, memoranda, letters, verbal directives or instructions, 
announcements, manuals, handbooks, bulletins, and other directives pertaining to their 
duties with Bethune-Cookman University. 
 
The President is responsible to the Board of Trustees for the administration of the 
University. The Executive Vice President for Fiscal Affairs and Administration/Vice 
President for Academic Affairs, Vice President for Student Affairs, Vice President for 
Institutional Advancement, the Director of Title III/Coordinator of Sponsored 
Events/Dean of Institute of Civic Engagement, and Special Assistant to the President 
shall be responsible to the President for the administration of policies and regulations 
pertinent to their prescribed areas of responsibility. 
 
Equal Employment Opportunity  
 
Bethune-Cookman University is committed to the principles of equal employment 
opportunity in all phases of the employment relationship including advertising, hiring, 
compensation and other terms and conditions of employment without regard to race, 
color, religion, sex, national origin, age, disability, veteranÕs status, or marital status. The 
University is also committed to the principles of non-discrimination in its educational 
programs and activities. No persons shall, on the grounds of race, color, religion, national 
origin, marital status, age, disability or sex, be excluded from participation in, be denied 
the benefits of, or be otherwise subjected to discrimination in any program or activity of 
the University. Any employee who has a complaint regarding the UniversityÕs 
compliance with these standards should follow the grievance procedure contained in this 
handbook; students who have complaints regarding the UniversityÕs compliance with 
these standards should follow the procedures outlined in the Student Handbook. For 
additional information on non-discrimination policies and procedures, contact the 
UniversityÕs EEO Officer and Coordinator of Title IX and Section 504, at (386) 481-
2041. 
 
American with Disabilities Act (ADA) 
 
It is the policy of Bethune-Cookman University to comply with all relevant and 
applicable provisions of the Americans with Disabilities Act ("ADA").  The University 
will not discriminate against any qualified employee or job applicant with respect to any 



 

of the terms, privileges, or conditions of employment because of that person's disability.  
The University will make reasonable accommodation for its employees or job applicants 
with disabilities, provided that the individual is otherwise qualified to safely perform the 
duties and assignments related to the job, and further provided that any such 
accommodations do not cause the University significant undue hardship. 
 
The University's nondiscrimination policy applies to all personnel and employment 
practices, including hiring, promotion, transfer, recruitment, job application procedures, 
layoff, termination, compensation, educational programs, and University-sponsored 
recreational and social activities. 
 
The University will maintain all information it receives from employees or applicants 
regarding disabilities confidential, except that: 
 

a. Appropriate supervisors and managers may be informed regarding work 
restrictions of disabled employees and any accommodations the University 
may have made;  

 
b. If the condition may require emergency treatment, first aid and safety 

personnel may be informed;  
 
c. Government officials investigating compliance with federal law may be 

informed; 
 
d. Information may be disclosed consistent with applicable workers' 

compensation laws; and 
 
e. Information may be disclosed or utilized for insurance purposes. 

 
All employees with responsibilities which may require knowledge of the disability of a 
given employee or applicant are to maintain such knowledge as confidential information. 
 
SEXUAL HARASSMENT  

A.  Statement of Policy 
Bethune-Cookman University is committed to maintaining an educational and working 
environment free from unlawful sexual harassment.  Sexual harassment by any employee 
or student is prohibited and will not be tolerated.  Persons violating this policy will be 
subject to disciplinary action which may include, but not limited to, written warning, 
demotion, transfer, suspension, expulsion, dismissal, or termination. 
 
No employee or student shall unlawfully sexually harass another employee or student, 
nor shall any employee or student sexually harass any person with whom they have 
contact in connection with their employment or academic pursuits.  No employee or 
student shall threaten another current or prospective employee or student by stating, 
suggesting or otherwise indicating that said individualÕs refusal to submit to sexual 



 

advances will result in adverse job or academic action.  No employee or student shall 
promise a current or prospective faculty, staff or student any benefit in return for 
submission to sexual advances or granting sexual favors.  Any employment or academic 
decisions carrying out such threats or promises are likewise prohibited. 
 
B.  Definitions 
 
For purposes of this policy, Òsexual harassmentÓ is defined as unwelcome sexual 
advances, requests for sexual favors, or other verbal or physical conduct of a sexual 
nature, when: 
 

1. Submission to the conduct is made either explicitly or implicitly a term or 
condition of an individualÕs employment or academic success; 

2. Submission to or rejection of the conduct by an individual is used as a basis 
for employment or academic decisions affecting the individual; or 

3. A reasonable person would find that the conduct has the purpose or effect of 
interfering with an individualÕs work or academic performance or creating an 
intimidating, hostile or offensive work or academic environment. 

4. Sexual assault or rape 

5. Are unlawful pursuant to the state & federal law. 

 
Examples of conduct which can constitute sexual harassment include such things as (a) 
sexual flirtation, advances, or propositions; (b) sexually explicit statements, questions, or 
jokes; (c) displays of sexually explicit material (whether audio or visual); (d) 
inappropriate personal comments, staring, or touching (e) remarks of a sexual nature 
about a personÕs body, clothing, or sexual behavior; or (f) direct or implied threats that 
submission to sexual advances will be a condition of employment, promotion, or 
academic advancement.  The foregoing list is intended to be illustrative rather than 
exhaustive. 
 
C.  Complaints 
 
Any employee, or student who believes that he or she has been unlawfully sexually 
harassed, or has observed any violation of this policy, has both the right and the 
obligation to promptly report the matter to the appropriate University official, as set forth 
below: 
 

a. Non-faculty employees should report complaints of sexual harassment to their 
immediate supervisor.  If the employee does not feel comfortable reporting the 
complaint to the immediate supervisor, or if the immediate supervisor is the 
cause of the complaint, then the employee may report the matter to the 
Director of the Office of Human Resources Management or the Equal 
Employment Opportunity Officer. 

 



 

 
b. Faculty members should report complaints of sexual harassment to their 

department head.  If the faculty member does not feel comfortable reporting 
the complaint to the department head, or if the department head is the cause of 
the complaint, then the employee may report the matter to the Executive Vice 
President for Fiscal Affairs and Administration or to the Vice President for 
Academic Affairs or the Equal Employment Opportunity Officer. 

 
c. Students should report complaints of sexual harassment to their faculty 

adviser.  If the student does not feel comfortable reporting the complaint to the 
faculty adviser, or if the faculty adviser is the cause of the complaint, then the 
student should report the matter to the Vice President of Student Affairs or the 
Equal Employment Opportunity Officer. 

 
The person to whom any complaint of sexual harassment is reported should immediately 
report receipt of the complaint to the Office of Human Resources Management. The 
University will promptly investigate any complaint of sexual harassment, with the 
investigation overseen by the University Equal Employment Opportunity Officer.  The 
complainant may be required to prepare and sign a written statement describing the 
harassment, and other persons with knowledge of the complaint may be asked to furnish 
oral or written statements as well.   
 
Although the University will maintain confidentiality to the greatest extent possible, the 
University reserves the right to conduct such investigations as it deems appropriate, and 
to provide all affected parties an opportunity to respond to the complaint.  Accordingly, 
the University cannot assure complete confidentiality. 
 
D.  Sanctions 
 
Sanctions against a person found guilty of sexual harassment will necessarily depend 
upon the circumstances of each case. As noted above, however, any employee or student 
violating this policy will be subject to disciplinary action, up to and including dismissal, 
termination, or expulsion. 
 
An employee or student who wishes to appeal a sanction imposed for violation of this 
policy may utilize the appeal procedure set forth in the Employee Grievance Procedure 
Policy. A faculty member who wishes to appeal such a sanction may utilize the appeal 
procedure set forth in the Faculty Grievance Procedure policy. 
 
E.  Protection against retaliation 
 
Individuals who, in good faith, report sexual harassment of themselves or others, or who 
present evidence in a sexual harassment investigation, shall not be subject to any 
retaliatory employment or academic action.  Such acts of retaliation constitute violations 
of this policy, and should be reported as set forth above. 

 



 

HARASSMENT AND DISCRIMINATION  
 

A.  Policy 
 

The UniversityÕs continuing policy is to afford equal employment and academic 
opportunities to all current and prospective employees and students.  Unlawful 
harassment or unlawful discrimination on the basis of race, color, religion, sex, marital 
status, age, national origin, or disability by supervisors, co-workers, faculty, or students is 
prohibited and will not be tolerated. Persons violating this policy will be subject to 
disciplinary action which may include, but not limited to, written warning, demotion, 
transfer, suspension, expulsion, dismissal, or termination. 
 

B.  Definitions 
 

For purposes of this policy, Òunlawful harassmentÓ is defined as verbal or physical 
conduct relating to an individualÕs race, color, religion, sex, marital status, age, national 
origin, or disability which has the purpose or effect of interfering with an individualÕs 
work or academic performance, or creating an unlawful, hostile, work or academic 
environment. 
 

Examples of conduct which constitutes unlawful harassment include:  

¥ Use of racial epithets or slurs 

¥ Use of demeaning terms relating to a personÕs race, color, religion, sex, marital 
status, age, national origin, or disability to describe someone 

¥ Jokes based upon a personÕs race, color, religion, sex, marital status, age, national 
origin, or disability.  

¥ Leering or staring 

¥ Using foul or profane language 

¥ Slanderous statements about oneÕs character 

¥ Fraternization & socialization with students 

¥ Threatening statements 

¥ Writing/sending unwanted letters 

¥ Writing obscene letters/comments 

¥ Displaying sexually suggestive and/or racially/ethnically offensive objects, 
pictures, posters or calendars 

 The foregoing list is intended to be illustrative rather than exhaustive. 
 

C.  Complaints 
 

Any employee, or student, who believes that he or she has been harassed or discriminated 
against in violation of this policy, or who has observed any violation of this policy, has 
both the right and the obligation to promptly report the matter to the appropriate 
University official, as set forth below: 

a. Non-faculty employees should report complaints of harassment or 



 

discrimination to their immediate supervisor.  If the employee does not 
feel comfortable reporting the complaint to the immediate supervisor, or if 
the immediate supervisor is the cause of the complaint, then the employee 
may report the matter to the Director of the Office of Human Resources 
Management or the Equal Employment Opportunity Officer.  

 
b. Faculty members should report complaints of harassment or 

discrimination to their department head.  If the faculty member does not 
feel comfortable reporting the complaint to the department head, or if the 
department head is the cause of the complaint, then the employee may 
report the matter to the Executive Vice President for Fiscal Affairs and 
Administration/Vice President for Academic Affairs or the Equal 
Employment Opportunity Officer. 

 
c. Students should report complaints of harassment or discrimination to their 

faculty adviser.  If the student does not feel comfortable reporting to the 
complaint to the faculty adviser, or if the faculty adviser is the cause of the 
complaint, then the student should report the matter to the Vice President 
for Student Affairs or the Equal Employment Opportunity Officer. 

 
The person to whom any complaint of harassment or discrimination is reported should 
immediately report receipt of the complaint to the Office of Human Resources 
Management.  The University will promptly investigate any complaint of harassment or 
discrimination, with the investigation overseen by the University Equal Employment 
Opportunity Officer.  The complainant may be required to prepare and sign a written 
statement describing the harassment or discrimination, and other persons with knowledge 
of the complaint may be asked to furnish oral or written statements as well.  Although the 
University will maintain confidentiality to the greatest extent possible, the University 
reserves the right to conduct such investigations as it deems appropriate, and to provide 
all affected parties an opportunity to respond to the complaint.  Accordingly, the 
University cannot assure complete confidentiality. 
 
D.  Sanctions 
 
Sanctions against persons found guilty of harassment or discrimination will necessarily 
depend upon the circumstances of each case.  As noted above, however, any employee, or 
student violating this policy will be subject to disciplinary action, up to and including 
dismissal, termination, or expulsion. 
 
An employee or student who wishes to appeal a sanction imposed for violation of this 
policy may utilize the appeal procedure set forth in the Employee Grievance Procedure 
policy.  A faculty member who wishes to appeal such a sanction may utilize the appeal 
procedure set forth in the Faculty Grievance Procedure policy. 
 
 
E.  Protection against retaliation 



 

 
Individuals who, in good faith, report harassment or discrimination of themselves or 
others, or who present evidence in a harassment investigation, shall not be subject to any 
retaliatory employment or academic action.  Such acts of retaliation constitute violations 
of this policy, and should be reported as set forth above. 
 
The Policy on Drug-Free Campus 
 
The unlawful manufacture, sale, distribution, dispensing, possession or use of a 
controlled substance is prohibited on the main campus and all affiliated campuses of 
Bethune-Cookman University. 
 
Employees or students who violate this policy will be subject to disciplinary action, up to 
and including termination of employment or expulsion from the University. 
 
The University has established a Drug Free Awareness Program to inform all employees 
and students about the (1) dangers of drug abuse in the work place; (2) policies of 
maintaining a drug free work place; (3) drug counseling, rehabilitation and assistance 
programs, and (4) penalties that may be imposed upon employees and students for drug 
abuse violations occurring in the work place. The University provides an annual 
workshop in addition to counseling and information on assistance programs. 

CONFLICT OF INTEREST POLICY  
 

Real or potential conflicts of interest and related ethical matters are sources of concern 
that impugn the integrity and moral standing of trustees, administrators, faculty and staff 
of the University. The Board of Trustees requires full and prompt disclosure of any 
possible personal familial or business relationship that reasonably could give rise to a 
conflict involving the University. An impartial review of the situation will be conducted 
by the Executive Committee of the Board of Trustees or its designee. 
 

ACADEMIC/RESEARCH HONESTY POLICY  
 

As members of the academic/research community, who place a high value on truth and 
pursuit of knowledge, faculty and staff are expected to refrain from cheating, plagiarism 
or any other form of academic dishonesty. 
 
POLITICAL NEUTRALITY  POLICY  
 
By authority of the Board of Trustees, the University is directed to maintain a position of 
political neutrality in any and all local, state and national elections. 
 
NO SMOKING  POLICY  
 

Smoking is not permitted on campus in any location. It is the responsibility of employees 
and students to adhere to and inform others of this regulation. 
 
ACADEMIC CALENDAR  



 

 
The University operates on the semester plan beginning in August and ending in April. 
There is a seven-week summer session. 
 

The academic week is Monday-Friday. The term Òacademic hourÓ refers to the time spent 
in one class session in a given course of instruction.  The basic class hour is sixty 
minutes. 
 

The University operates a Continuing Education program in the evenings at several off-
campus sites in a sixty or more mile radius. It also operates a weekend program on 
campus. Class meeting hours differ from that of the regular basic class hour. 
 
ATTENDANCE  AT UNIVERSITY -SPONSORED EVENTS 
 
Employees are expected to attend convocations, senior consecration, graduation 
ceremonies and selected assemblies. Faculty is required to wear academic attire and 
participate in commencement activities. 
 
PLANNING AND BUDGET  PREPARATION 
 
The Planning Office sends annual planning and budget forms during the first week of 
December to all administrative units within each sector. By the end of January, all 
departmental/divisional plans and budgets should be submitted to each of the appropriate 
Vice Presidents. These are reviewed and compiled in each sector and forwarded to the 
Planning Committee by mid-February for consideration. The approved annual plans and 
budget are submitted to the Board of Trustees during its Spring Meeting for approval. 
 
PURCHASING - REQUESTING GOODS AND SERVICES 
 
To order goods or services, purchase requisition forms must be completed, signed by 
appropriate officials, and processed through the Accounts Payable Office, where vendors 
are sent a purchase order. The University will not authorize payment for goods or 
services for which no official purchase order has been issued to the vendor. 
 
Employees purchasing goods or services without authorization will be responsible for 
payment to the vendor, and may also be subject to disciplinary action. 
 
Items costing above $5,000 per unit should be submitted for competitive bid. The Office 
of Fiscal Affairs will assist in bidding procedures. 
 
FACULTY/STAFF ANNUAL FUND  
 
The Fund constitutes a significant means through which employees may contribute to the 
support of essential educational and civic organizations at the local, state and national 
levels. This tax- deductible contribution is expected of all employees. Payments can be 
made through withholding plans or self-directed payment in the Fiscal Affairs Office. 
IDENTIFICATION  



 

 
An identification (ID) card is issued to employees and students and is renewed each year. 
Issuance and renewal of the ID is under the direction of the Vice President for Student 
Affairs. The ID certifies privileges and special faculty-staff rates or priorities for some 
events and functions. 
 

SOLICITATION  OF FUNDS 
 
No University employee or student may solicit funds in the name of the University 
without prior approval from the Vice President for Institutional Advancement. 
Applications to solicit should be made in writing at least thirty (30) days prior to the time 
of solicitation. 
CAMPUS SOLICITATION  
 
Non-University representatives seeking to sell personal goods or services to University 
employees or students on-campus must have the approval from the Office of the Vice 
President for Administration & Finance. 
 
USE OF UNIVERSITY  NAME, STATIONERY, AND SEAL  
 
Neither the University name nor its seal may be used for commercial, organizational, 
personal or political gain. Personnel should seek approval from the President or the 
Executive Vice President for Administration and Finance when proposed use of the 
University name seems questionable. 
 
University letterhead stationary should be used only for official University business. The 
same provision applies to the University Seal, the use of which is generally restricted for 
official and ceremonial documents. 
 
STATEMENT OF ACADEMIC FREEDOM 
 
Academic freedom is essential to the functioning of Bethune-Cookman University. It 
applies to its teaching, research, and community service and involves both faculty and 
students. The principle of academic freedom is designed to protect the faculty member's 
freedom to teach and to conduct research. It also protects the student's freedom to learn. 
Faculty members are responsible for providing students with the same kind of freedom 
which they claim for themselves; namely, the freedom to consider conflicting views and 
to make their own evaluation of data, evidence, and doctrines.  
Furthermore, faculty members have a responsibility to maintain an atmosphere conducive 
to intellectual inquiry and rational discussion. 
 
ANTI -NOISE POLICY  
 
The use of cellular phones or beepers and the playing of radio, T-V, or musical devices 
during classroom instruction, assemblies, and convocations or in the library are banned 
due to their disruptive nature/sounds.  An exception is made if the device has a natural 
use in a program.   Individuals ignoring this policy are subject to disciplinary action. 



 

TECHNOLOGICAL RESOURCES  USAGE POLICY 
 
Technological resources include computers, terminals, printers, networks, 
telecommunications systems and related equipment, as well as data files or documents 
managed or maintained by the University on disk, tape or other media. This includes 
multimedia classrooms, computer classrooms, computer labs, offices and furnishings 
operated or maintained by B-CC. 
 
All use of B-CC technological resources is subject to federal, state and local laws (See 
Florida Computer Crimes Act, Florida Statues Chapter 815 and the Administrative 
Manual).  The resources should only be used for academic and/or administrative 
purposes.  The University has the right, to the extent and in such a manner as it deems 
appropriate, to monitor communications and other usage of the UniversityÕs 
technological resources, and users do not have a specification of privacy in the use of 
Bethune-Cookman University technological resources. 
 
The Network Computers are property of Bethune-Cookman University and may be used 
only for legitimate business purposes and limited to incidental personal use which does 
not interfere with a UserÕs work performance.  In using or accessing the Network 
Computers, Users comply with the following provisions. 
 

¥ Wavier of Privacy Rights.  Users expressly waive any right of privacy in anything 
they create, store, send or receive on the computer or through the Internet or any 
other computer network.  Users consent to allowing personnel of Bethune-
Cookman University to access and review all materials Users create, store, send, 
or receive on the Network Computer through the Internet or any other computer 
network.  Users acknowledge that Bethune-Cookman University may randomly 
monitor use of its Network Computers by human or automated means. 

¥ Inappropriate or Unlawful Material.  The Network Computers shall not be used to 
externally or internally create, send or receive electronic communications that are 
fraudulent, harassing, highly offensive, sexually explicit, obscene, defamatory, or 
otherwise inappropriate for the workplace. 

¥ Prohibited Uses.  Bethune-Cookman UniversityÕs Computer Resources may not 
be used for dissemination of storage of commercial or personal advertisements, 
destructive programs (that is, viruses or self-replicating code), or any other 
unauthorized use. 

¥ Virus Discovery.  If viruses or self-replicating codes are discovered, Users must 
immediately notify the organization through the Center for Information 
Technology. 

¥ Communication of Confidential Information.  Sending, transmitting, or otherwise 
dissemination proprietary data, trade secrets, or other legally privileged or 
confidential information of Bethune-Cookman University is strictly prohibited. 

¥ Personal Use of Bethune-Cookman University E-mail and the Internet.  Users are 
restricted from communicating on the Internet or by Bethune-Cookman 



 

University e-mail in any way that could bring harm to Bethune-Cookman 
UniversityÕs reputation (including the reputation of Bethune-Cookman 
UniversityÕs vice presidents, directors, its affiliates or members, its Users and 
Bethune-Cookman UniversityÕs business partners).  Limited incidental personal 
use of e-mail is permitted by Bethune-Cookman University, but the content of 
such messages is governed by the Computer Policy.  Bethune-Cookman 
University reserves the right to access and disclose, as necessary for legitimate 
business purposes, all messages sent over its e-mail system, without regard to 
content.  Since UsersÕ personal messages can be accessed by appropriate Bethune-
Cookman UniversityÕs Center for Information Technology without prior notice, 
Users should not use e-mail to transmit any message they would not want read by 
a third party.  Users are prohibited from using the Bethune-Cookman University 
e-mail system to solicit from commercial ventures unrelated to Bethune-Cookman 
University, or to promote personal, religious, political, or other causes unrelated 
to Bethune-Cookman University.  Just as with the telephone, Users are expected 
to use their best professional judgment in not allowing their incidental use to 
interfere with their job performance and obligations.  In addition, Users should 
always be aware that Bethune-Cookman UniversityÕs e-mail will carry the 
ÒBethune-Cookman UniversityÓ name in the e-mail address (e.g., 
JDoe@cookman.edu), and therefore the contents of Bethune-Cookman University 
e-mail represents Bethune-Cookman University.  Similarly, many Internet 
websites have the technical ability to view the server address of each visitor and 
therefore can determine that UsersÕ association with Bethune-Cookman 
University. 

¥ Compliance with Applicable Laws and Licenses.  Users utilizing Network 
Computers must comply with all software licenses, copyrights, and all other state, 
federal, and international laws governing intellectual property and online 
activities. 

¥ Offsite Use of Laptops. Use of the Internet via Bethune-Cookman University-
provided laptop, even when used off-site, and off-network, such as by way of a 
UserÕs private Internet Service Provider subscription, is digitally traceable back to 
Bethune-Cookman University.  Accordingly, Users must comply with foregoing 
Computer Policy at all times using a Company laptop. 

 
Reckless distribution of unwanted e-mail or other electronic communication is 
prohibited.  Broadcast, chain letters, pornography, intentional distribution of computer 
viruses or any unauthorized schemes that may cause excessive network traffic, computing 
load or damage are prohibited. For additional information, see Acceptable Usage Policy 
for Technological Resources, and other brochures on the subject of usage published by 
the Chief Information Officer. 



 

SECTION II  
 

ACQUIRING PERSONNEL  APPOINTMENTS  
 
HIRING FROM WITHIN  
 
It is the University's policy to fill job vacancies from within whenever qualified 
employees are available and whenever such action is consistent with the University's 
goals. Those involved in recruiting are encouraged to consider University employees as 
well as applicants from the job market whenever a position becomes vacant. 
 
The Office of Human Resources Management (HRM) must be notified immediately of all 
vacant or soon to be vacant positions.  When a vacancy occurs the position shall be 
posted on the Office of Human Resources Management bulletin board for a minimum of 
five (5) working days. 
 
A job posting shall include job classification, title, qualifications, department, brief 
comments of principal duties, and work hours. 
 
Employees interested in being considered for an announced vacancy must notify the 
Office of HR in writing by the last date published on the notice. 
 
Employees returning from military, pregnancy, infant care, disability or training leave are 
automatically re-employed in their former or a comparable job. Such positions are not 
posted. 

PURPOSE OF EMPLOYMENT OF RELATIVES  POLICY  
 

ERRATA SHEET  
 
 

Effective February 27, 2009 
 

UNIVERSITY'S POLICY ON EMPLOYMENT OF RELATED 
PERSONS 

(Anti -Nepotism Policy) 
 
In order to ensure fair treatment of all University employees, and to avoid potential 
conflicts of interest, the University will not consider for employment any individual that 
is related to another individual presently employed by the University. 
 
For purposes of this policy, the term "related" shall mean that an employee or prospective 
employee has any of the following familial relationships with another individual 
presently employed by the University:  spouse, child, step-child, parent, grandparent, 
brother, sister, half-brother, half-sister, aunt, uncle, niece, nephew, first cousin, parent-in-



 

law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, or any another familial 
relationship created by blood, marriage, or adoption. 
 
In the event that two employees become related after they have been employed by the 
University, the foregoing policy will nevertheless apply, and the University, in its sole 
discretion, will determine which employee must be discharged from employment in order 
to ensure compliance with this policy. 
 
(The following is now obsolete) 
To prevent the perception of favoritism and to avoid potential breaches in confidentiality, 
applications for employment from family members will be considered with other 
qualified applicants when personnel vacancies occur.  The following restrictions in job 
placement will apply to help ensure fair treatment for all employees. 

1. Family members will not be hired into a department where they directly or 
indirectly supervise or are supervised by another family member. This is a federal 
Government directive. 

2. Family includes but is not limited to parents, children, spouse, brother, sister and 
in-laws. 

3. If employees become related after employment and a situation such as described 
in 1 & 2 exists, or if reorganization creates such a situation, reasonable time will 
be provided to resolve the matter voluntarily or by transfer of one of the 
employees.  

 
 
 
OUTSIDE SEARCH FOR PERSONNEL 
 
The UniversityÕs Board of Trustees conducts the search for a President. 
 
The President conducts the search for top-level administrators. 
 
Procedures for conducting searches for faculty and other professional positions in the 
academic sector are described in the Faculty Handbook. Search procedures for 
professional staff in non-academic sectors are described in the sector manuals. (See also 
the Administrative Manual) 
 
When a support staff position is not filled from within, supervisors should notify the 
Office of Human Resources Management to prepare notices for help wanted ads in 
newspapers and journals. 
 
Applicants for positions should complete an application form. Interviews should begin in 
the Office of Human Resources Management followed by interviews with prospective 
supervisors. Pre-employment physical exams may be required once a conditional offer of 
employment has been extended.  The University may obtain a consumer report for 
qualifying you for employment which may include criminal and arrest/conviction 



 

records, driving records, credit, and education.  Mid-level/supervisory positions require 
official transcripts of educational credentials. 
 
All new personnel must participate in a planned orientation program to include the 
University, the specific workplace, and completion of necessary employment related 
forms and selection of benefit programs. 
 
ALIEN EMPLOYMENT  
 
The Immigration Reform and Control Act require the University to verify, by examining 
appropriate documents, that each employee hired has the right to work in the United 
States. Accordingly, all new employees must complete a Form I-9 at the time of hire. The 
employee must provide documents verifying identity and employment eligibility for 
review by the University.  
 
To maintain continuous employment eligibility, any employee with a temporary work 
authorization should apply for a new work authorization or extension in sufficient time to 
obtain it before the current expiration date. Normally, this requires 90 days or more.  

 
INTERVIEW PROCEDURE  
 
When an applicant has been located, arrangements for an interview should be made by 
the immediate supervisor. Other employees may be invited to participate in the interview 
process. The applicant's credentials, including references, should be reviewed and 
evaluated before making a job or salary, decision.  Supervisors should obtain salary 
information for the position in question from the Office of Human Resources 
Management prior to the interview. 
 
During the interview session, the interviewer directs the course of the session with 
attention focused on the prospective position/job. Interview questions should be carefully 
formulated so as to conform to all anti-discrimination laws. The supervisor should 
carefully inform the applicant of the job responsibilities, work hours, other University 
policies, benefits and salary.  Any questions should be directed to the Office of Human 
Resources Management. 
 
HIRING GUIDELINES  
 
If the supervisor wishes to hire the applicant, the supervisor must submit a letter 
recommending employment of the applicant to the sector Vice President. The 
employment offer is official only when a written confirmation is provided by the sector 
Vice President, approved by the University President and forwarded to the Office of 
Human Resources Management. 
 
University policies relating to issuance of employment contracts and letters of 
appointment to faculty members and prospective employees have been put in place to 
comply with the accreditation process (SACS and NCATE).  At no time should anyone 



 

receive a contract of employment or a letter of appointment not bearing the presidentÕs 
signature.  Consequently, any letters of appointment or contracts are not official unless 
they bear the signature of the president of the University, Dr. Trudie Kibbe Reed.  Letters 
of appointment or contracts not bearing this signature shall not be honored.  Any other 
offer of appointment is not in compliance with University policies and is therefore 
invalid. 
   
The hiring process must be completed prior to anyone commencing employment at the 
University.  Until all prospective candidates have completed all necessary documentation 
through the office of Human Resources Management, no one should be asked or 
informed to report to work. 

 
ACCESS AND MAINTENANCE OF PERSONNEL FILES 

 
Personnel records are maintained and owned by the University for administering its 
personnel program and for making personnel decisions. Individual personnel files are 
maintained for the persons who have been or who are employed by the institution. These 
records are carefully reviewed when an employee is being considered for promotion, 
tenure, salary increase, transfer or termination. 
 
Personnel records maintained by the Office of Human Resources Management and by the 
Office of Academic Affairs are official University records. The Office of Academic 
Affairs maintains only official records of faculty.  The Office of Human Resources 
Management is responsible for adding, correcting and removing materials from personnel 
records. The Office of Human Resources Management should be notified promptly of 
changes in the following: 

1. Home address and telephone numbers. 

2. Beneficiary and dependents listed in insurance. 

3. Marital status. 

4. Name. 

5. Number of dependents for withholding tax purposes. 

6. Person(s) to notify in case of emergency. 

7. Changes in education or skills. 

8. Permanent residence status, citizenship status. 

 
Current employees may review the contents of their official personnel and evaluation 
files during normal office hours, and must be monitored by the Office of Human 
Resources Management staff. Employees must pay for the cost of duplication to obtain 
copies of materials in their personnel file. 
University administrators shall have access to the personnel files of persons employed or 
being considered for employment in their areas of responsibility on a need-to-know basis. 
They will also have the authority to share the information with others responsible for 



 

personnel decisions, or authorized institutional officers designated by the University 
President as having a specific need for the information. 
 
Public information contained in the files of an employee is limited to name, sex, 
ethnicity, salary, title, and dates of employment. 
 
Non-derogatory public information which is already published, such as information 
contained in the University or city telephone directory or in the University catalogs, may 
be divulged. 
 
General personnel information such as the nature of appointment, salary, period of 
employment, degree earned, and date of promotion is made available to the requesting 
governmental and other funding agencies. Such information is made available with the 
understanding that it will be treated as confidential, with a restriction against publication 
except in a composite report only and not to be disseminated outside of the requesting 
agency. 
 
Information regarding an employee's records with other employers is not given. 
Information requested to assist a collection agency is not given. 
 
No information about the work records, work quality or reason for separation, or other 
information not set forth above, should not be given without written permission from the 
affected individual and approval by the Human Resources Officer or the Executive Vice 
President for Fiscal Affairs and Administration. 
 



 

APPOINTING /TERMINATING  AUTHORITY  
 
Recommendations for appointments/terminations of any personnel must be processed 
through to the executive level. 
 
The appointing authority rests with the University President or his designee. All 
employees receive a letter setting forth the terms of their employment, subject to 
successful completion of the probationary period.   
 
INTRODUCTORY PERIOD  
 
All new employees serve a six (6) month period to determine effective performance. 
During this period, the supervisor provides orientation, training for work requirements 
and expectations of the position. The employee is provided the opportunity to 
demonstrate satisfactory knowledge and skills in performance of the position. The 
supervisor files a periodic performance evaluation record about the employee in the 
Office of Human Resources Management.  
 
EMPLOYEE  STATUS 
 
A full -time staff employee is one who regularly works for forty (40) hours per week and 
has successfully completed the six (6) month period.  
A part-time staff employee is one who regularly works for at least twenty (20) hours per 
week and has successfully completed the six (6) month period. 
 
Part-time employees are not benefit eligible for insurance programs. 
 
TEMPORARY EMPLOYEES  
 
A temporary employee is hired for a predetermined period of time, at the end of which 
the position will no longer exist. The University has no obligation to provide 
reappointment or extend a temporary appointment beyond the ending date. Temporary 
employees are not benefit eligible. 
 
Employees hired based on Optional Practical Training (OTP) are temporary and not 
eligible for benefits.  OTP is valid for one year only. 
 
Student status applies to those individuals currently enrolled in University courses for 
credit and whose primary purpose for being at the University is to obtain an education. 
Student workers are considered temporary workers and not eligible for employment 
benefits. Student workers are not classified as employees of the University. 
 
RELEASED TIME  
 

The University will allow a percentage of the time a faculty member or professional staff 
to provide services to an externally funded grant or contract where there has been an 
agreement by the administration prior to the submission of a proposal. The percentage of 



 

time may be allocated as - e.g. 20% for the grant or contract performance and 80% for 
University assigned duties. In no case will the externally funding agency and/or the 
University pay, individually or jointly more than 100% of an individual's time. (See 
"Distribution of Effort," Grants and Contracts Administration Policies and Procedures 
Manual). 
 
TIME AND EFFORT  
 
No employee should expect to receive remuneration for more than 100% of time/effort 
during any one normal work period. 
 
SALARY  
 
All salary checks are issued on the last working day of the month.  
 
The University normally considers salary increases on an annual basis. The initial salary 
of an employee engaged at a time other than the beginning of the fiscal year shall be pro-
rated for the remainder of that year based on the annual salary. 
 
PROMOTION  
 
Promotions and tenure for faculty are described in the Faculty Handbook. 
 
Promotion for positions within non-academic sectors is determined by job-related criteria 
and needs within that department/unit. Tenure is not accorded staff. 
 
ACADEMIC TENURE  
 
Tenure status applies to faculty who are full professors. (See Faculty Handbook) 



 

SECTION III  
 

EMPLOYEE CONDUCT  
 
NORMAL WORK SCHEDULE  
 
The Fair Labor Standards Act classifies employees as exempt and non-exempt. 
 
Exempt employees - executives, administrators, faculty and professional staff - are 
considered to be exempt from overtime pay under the Fair Labor Standards Act and will 
receive no additional compensation for extra hours worked. 
 
Non-exempt staff employees are paid hourly. The normal workweek for all such 
employees is 40 hours. Office employeesÕ normal work hours are 8:00 a.m. - 5:00 p.m. 
Mondays-Fridays. The University may require a different 40-hour workweek time for 
some other jobs/positions. Unless special arrangements have been approved by your 
immediate supervisor in writing, employees are expected to arrive at the office at 
8:00a.m., and to depart no earlier than 5:00p.m. 
 
Non-exempt employees are required to keep a daily record of their time to comply with 
the Fair Labor Standards Act. These forms are sent from the Office of Human Resources 
Management. They should be returned to that office bi-weekly or monthly as according 
to your pay schedule. 
 
One hour is allowed for lunch, but employees should stagger their lunch hours so that all 
administrative offices are open continuously.  If an office is to be closed during the day, 
telephone calls for that office should be forwarded to another predetermined office. 
 
OVERTIME  
 
The general University policy is that overtime work is not authorized. The University 
recognizes, however, that under certain unusual circumstances overtime work may be 
necessary. Non-exempt employees are instructed not to work overtime (over 40 hours 
weekly), unless authorized in advance by their supervisors. 
 
The Fair Labor Standards Act (FLSA) requires the University to pay overtime 
compensation to non-exempt employees at the rate of time and one-half of the 
employeeÕs regular hourly rate for each hour of overtime worked. 
 
EXCESSIVE ABSENTEEISM/TARDINESS 
 

The University expects employees to report to work on time and to give a full day's work 
for a full day's pay. 
 
Any employee who expects to be late or absent for any reason should notify the 
immediate supervisor or the human resources officer. The human resources officer then 
will notify the department or academic office of the employee's tardiness or absence. 



 

Any hourly employee reporting to work more than seven minutes late on any one day is 
subject to a deduction of one hourÕs accrued leave for each half-hour of unexcused 
tardiness. 
 

Salaried employees must report leave in one-half day or full day increments.  Excessive 
tardiness or absence from required job responsibilities without authorization may subject 
the employee to disciplinary action. (See Employee Regulations and Discipline 
Procedures) 
 

DUAL EMPLOYMENT  
 

Before a full-time member of the faculty or staff becomes engaged in other activities 
where regular hours are served and fees and salaries are received, whether on campus or 
off campus, the individual shall present the matter to the sector Vice President for 
approval. 
 

PERSONAL APPEARANCE 
 

Neatness and appropriate attire are important to maintaining a professional image.  
Employees are expected to maintain their personal appearance accordingly.  Fridays are 
designated as business casual day campus wide. 
 

ACCIDENTS/WORKERS COMPENSATION  
 

All accidents that occur on Bethune-Cookman University premises, or outside the office 
while on Bethune-Cookman University business, should be reported in writing to the 
employeeÕs supervisor and to the Office of Human Resources Management within 2 days 
of the accident.  The appropriate forms are available from the Office of Human 
Resources Management.   
 

COPYRIGHTS & SOFTWARE  
 
Any copyrightable works made, designed, devised, or otherwise created by an employee 
with the scope of any employeeÕs employment for Bethune-Cookman University shall be 
considered Work Made for Hire for the benefit of Bethune-Cookman University and the 
exclusive property of Bethune-Cookman University.  The ease with which software, 
periodicals, and other documents can be reproduced sometimes makes it easy to forget 
that such items can be the lawful property of others.  It is the policy of Bethune-Cookman 
University to respect copyrights.  Employees may not Òre-write,Ó duplicate or distribute 
any copyrighted materials beyond the scope of the ÒFair Use DoctrineÓ without prior 
authorization from the General Counsel. 
 
PATENTS & INVENTIONS  
 
All ideas, writings and patents made, invented, designed, devised or otherwise created 
within the scope of an employeeÕs employment shall be considered Work Made for Hire 
for the benefit of Bethune-Cookman University and exclusive property of Bethune-
Cookman University. 
 



 

PROPRIETARY INFORMATION  
 
In order to preserve Bethune-Cookman UniversityÕs competitive position, it is important 
for all employees to protect proprietary information from unauthorized disclosure or use.  
Accordingly, confidentiality must be maintained. 
 
Proprietary information is any information, in any form, that Bethune-Cookman 
University uses in its business and is not generally known outside of Bethune-Cookman 
University.  Examples of proprietary information include membership data, research data 
and other information relating to proposed or unannounced new programs or initiatives, 
new ventures, marketing plans, unpublished financial data, business strategies, legal 
memoranda or advice as well as information relating to operations, personnel, 
organization and membership. 
 
The proper protection of proprietary information is essential.  At a minimum, all such 
information should be stored in a locked or secured filing cabinet.  Questions regarding 
this information and employee responsibility for protecting it should be directed to the 
Executive Vice President for Administration and Finance. 
 
Improper handling or disclosure of proprietary information may result in appropriate 
disciplinary action, including but not limited to termination or employment. 
 
 
 
 
 
 
 
 
 

 
 
 
 



 

SECTION IV  
 

BENEFITS 
 
PROTECTION PLANS 
 
The following benefits are available to employees:  

¥ Medical Insurance Plans 

¥ Dental Insurance Plan 

¥ Term Disability Insurance Plans 

¥ Retirement Plans 

¥ Life Insurance Plan 

¥ WorkersÕ Compensation 

¥ Federal Social Security Program 

 
MEDICA L INSURANCE PLAN 
 
The University contributes a percentage in payment of health insurance premiums. (See 
the Office of Human Resources Management for further information). A probationary 
employee should apply in the Office of Human Resources Management within 30 days of 
appointment, 
 
RETIREMENT PLAN  
 
Retirement plans are available for employees who work 1,000 hours per year.  The 
employee contributes between one to seven and one-half percent of their salary and the 
University matches it with one to seven and one-half percent after six months of 
employment.  
 
IDENTIFICATION  
 
An identification (ID) card is issued to employees and students. Issuance of the ID is 
under the direction of the Vice President for Student Affairs. The ID certifies privileges 
and special faculty/staff/student rates or priorities for some events and functions. 
 
BOOKSTORE DISCOUNT 
 
Employees receive a ten percent discount for purchases in the University's bookstore 
upon showing identification.  It is the University's official source of textbooks, similar 
instructional supplies and University paraphernalia. 
 



 

DISCOUNT CARDS 
 
Discount club cards for various attractions and businesses are available to employees 
upon request from the Office of Human Resources Management. These may include such 
discounts for such attractions as Disney World, EPCOT Center, Universal Studios, Wet-
n-Wild, Sea World and Busch Gardens.  Special discounts for hotels, resorts, and air 
travel and car rentals are also available. 
 
CREDIT UNIONS  
 
Open to Bethune-Cookman University employees: Kennedy Space Center Federal Credit 
Union, Daytona Beach and Florida United Methodist Credit Union, Lakeland, FL. 
Submit membership applications to Credit Union. (See the Office of HR for further 
information.) 
 
ON CAMPUS PARKING  
 
There is very limited parking space on campus for employees and students. All 
employees and students who park on campus must obtain a vehicle parking permit. 
 
Parking permits may be obtained from the Cashier's Office on a first come, first served 
basis. For employees, the annual cost is $20.00 and an additional $40.00 for reserved 
parking space. Parking permits for students are $20.00. 
 
Parking areas are regularly patrolled by uniformed security officers. However, the 
University is not responsible for lost or stolen articles left in a vehicle or for accidents to 
a vehicle occurring on campus. 
 
Vehicles illegally parked on campus are subject to be towed. This includes those vehicles 
without valid B-CC parking permits, and those illegally parked in a reserved parking 
space. 
 
PAID HOLIDAY  TIME  
 
The University observes the following paid holidays: Labor Day, Spring Break, 
Thanksgiving Holiday, Good Friday, Christmas Holiday, Memorial Day, New Year's 
Day, Independence Day, Dr. Martin Luther King Jr.'s Birthday. 
 
When an official holiday occurs on Saturday, the preceding Friday shall be observed, and 
when an official holiday occurs on Sunday, the Monday following shall be observed. 
 
Some employees may be required to remain on duty during holidays. 
 
Normally, a holiday occurring at the beginning, at the end, or within an employee's 
annual leave period shall not be charged as a day of leave. 
 



 

ANNUAL LEAVE  
 
Annual leave does not accrue beyond year earned. 
 
Full-time employees, who have completed 12 months of employment, shall earn vacation 
time off at the rate of 12 days per year beginning July 1. 
 
Full-time employees, who have completed 6-12 months of employment, shall earn 6 days 
of vacation.  
 
Full-time employees, with less than 6 months of employment are not entitled to vacation 
time off. 
 
Part-time employees who have completed 12 months of employment shall have annual 
leave pro-rated according to time worked per month: 

 
¥ work 120 hours or more per month, earn 6 days per year;  
¥ work 80 Ð 119 hours per month, earn 4 days per year 

 
Eligible employees are expected to take their annual leave at a time that fits in with the 
University schedule. The University reserves the right to limit the number of employees 
who may be absent from any department at any one time and to deny any leave requests 
when the employee's absence would place an undue hardship on other employees in the 
department. 
 
Annual leave should not be planned or taken during the opening period of the fall 
semester. 
 
Competitive requests within a department/unit for the same time off shall be decided in 
favor of the employee with the longer period of continuous service in the work unit. 
Serious illness occurring during annual leave is considered sick leave and is not charged 
to annual leave unless sick leave has been exhausted. Employees are required to furnish a 
written physician's statement to utilize sick leave in this fashion. 
 
When a holiday is observed or special days are designated as paid time days for all 
employees, such time will not be charged against accrued annual leave. 
 
Introductory and  temporary employees are not eligible for annual leave. 
 
Occasions which require an employee to be absent or leave his or her post for a specific 
time should be reported to the immediate supervisor by written or telephone notice as 
soon as practicable. The supervisor files a notice of such absence in the Office of Human 
Resources Management. Upon separation from the University, employee will be paid for 
unused vacation days, up to a maximum of 12 days. 
 



 

PERSONAL LEAVE  
 
All non-introductory staff/faculty personnel annually employed for less than 12 months 
shall be granted leave for reasons of personal business.   It is cumulative personal 
business.  It is cumulative for the work period year only, and with out pay in lieu there of.  
 
This leave shall be prorated according to time worked per month: 
 

¥ Work 120 hours or more per month, earn 6 days per year 
¥ Work 80 Ð 119 hours per month, earn 4 days per year 

 
SICK LEAVE  
 
The University is concerned than an employeeÕs income is protected during periods of 
bona fide sickness and injuries.  To meet such contingencies for comparatively short 
periods of time, usually not to exceed six weeks, eligible employees are paid sick leave 
privileges. 
 
Introductory  and temporary employees are not eligible for sick leave. 
 
All eligible full -time employees earn one day sick leave per month for each month of 
employment during the year. It is cumulative to 30 days.  Sick leave for eligible part-time 
employees is pro-rated according to the following: work 120 hours per month, earn 6 
days per year, work 80 hrs per month, and earn 4 days per year.  
 
Any employee who must be absent from work due to illness or injury, personally or in 
the family, must notify the immediate supervisor, or Vice President, as soon as possible, 
of the fact of the emergency and the anticipated period of absence. 
 
In any case, it is expected that the employee will make every attempt to notify the 
immediate supervisor so that arrangements can be made to cover work assignments. 
Failure to give notification may result in the forfeiture of salary during the period of 
absence. Flagrant misuse of sick leave may result in termination from the University. 
 
Proof of reasons for absence should be documented in writing and submitted to the Office 
of Human Resources Management the day the employee returns to work. The 
administration reserves the right to waive pay reduction when the case merits it, if such 
waiving does not create a budgetary problem (See also: Family and Medical Leave of 
Absence) 
 
BEREAVEMENT  LEAVE  
 
Upon approval of the immediate supervisor, the Office of Human Resources 
Management will grant up to three days of bereavement leave for the death of an 
immediate family member. Immediate family member is defined as, mother, father, 



 

brother, sister, spouse, child (including step-children), grandchild or grandparent of an 
employee.   
INJURY   
 
When an employee is injured on the job, The Office of Human Resources Management 
should be contacted immediately by the supervisor or the designee.  Within the same day 
of the injury, the employee must file a First Report of Injury Form in the Office of 
Human Resources Management.  A full report to the Division of WorkersÕ Compensation 
will be processed.  Injured employees will be notified of their FMLA rights. 
 
Within one day of knowledge of an accident, the University must report the injury to the 
insurance carrier.  Florida Law requires reporting within 24 hours of an on the job 
injury/accident resulting in the death of an employee. 
 
An employee who is on Workers Compensation through Bethune-Cookman University 
that has a second/third employer is required to furnish the Office of Human Resources 
Management with the name, address and telephone number of other employers.  You will 
not be eligible for Workers Compensation lost wages if you continue to work for a 
second/third employer.  Any exception must be accompanied by the attending 
PhysicianÕs authorization. 
 
ERRATA SHEET  

 

FAMILY MEDICAL LEAVE ACT (FMLA)  
 
The Board of Trustees of Bethune-Cookman University in itsÕ Fall Board meeting 
approved the following policy for FMLA effective immediately.  
 
Bethune-Cookman University provides leave under the Family Medical Leave Act 
(FMLA) for eligible employees and is obligated by federal law to do so when the 
situation warrants.  The purpose of this policy is to demonstrate the UniversityÕs 
compliance with the FMLA.  
 
The University requires employees to use accrued paid leave concurrently with all FMLA 
leave.  While on FMLA leave an employee is required to first use available sick time, 
then annual leave or personal leave time (Whatever you have available).  Once those 
hours have been exhausted, the remainder of your FMLA leave will be unpaid.  
 

REMINDER  
 
If applicable, employees must make arrangements to pay their share of health plan 
premiums while on leave.  
 
 
This policy replaces the existing policy located in the Personnel Policies Handbook 



 

Family and Medical Leave Policy 
!"#$%&'()*)+,+-) 

Bethune Cookman University provides for a leave under the Family Medical Leave Act 
(FMLA) for eligible employees and is obligated by federal law to do so when the 
situation warrants.  The purpose of this policy is to demonstrate the UniversityÕs 
compliance with the FMLA.!
Reason for Policy 
To provide a FMLA leave in accordance with  federal  regulations. 
Who Should Know This Policy? 
Employees hired into leave-accruing positions as: 
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Official  Policy Language!
Purpose 
The purpose of this policy is to demonstrate the universityÕs compliance with the 
provisions of the Family and Medical Leave Act (FMLA), which provides for a 
maximum of 12 weeks of leave for the family and medical purposes specified in this 
policy.  FMLA is intended to balance the demands of the workplace with the needs of 
families. 
Eligibility  
Employees are eligible if they have worked at the University for at least 12 months and 
worked at least 1250 hours in the 12 months preceding the commencement of the leave.  
Eligible faculty and staff are able to use up to a total of 12 weeks of leave in any rolling 
year with the proper medical documentation for the following types of absences: 
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Definition of ÒSerious Health ConditionÓ Ð A serious health condition is an 
illness, injury, impairment, or physical or mental condition that involves (1) 
inpatient care in a hospital, hospice, or residential care facility (2)  a period of 
incapacity requiring an absence of greater  than three (3) days, or (3) continuing 
treatment or supervision by a health care provider.!

Notice and Certification 
When the need for FMLA leave is foreseeable, employees should provide their 
supervisor/administrator a minimum of 30 days advance notice for leave requests.  In 
case of emergency, the employee should notify his supervisor/administrator as soon as 



 

possible.  If the supervisor or manager is unavailable, the employee should contact 
Human Resources.  
If an FMLA leave request is due to the serious medical condition of the employee or an 
immediate family member, the employee must provide medical certification of disability 
by providing a completed and signed ÒCertification of Health Care ProviderÓ form.  The 
University may also require the employee to provide an Attending PhysicianÕs Statement 
in order to obtain approval or to continue receiving short term disability benefits.   Failure 
to provide this documentation on a timely basis (15 days) may result in denial of the 
leave request. 
The University may request subsequent recertification of medical condition in connection 
with an absence for pregnancy, chronic or permanent/long-term conditions but not more 
often than every 30 days, unless the circumstances in the previous certification have 
changed significantly or the University receives information that casts doubt upon the 
reason for leave. 
A ÒCertification of Health Care ProviderÓ form is required to support a request for leave 
to care for a family member with a serious health condition and for an employeeÕs health 
condition. 
If the leave is requested for the birth and care of a newborn, the ÒCertification for 
Birth/Care of NewbornÓ must be submitted by the employee to Human Resources as part 
of the leave request process.      
If the leave is requested due to an adoption or foster care placement, the employee must 
submit the ÒCertification of the Adoption or Foster Care PlacementÓ documentation  to 
Human Resources as part of the leave request.  
In all communications and maintenance of records related to FMLA leaves of absence, 
the University will comply with the privacy and other provisions of the Health Insurance 
Portability and Accountability Act of 1996 (HIPAA). 
Length of Leave and Intermittent Leave 
Eligible employees may take up to 12 weeks of qualifying unpaid leave during a 12-
month period commencing with the first day of the qualified leave.  The FMLA provides 
for unpaid leave; however, the UniversityÕs policy allows an employee the option of 
using accrued paid leave balances while on FMLA-qualifying leave.  See section on 
Benefits/Other Leave Programs. 
Leave for an employeeÕs serious health condition or that of a covered family member 
may be requested in one consecutive block of time and/or on an intermittent basis or 
reduced leave schedule, if medically necessary.   Intermittent leave may involve 
occasional full or partial days for medical appointments or therapy or several days/weeks 
at a time.   Reduced leave schedule may involve a reduction in the number of working 
hours per week or hours per workday. 
In the case of planned, ongoing medical treatment requiring leave time, employees should 
consult with their supervisor and make reasonable efforts to schedule the treatment so as 
not to unduly disrupt staffing and operations of the department, subject to the approval of 
their health care provider. 
The University may require the employee to temporarily transfer to an available 
alternative position for which the employee is qualified that will better accommodate the 
need for intermittent leave or a reduced leave schedule.  An alternative position does not 
require equivalent duties but must have equivalent pay and benefits. 



 

If both parents are employed by the University, they are eligible for a combined total of 
12 weeks of family leave (rather than 12 weeks each) during a 12-month period for birth, 
adoption or foster care of a child or the care of a parent. 
A husband and wife employed by the University may each take up to 12 weeks of leave 
during a 12-month period to care for their spouse or child with a serious health condition 
or because of their own serious health condition. 
Leave for a child born to or placed with an employee for adoption or foster care must be 
taken in a single consecutive block of time.  Eligibility for this leave expires 12 months 
after the birth or placement of the child. 
All qualifying time off, whether intermittent, reduced hours or in a consecutive block of 
time, must be noted and applied toward the 12-week unit.  University paid holidays are 
not counted toward FMLA days.     
Benefit Coverage 
Coverage under the following University benefit plans will continue during a qualified 
FMLA leave of absence if employee contributions (where  applicable) are paid: 
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If an employee is receiving pay, regular employee contributions will continue through 
payroll deductions during an FMLA leave.  If an employee is not eligible to receive any 
pay, the employee is responsible for paying the employee contribution amount by 
personal check and forwarding such payment to the Office of Human Resources 
Management.  A letter explaining arrangements for benefit continuation will be 
forwarded to the employee.  !
If the reason for an FMLA leave of absence is not the employeeÕs serious health 
condition, sick pay benefits are not available during the FMLA leave.  In such instances, 
accrued vacation benefits remain available. This sentence does not make sense if the 
section beginning with Òsick pay benefitsÉ.Ó Is deleted.  
Benefits/Other Leave Programs 
An employee is required to use, concurrently with the FMLA leave, the following paid 
leaves in the order listed: (1) sick leave available for use, as defined by the University 
policy governing the reason for the leave, then (2) vacation leave, to which the employee 
is entitled. 
Benefits Reinstatement/Return to Work 
In general, an employee returning to work following an FMLA leave will be able to 
return to the same job or an equivalent position.  Any benefits in place immediately 
before the leave will be reinstated provided that the employee returns to work the first 
work day following the end date of the FMLA leave.  
Employees must contact their supervisors prior to returning to work.  Employees are 
encouraged to contact their supervisor one (1) week prior to the expiration of their leave 
to indicate their intent to return to work.  Employees similarly should contact their 
supervisor if circumstances change such that an early return to work is likely.  Failure to 
return to work at the expiration of a leave may result in termination of employment. 



 

Reinstatement to the former position is not required for Òkey employeesÓ in the following 
situations:      
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Critical Information for Responsible Administrators/Supervisors'
Responsible administrators/supervisors must provide employees FMLA documentation 
within two days of an employee requesting a leave qualifying under FMLA or 
immediately if the employee is placed on a FMLA leave without a specific request.  
FMLA documentation provides the specific obligations and expectations of a FMLA 
leave and any consequences of failure to meet the obligations.  The FMLA emphasizes 
record keeping and notifying employees of their rights.  The law requires that specific 
payroll information be recorded and maintained on individuals who take FMLA leaves.  
This data is subject to audit by the US Department of Labor.  
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Family and Medical Leave Act (FMLA)!
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Complete this form and submit to your supervisor/responsible administrator 
 



 

EMPLOYEE INFORMATION  
Employee Name [   ] Birth Mother  

[   ] Birth Father  
Name of Child, if applicable Date of Birth/Anticipated 

Birth  
 

 Length of time requested for leave for birth and/or 
care of newborn 
 

 

Employee Signature 
 
 
 

Date 

 
 
!
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Health Care Provider Name!
 
 

Telephone Number 

Address 
 
!
!
!

Fax Number!

Signature of Authorized Health Care Provider Date Signed 
 
 
 

 
!
!
!
!
!
!

Family and Medical Leave Act (FMLA)!
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Complete this form and submit to your supervisor/responsible administrator 
 
EMPLOYEE INFORMATION  
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                                                                                                                        [   ] Adoption         [   ] 
Foster Care!
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I hereby certify that placement was made to the above named 
employeeÕs family on:!
 
 

Anticipated /Actual Placement 
Date 

Agency Name and Address 
 
!
!
!

Agency Telephone Number!

Agency OfficialÕs Signatrure 
 
 
 

Date Signed 
 
 
 

 
!
!

Certification of Health Care Provider!
 (Family and Medical Leave Act of 1993) 
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The information sought relates only to the condition for which the employee is taking 
FMLA leave.  Complete this form, sign, and return to your supervisor/administration.  If 
the leave is ÒforeseeableÓ, a 30-day advance notice of the need for a leave is requested to 
your supervisor/administrator along with the completed forms.!

The employee is to complete the information at the top of this certification; the health 
care provider is to complete the form beginning with question 1.   For absences due to 
the serious health condition of the employee, the employee must submit a copy of his/her 
job description,with the essential functions of the position highlighted, to your health 



 

care provider-this is necessary in order for the health care provider to be able to answer 
questions 

EmployeeÕs Name 
______________________________________________________________________ 
Department/Work Unit  
_________________________________________________________________ 
PatientÕs Name (if different from employee) 
________________________________________________ 
PatientÕs relationship to employee (if applicable) 
____________________________________________ 
Is the patient the parent, child or spouse of the employee?     [   ] Yes   [   ]  No (If the 
absence is for a serious health condition, as defined in the attached _______, of the 
employeeÕs parent, child or spouse, the absence is considered FMLA qualifying. 

Note to Health Care Provider:  The above named employee of Bethune Cookman 
University has requested a medical leave of absence for either his/her own serious 
health condition or for that of a member of his/her immediate family.  In accordance 
with the Family and Medical Leave Act, all items below must be completed. 
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c.     Will it be necessary for the employee to work intermittently or less than full 
schedule as a result of the condition (including for treatment described in 
#____below)?  ___________________    

If yes, please give the probable duration and schedule limitations: 
_____________________________________________________________________
_____________________________________________________________________
__________________________ 
d.   If the patientÕs condition is a chronic condition (category #4 above) or pregnancy, 
state whether the patient is presently incapacitated and the likely duration and 
frequency of episodes of incapacity. 
_____________________________________________________________________
_____________________________________________________________________
___________________   

e.   Last date upon which employee may work at his/her full 
responsibilities:___________________          Approximate date of return to work: 
________________________________________. 

4.  a.   If additional treatments will be required for the condition, provide an estimate of 
the probable number of such treatments: 
______________________________________________________________       
If the patient will be absent from work or other daily activities because of treatment on an 
intermittent or part-time basis, also provide an estimate of the probable number and 
interval between such treatments, actual or estimated dates of treatment if known, and 
period required for recovery, if any: 
________________________________________________________________________
________________________________________________________________________
__________________________     

     b.   If any of these treatments will be provided by another provider of health services 
(e.g. physical therapist), please state the nature of the treatments.   
________________________________________________________________________
________________________________________________________________________
__________________________         

     c.   If a regimen of continuing treatment of the patient is required under your 
supervision, provide a general description of such regiment (e.g. prescription drugs, 
physical therapy requiring special equipment, etc.) 
________________________________________________________________________
________________________________________________________________________
_________________________    

5.  a. If a medical leave is required for the employeeÕs absence from work because of the 
employeeÕs own condition (including absences due to pregnancy or a chronic condition), 
is the employee unable to perform work of any kind?  
______________________________________________________________ 

     b.  If the employee is able to perform some work, is the employee unable to perform 
any one or more of the essential functions of the employeeÕs job (please refer to the 
attached job description)?  If yes, please list the essential functions the employee is 



 

unable to perform: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
_______________________________________ 

    c.  If neither 5a or 5b above applies, is it necessary for the employee to be absent from 
work for treatment? _______________________________________   
6.  a.  If medical leave is required to care for a family member of the employee with a 
serious health condition, does the patient require assistance for basic medical or personal 
needs or safety, or for transportation?  Please be specific. 
________________________________________________________________________
________________________________________________________________________
__________________________ 

     b.  If no, would the employeeÕs presence to provide psychological comfort be 
beneficial to the patient or assist in the patientÕs recovery? 
________________________________________________________________________
________________________________________________________________________
__________________________ 
     c.  If the patient will need care only intermittently or on a part-time basis, please 
indicate the probable duration of this need:  
__________________________________________________________________            
 

_____________________________________________ 
 ________________________________ 
Signature of Health Care Provider/Date    Type of Practice 
 
______________________________________________              
_________________________________ 
Typed or Printed Name of Health Care Provider   Telephone Number 
 
Address of Health  Care Provider:  
________________________________________________________ 
        
        
________________________________________________________ 
 
 
To be completed by the employee needing FMLA leave to care for a family member:         
State the care you will provide and an estimate of the period during which care will be 
provided.  Include a schedule if leave is to be taken intermittently or if it will be 
necessary for you to work less than a full schedule. 

__________________________________________________  
 ___________________ 
          EmployeeÕs Signature        Date 
 



 

This medical certification form should be completed whenever an employee requests a medical leave of absence for 
him or herself,  or for a member of his or her family (parent, child or spouse of the employee) as provided by the FMLA.  
The employeeÕs department/work unit should submit this completed for with the employeeÕs ÒRequest for Extended 
Leave of AbsenceÓ to the Office of Human Resources.   This medical certification should be submitted prior to the 
requested leave period when the need for the leave is foreseeable.  When the leave is not foreseeable, it should be 
furnished within ___ calendar days after the request for the leave is made.  

 

 

Family and Medical Leave Act 

DEFINITIONS OF A ÒSERIOUS HEALTH CONDITIONÓ  

 

A ÒSerious Health ConditionÓ means an illness, injury, impairment, or physical 
or mental condition that involves one of the following: 

1. Hospital Care:     Inpatient care (i.e. an overnight stay) in hospital, hospice or 
residential medical facility, including any period of incapacity to subsequent treatment in 
connection with or consequent to such inpatient care. 

2. Absence Plus Treatment:     (a) A period of incapacity 2of more than three 
consecutive calendar days (including any subsequent treatment of period of incapacity 
relating to the same condition), that also involves: 

(a) Treatment3 two or more times by a health care provider, by a nurse or 
physicianÕs 

assistant under direct supervision of a health care provider, or by a provider of a 
health care 

services (e.g. physical therapist) under orders of, or on referral by, a health care 
provider; or 

(b) Treatment by a health care provider on a least on occasion which results in a 

regimen of continuing treatment 4under the supervision of the health care 
provider. 

 
3. Pregnancy:     Any period of incapacity due to pregnancy, or for prenatal care. 
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4. Chronic Conditions Requiring Treatment:   A chronic condition which: 

(a) Requires periodic visits for treatment by a health care provider, or by a nurse 
or physicians 

assistant under the direct supervision of a health care provider; 

(b) Continues over an extended period of time (including recurring episodes of a 
single underlying condition); and 

(3)  May cause episodic rather than a continuing period of incapacity (e.g. 
asthma, diabetes, 

epilepsy, etc.) 

5. Permanent/Long-term Conditions Requiring Supervision:   A period of incapacity 
which is permanent or long-term due to a condition for which treatment may not be 
effective. The employee or family member must be under the continuing supervision of, 
but need not be receiving active treatment by, a health care provider. Examples include 
AlzheimerÕs, a severe stroke, or the terminal stages of a disease. 

 
SABBATICAL  LEAVE  
 
Any tenured faculty member who has served the University for seven consecutive years 
may be granted a sabbatical leave of absence of one semester on full salary or two 
semesters on half salary for each semester. Sabbatical leave is to be allowed for further 
study, educational travel, or for other justifiable professional improvement. (See Faculty 
Handbook) 
 
Educational Leave 
 
Educational Leave may be requested primarily for the purpose of professional self-
improvement or when offered by way of special appointment, with or without pay from 
this institution. Leaves are granted for one year or a fraction thereof. As a general policy, 
no member is granted more than two leaves consecutively. Seniority status is not affected 
while on educational leave. 
 
At least ninety (90) days prior to the beginning date of the expected leave, a letter of 
application should be presented to the immediate supervisor. The application with an 
accompanying recommendation from the immediate supervisor is sent to the appropriate 
Vice President. Upon the Vice President's approval, a recommendation is forwarded to 
the University President for final action. (See Faculty Handbook) 
 
MILITARY  LEAVE AND RE -EMPLOYMENT RIGHTS  
 
FULL TIME ACTIVE DUTY  
 
This policy is in accordance with the Uniformed Services Employment and 
Reemployment Rights Act of 1994 (USERRA) and applies to all faculty and regular full 



 

and part-time staff members who work 1,000 hours annually.  Temporary and casual 
employees are not eligible for employment with reinstatement rights under the provisions 
of USERRA. 
 
Any employee as described above who is drafted for, volunteers for, or is called to active 
duty in any branch of the Armed Forces of the United States shall upon completion of 
such service be reinstated or reemployed with Bethune-Cookman University in 
accordance with the applicable laws governing such matters as described below: 
 

A. Compensation and Benefits: 
 

1. NOTICE:  Employees are required to provide written notice requesting 
military leave as soon as it is practicable following notification of military 
duty. 

 
2. VACATION/SICK TIME:  Military leave is taken in a non-paid status.  

However, employees may request to use accrued vacation time while out 
on military leave.  Employees on military leave will not accrue vacation or 
sick leave. 

 
3. HEALTH COVERAGE:  For military leaves 30 days or less in duration, 

the employee and any covered dependents will continue enrollment in the 
UniversityÕs health plan for the period of military leave at the normal 
employee shared rate.  If the leave extends beyond 30 days, health 
coverage can be extended up to five years and the employee will be 
expected to pay the full premium.  Any employee requesting military 
leave should contact the Office of Human Resources Management as soon 
as possible upon notification of military duty to determine benefits status. 

 
4. PENSION BENEFITS:  Upon return from military leave, the University 

will give retroactive contributions to TIAA-CREF, MetLife, and Northern 
Life retirement annuities on the same basis as if the employee had not left, 
provided the employee was an enrolled member of the pension plan at the 
time leave commenced.  Percentage of the contribution will be based on 
the employeeÕs base salary and shall take into account any pay increases 
that may have occurred during the leave period.  If an employee was 
enrolled in an SRA (Supplemental Retirement Annuity), the employee 
may repay missed contributions over a time period not to exceed five 
years.  Any returning employee should contact the Office of Human 
Resources Management for assistance. 
TUITION BENEFITS:  For military leaves 30 days or less in duration, the 
employee and any covered dependents will continue enrollment in the 
UniversityÕs tuitions wavier program provided the employee or 
dependent(s) were enrolled at the time military leave commenced.  For 
leaves in excess of 30 days, the employee should contact the respective 



 

Vice President or Executive Vice President for Finance & 
Administration/Academic Dean for individual consideration. 
 

B. REEMPLOYMENT PROVISIONS  
 

1. Employees returning from military leave are entitled to the same or similar 
position provided they notify his/her immediate supervisor, Vice President 
or Executive Vice President for Fiscal Affairs and Administration/Dean, 
or the Office of Human Resources Management as follows: 

 
Period/Active Duty    Timing Notice After Leave Ends     Method of Notice 
 
30 days or fewer         Next day or prior to departure         Verbal or Written 
31 Ð 180 days       Within 14 days of leave                   Written Notice  

      181 days Ð five day     Within 90 days                                            
 
 

NOTE:  Special conditions on time for requesting return to active 
employment apply for individuals hospitalized at time of release as a 
result of a service-related illness/injury.  In such instances, please contact 
the Office of Human Resources Management for assistance. 
 

2. If it is necessary to replace an employee who is granted a leave of absence 
for military service, the appointment of the replacement shall not exceed 
the duration of the military leave of the original employee.  During the 
period of employment, the replacement hire shall not be granted a military 
leave of absence and shall be informed in writing of the conditions of 
employment upon commencement of hire.  Supervisors should contact the 
Office of Human Resources Management for assistance. 

 
C. GENERAL PROVISIONS 

 
This policy is a summary of the Uniformed Services Employment and 
Reemployment Rights Act of 1994.  The law itself governs any individual case.  
Because many circumstances may affect the interpretation of an individual case, 
the Office of Human Resources Management should be consulted to clarify the 
UniversityÕs obligations.  If you have any questions, please contact the Office of 
Human Resources Management at ext. 2049. 



 

ADMINISTRATIVE/PROFESSIONAL PERMITS  
 
Employees may be granted permission to attend professional meetings or to perform 
some other professional duty. The employee should secure approval in advance from the 
immediate supervisor and the appropriate Vice President. Arrangements for disposing of 
regular campus duties will be made in consultation with the immediate supervisor and/or 
Vice President. The President signs the forms for Vice Presidents. Leave forms are 
available in the Office of Human Resources Management and should be completed prior 
to departure. When it becomes necessary to remain away longer or to return earlier than 
planned, the person involved is expected to notify the immediate supervisor and or the 
appropriate Vice President as soon as possible. 
 
ABANDONMENT  OF POSITION 
 
An employee, who fails to report to work or call for 3 consecutive work days; shall be 
considered to have abandoned their position and may be terminated. 
 
TUITION REMISSION  
 

ERRATA SHEET 

TUITION REMISSION 

 
 
 
The Board of Trustees of Bethune-Cookman University in itsÕ Fall Board meeting 
modified the policy on Tuition Remission for faculty and staff.  
 
Beginning January 1, 2008 the revised policy covers 50 per cent Tuition Remission.  The 
policy covers no more than four years for each student on the plan.  All participants of the 
Tuition Remission program prior to January 1, 2008, will be allowed to continue with the 
current Tuition Remission.  However, the four year cap on time limitation will be in 
effect.  
 
 
 
 

This policy replaces the existing policy located in the Personnel Policies Handbook 
 
 



 

1. Remission Plan  
Effective January 1, 2008, Bethune-Cookman University offers fifty percent (50%) tuition 
remission to full-time employees who have completed at least one year of service at Bethune-
Cookman University. The policy covers no more than four years for each student on the plan. All 
participants of the Tuition Remission program prior to January 1, 2008, will be allowed to 
continue with the prior Tuition Remission. However, the four year cap on time limitation will be 
in effect. Fifty percent (50%) tuition remission of the regular tuition for courses taken at Bethune-
Cookman University is granted for legal spouses living in the same household, sons and 
daughters (including stepchildren and those legally adopted) living in the same household and not 
over 25 years of age; while the employee is still employed. 
 
Tuition Remission is available only during the Fall and Spring Semesters. 
 
A full -time employee is limited to taking one course, at Bethune-Cookman University only, 
during assigned regular work hours. Written approval from the immediate supervisor is required.  
Tuition remission is an employee benefit that allows an employee to take three-credit hours per 
semester. Courses taken in excess of three-credit hours are the financial responsibility of the 
employee.  All written requests must be forwarded to the Office of Human Resources 
Management for further processing.  Permission should be based upon the individual's plan for 
fulfilling job responsibilities and the facilitation of uninterrupted work activity in the department. 
The request must be forwarded to the sector Vice President for final action. 
 
Bethune-Cookman University employees applying for tuition remission will not be eligible to 
receive a Federal Direct Loan for financial aid. 
 
It is the responsibility of the employee to provide the Office of Human Resources with 
information requesting first time or continued tuition remission in advance of the expected 
matriculation.  The Office of Human Resources Management will not contact employees to 
obtain this information. 
 
Those enrolled must maintain at least a "CÓ, or 2.00 cumulative grade point average, to continue 
receiving this benefit. 
 
This plan and its benefits are discontinued for dependents, if the employee is separated from the 
University for any reason other than retirement or in-service death. 
 
In the event of retirement or death of a full-time employee who has completed at least five years 
of service at the University, tuition remission privileges may be extended to the legal spouse, and 
to sons or daughters (including stepchildren and those legally adopted) who have not attained 25 
years of age. This privilege is subject to review by the University Cabinet and the President, and 
approval by the Board of Trustees. 
 
No tuition-remission is granted to full-time employees enrolling in courses at other institutions. 
Employees intending to enroll in courses at other institutions requiring class attendance during 
their regular work hours should first get written permission from their supervisor or chairman. 
Permission should be based upon the individual's plan for fulfilling job responsibilities and the 
facilitation of uninterrupted work activity in the department. The request must be forwarded to 
the sector Vice President for final action. 
 



 

OFF-CAMPUS ACADEMIC ENHANCEMENT PLAN   
 

No tuition-remission is granted to full-time employees enrolling in courses at other 
institutions. Employees intending to enroll in courses at other institutions requiring class 
attendance during their regular work hours should first get written permission from their 
supervisor or chairman. Permission should be based upon the individual's plan for 
fulfilling job responsibilities and the facilitation of uninterrupted work activity in the 
department. The request must be forwarded to the sector Vice President for final action. 



 

SECTION V  
 

UNIVERSITY  RESOURCES 
 
ADMINISTRATIVE OFFICES  
 
The offices of the University President, Executive Vice President for Administration and 
Finance ,Vice President for Academic Affairs, Vice President for Administration and 
Finance, the Director for III/Coordinator of Sponsored Events/Dean of Institute of Civic 
Engagement, and the office of the Special Assistant to the President are located in White 
Hall. The office of the Vice President for Student Affairs is located in the Parlin Student 
Center. The office of the Vice President for Institutional Advancement is housed in the 
Judson/McPhillips Building. 
 
CALENDAR OF EVENTS AND CONFERENCES 
 
The University Master Calendar is published and distributed annually through the 
Planning Office located in White Hall. Submission of events for the ensuing year should 
be forwarded by end of March each year. 
 
A weekly calendar of special University events is distributed by the Student Affairs 
Office located in the Student Union Building. Employees wishing to schedule a special or 
public event during the year must submit a written request to this Office for approval. 
 
BUILDING USE  
 
Any extracurricular or community use of campus buildings or grounds must be requested 
through the Offices of Student Affairs or Fiscal Affairs. Fees may be required. 
 
NEWS AND PUBLIC INFORMATION  
 
The Public Relations Office, located in the Judson/McPhillips Building, is responsible for 
representing the University to the general public through local, regional and national 
news media. It also assists in the production of University publications. Information 
about institutional activities, faculty, staff and student achievement and other noteworthy 
events should be channeled through this office. 
 
For announcements on the marquee boards of special events, submit a written request to 
the Public Relations Office. 
 

MAIL  
 

The Campus Mail Room is located in the T. G. Miller Procurement Building. Outgoing 
official mail is charged to the budget of the sending office and should be received in the 
Campus Mail Room by 3:30 p.m. daily. Incoming mail is distributed to sector offices 
daily by Campus Mail Room employees. Interoffice campus mail must be hand delivered. 
 



 

One of the two U.S. Mail Boxes located on-campus is near the entrance driveway 
opposite Faith Hall and the other is at the rear of the Student Union Building. 
 
TRAVEL  
 

University policies regulating travel and travel costs are issued through the Office of 
Fiscal Affairs. Official travel by University personnel and/or student groups is charged to 
the appropriate budgetary unit. Documentation should be submitted along with travel 
requisition before the trip. 
 
The University maintains a small fleet of vehicles for limited use by specified employees 
and sponsored student groups in the conduct of University business. Requests for the use 
of a vehicle must be submitted at least two weeks in advance on the proper requisition 
form. 
 

Personal use of University-owned vehicles is prohibited. 
 

All persons traveling on behalf of the University and using their own automobile must 
file a Personal Automobile Use Form in the Fiscal Affairs Office, as required by the 
University's insurance carrier. Upon submission of an After Trip Report, the University 
will reimburse the cost of the trip at the current rate. 
 
Requisitions for travel by plane, bus, train or car rentals and for hotel reservations must 
be processed through the Accounts Payable Office at least two weeks in advance of the 
planned trip. 
 
The following allowable expenditures, with receipts, will be reimbursed within seven (7) 
working days after return, provided an After Trip Report has been received in the Fiscal 
Affairs Office: 
 

¥ meals including tips  ($31.00 per day) 
¥ ground travel (not to exceed $.37 per mile) 
¥ business telephone calls 
¥ tolls 
¥ parking 

 
Requisitions for registration fees should be submitted prior to attending the conference, 
seminar or workshop and made payable to the proper association. 
 
OFF-CAMPUS TRIPS WITH STUDENTS 
 
Requests for off-campus trips or any experiences that are outside of the immediate 
campus should be cleared through the immediate supervisor. Permission to take students 
off the campus must first be obtained from the Vice Presidents for Academic Affairs and 
Student Affairs. A written plan should be prepared by the sponsor justifying the trip or 
experience. If such experiences entail the absence of students from classes, arrangements 



 

should be made through the Office of the Executive Vice President for Fiscal Affairs and 
Administration/Vice President for Academic Affairs. 
TELEPHONE  
 
Bethune-Cookman University telephone calls local and long distance are intended for the 
use of serving its vendors and conducting Bethune-Cookman University business.  
Personal usage during business hours is discouraged except for extreme emergencies.  All 
personal telephone calls should be kept brief to avoid congestion on the telephone line.  
To respect the rights of all employees and avoid miscommunication in the office, 
employees must inform family members and friends to limit personal telephone calls 
during work hours.  Users of the telephones have no exception of privacy 
 
FAX MACHINES  
 
There are fax machines located in offices throughout the campus for official University 
business. 
 
PHOTOCOPYING  
 
Photocopy machines are available for official use by University personnel. There is a 
usage charge to budgetary units.  The University regulations respect copyright laws for 
printed materials. Some materials may be more appropriately printed or copied off 
campus. Seek the advice of the Fiscal Affairs Office. 
 
SAFETY AND SECURITY  
 
The campus security force is responsible for implementing a program of campus safety, 
distributing information on crime prevention, and collecting and submitting data to the 
University administration concerning crime on campus. The Security Office is located on 
Lincoln Street next to the Shipping and Receiving and Physical Plant.   (See also Student 
Handbook and other brochures available from the Security Office or the EEO Office) 
 
CAMPUS LIBRARY  
 
Library cards are issued to faculty and staff upon request. The library is open during the 
regular school year and during the summer session. The library contains exhibits, bound 
volumes, periodicals, audio and video tapes, microforms, technological information 
services and access to other resources through inter-library loan. Computerized card 
indexes and labs are located on both floors of the library. 
 
CENTER FOR INFORMATION TECHNOLOGY  
 
The Center for Information Technology provides services for University management 
and academic purposes.  The Help Desk is 481-2070.  The Center is located on the north 
side of Faith Hall. 
 



 

STUDENT HEALTH SERVICES  
The University infirmary, located on the extreme north side of the campus, primarily 
concerns itself with student health needs. It operates from 8:00 a.m. - 5:00 pm. It is 
available to faculty and staff on an emergency basis, but 911 should be called 
immediately. 
 
PHYSICAL PLANT  DEPARTMENT  
 
Indoor and outdoor maintenance of University property is provided through the Physical 
Plant Department. Problems with electricity, heat, water, plumbing, or air conditioning 
should be requisitioned on a Work Order Form and sent through the Fiscal Affairs Office 
to the Physical Plant Department. 
 
Work requiring carpenters, electricians, painters, computer and other telecommunication 
repairs must be requested through requisition channels and approved by the Vice 
President for Administration and Finance.  Emergencies must be reported to the Fiscal 
Affairs Office and to the Offices of Safety and Security and the Physical Plant 
Department. 

 
 
 
 
 
 
 
 
 
 



 

SECTION VI  
 

EMPLOYEE PERFORMANCE  MANAGEMENT SYSTEM  
 
The primary purpose of the Employee Performance Management System (EPMS) is to 
increase the overall efficiency of Bethune-Cookman University by helping all employees 
to improve their performance. Other important purposes are: 
 

1. To help employees use their full potential in carrying out their job 
responsibilities. 

2. To identify training needs. 
3. To assist management in assigning work and delegating responsibility 

based on a mutual understanding of the employee's skills and abilities. 
4. To provide documentation to support work-related decisions, i.e. for salary 

increases, promotions, transfers, demotions and dismissals. 
 
The Staff Employee Evaluation Form is designed to provide management and 
supervisory personnel with information and guidelines for evaluating job performance. 
 

1. All employees must receive a performance evaluation at least once a year. 
Evaluation forms are sent to supervisors in February. 

 
2. An interim performance review should be conducted whenever necessary, 

either to document poor performance and disciplinary counseling, or to 
recognize significant contributions to the department or University 
operations. 

 
3. It is the responsibility of the supervisor to explain the Employee 

Performance Management System (EPMS) to all new employees during 
their orientation. 

 
4. All new employees are to be evaluated before the end of their introductory 

period, and this evaluation is a factor determining continuation of 
employment. 

 
THE EVALUATION  
 
Faculty Evaluation is conducted within the Academic Affairs Sector. (See the Faculty 
Handbook for Student Rating of Instruction, Peer Evaluation and School Dean 
Evaluation.) 
 
Staff Employee Evaluation forms are sent to supervisors from the Office of Human 
Resources Management in February. 
 
The performance evaluation shall be carried out by the employee's supervisor or 
immediate department head. At the time of the evaluation, there should be a mutual 



 

review of the employee's position description. Where the description is not current, an 
updated position description should be created.  Updated or new position descriptions 
must be approved by the President and or the Vice President for Administration and 
Finance.  A copy is given to the employee and forwarded to the Office of Human 
Resources Management. 
 
The supervisor shall complete and sign the evaluation form prior to the evaluation 
discussion. The supervisor shall review the evaluation form with the employee and 
provide for comments from the employee. 
 
The employee is required to sign the evaluation form. Signing indicates only that the 
evaluation has been reviewed and does not necessarily indicate acceptance of the review 
by the employee.  The supervisor sends the form to the Office of Human Resources 
Management and the superior. 
 
If the employee disagrees with any part of the rating, a written response must be on a 
separate sheet and submitted to the supervisor with a copy to the superior of the 
supervisor. 
 
The supervisor acts as a reviewer, prior to submission to the Office of Human Resources 
Management. 
 
Any ratings in dispute may be appealed through the University's Grievance Procedure 
process. 
 
Completed forms and any attached papers shall be sent to the Office Human Resources 
Management for retention in the employee's file. 

 
EMPLOYEE REGULATIONS AND DISCIPLINARY PROCEDURES  

 
In order to maintain and operate the University in the best interests of all concerned, it is 
necessary that all employees adhere to certain standards of conduct, and that they perform 
their duties at an acceptable level. Employees who violate the rules of conduct or whose 
performance is unacceptable will be subject to disciplinary action, up to and including 
discharge. While the University generally applies discipline in a progressive way, the 
disciplinary action taken in any given instance will be determined at the sole discretion of 
the University.  The discipline will be based on consideration of all relevant 
circumstances; including but not limited to the number of previous violations, the nature 
and severity of the violation in question, and the employeeÕs past conduct and 
performance. 
 
The following is a partial list of common violations of the standard of conduct upheld by 
the University, which may result in disciplinary action. The University does not intend 
for this to be an exhaustive list, as it would be impossible to compile a list of all possible 
violations. 
 



 

 
1. Excessive tardiness. 
 
2. Excessive absenteeism. 
 
3. Careless or substandard workmanship resulting in waste, spoilage or delay. 
 
4. Failure to report for accepted overtime work without a justifiable reason, or 

failure to promptly notify the University of such absence. 
 
5. Leaving the work location during work shift without authorization. 
 
6. Idling, sleeping, loafing, or inattention during work hours. 
 
7. Failure to notify supervisor on each day of unscheduled absence. 
 
8. Using profane or obscene language or gestures. 
 
9. Immoral conduct or indecency. 
 
10. Violations of safety rules and practices. 
 
11. Misusing, damaging or destroying University property. 
 
12. Violation of the UniversityÕs sexual harassment policy. 
 
13. Violation of the UniversityÕs policy against discrimination and harassment. 
 
14. Smoking in restricted areas. 
 
15. Gambling or possession of gambling devices on University property. 
 
16. Insubordination. 
 
17. Falsifying or altering time cards or other records. 
 
18. Reporting to work while under the influence of alcoholic beverages or drugs, or 

possession or use of these on University property. 
 
19. Sale of alcoholic beverages or drugs on campus. 
 
20. Fighting, assault, attempted assault, or threatening anyone on University property. 
 
21. Conviction in a criminal court or detention by law enforcement authorities 

without a reason acceptable to the University. 
 



 

22. Theft of employee or University property. 
 
23. Unauthorized possession of weapons or explosives on University property. 
 
24. Multiple violations, whether or not simultaneous, of the foregoing rules and 

regulations. 
 
25. Falsification of employment application. 
 
26. Conduct unbecoming a Bethune-Cookman University employee. 
 
27. Violation of any law, regulation or rights of any person or entity, including but 

limited to, copyright rights of any third party by way of plagiarism or any other 
forms of infringement. 

DISCIPLINARY PROCEDURES  
 
Disciplinary action includes but is not limited to the following and may or may not occur 
in the order listed: 

¥ Counseling  
¥ Demotion 
¥ Verbal Warning  
¥ Written Warning  
¥ Probation  
¥ Suspension 
¥ Discharge (termination) 

CONDUCT A PRELIMINARY INVESTIGATION  
 
Once it is suspected an employee has engaged in misconduct in violation of University 
policies, the employeeÕs superior, the Director of Human Resources Management or the 
Equal Employment Opportunity Officer will immediately conduct an initial investigation. 
There should be a written report submitted to the vice president of the appropriate sector 
and the Office of Human Resources Management. 

INTERVIEW EMPLOYEE  
 
As soon as possible (Ideally within five days) after the event, an interview should be 
conducted with the employee suspected of misconduct by the employeeÕs superior or 
another representative of the University. An interview should be conducted in a private 
area away from other employees. If adverse consequences have resulted from the 
misconduct, corrective action should be taken immediately.  In this way, the impact of 
the misconduct can be eliminated or at least minimized.  Notes should be kept of this 
meeting and filed in the Office of Human Resources Management. 

 



 

If the employee is suspected of misconduct, the University president or designee may 
commence formal procedures by certified mail or a hand delivered written statement to 
the employee.  This statement shall: (1) inform him/her of the charges being brought 
against him/her and names of party or parties bringing such charges; (2) advise the 
employee that he/she has 14 days to respond to such charges, and/or request a hearing; 
and (3) whether he/she has been suspended with or without pay.  Should the employee 
fail to respond to said charge(s) within the 14 days, the lack of response will be deemed 
an admission to said charge(s).  The University will respond accordingly. 
 
Should the employee request a hearing, the Director of Human Resources Management 
will convene a hearing within 10 days after a reply from the accused employee. 
Arrangements should be made to record the proceedings. The employee has a right to 
have witnesses present during this meeting.  After completion of the investigation, the 
employee should be told that someone would get back to him/her. 

INTERVIEW ALL WITNESSES  
  
Once the interview with the employee suspected of misconduct is completed, all 
witnesses who might have knowledge of the facts should be interviewed separately in a 
private place.  Detailed notes should be kept of the interview. 
 
Employees have a duty to cooperate with any investigation undertaken on behalf of the 
University.  Failure or refusal to cooperate with an investigation is grounds for discipline 
up to an including termination. 

DECISION-MAKING PROCESS 
 
Once the investigation is completed, the data should be reviewed by the Hearing 
Committee and Bethune-Cookman UniversityÕs Equal Employment Opportunity Officer. 
The employeeÕs personnel files will  be reviewed toward identifying aggravating or 
mitigating circumstances. If it is determined, misconduct occurred and discipline is 
warranted, a complete factual record of the incident should be written. Include date and 
time of offense; description of events surrounding the incident; all rules and policies 
violated by the employeeÕs conduct; and the effective nature and date of the discipline to 
be administered. Names of witnesses and Hearing Committee shall be included. Prior to 
communicating the results of an investigation and prior to administering discipline, all 
decisions should be approved by the University president or designee. This management 
review is to ensure the adequacy of the investigation and the appropriateness of the 
disciplinary decision. When approved, the employee accused of misconduct will  be sent 
written notification by registered notification of the decision from the Office of Human 
Resources Management. 

 
APPEAL PROCESS 
 
The employee may appeal a decision more severe than a written warning. Within five 
working days of an adverse decision, the employee must file written objections and the 



 

basis for any modification of the decision in the Office of the President.  Late appeals 
will not be allowed unless unusual circumstances are shown to exist.  The decision 
should be issued within 10 days after the appeal is filed.  The decision of the President or 
his designee is final. 

 
EMPLOYEE GRIEVANCE PROCEDURES  

 
Bethune-Cookman University is committed to treating its employees fairly and equitably.  
The University recognizes, however, that its best efforts notwithstanding, employees will 
on occasion believe that they have not been treated fairly. The University has therefore 
implemented the following grievance procedure to facilitate a prompt and fair review of 
employee complaints. 
 
PERSONS TO WHOM THIS PROCEDURE APPLIES 
 
The grievance procedure outlined herein is available to all employees, other than faculty.  
Faculty members may avail themselves of the grievance procedure contained in the 
Faculty Handbook. 

 
SCOPE 
 
The grievance procedure is available to address perceived inequitable disciplinary 
actions, violations, or misapplication of University policies, procedures, or rules.  Matters 
involving salaries, wages, demotions, at-will terminations, termination without cause, 
layoffs, or matters against the President are not eligible for grievance. Matters involving 
harassment or sexual harassment are likewise not eligible for grievance under this 
procedure, except that a sanction imposed for violation of the UniversityÕs harassment or 
sexual harassment policies may be appealed in accordance with the ÒAppeal of 
Termination for Cause, Suspension, or Harassment SanctionsÓ section below. 

 
THE GRIEVANCE PROCESS 

 
1. An employee who wishes to pursue a grievance should discuss the matter 

with his or her immediate supervisor immediately and in any event not 
more than ten (10) days from the date of the incident giving rise to the 
grievance.  The employee should provide the supervisor, whether orally or 
in writing, with specific information concerning the nature and extent of 
the problem, the policy or procedure alleged to have been violated, and the 
remedial action sought by the employee. The supervisor shall respond to 
the employee within five (5) working days from submission of the 
grievance, and shall indicate to the employee how the grievance will be 
resolved.   

 
Unless the employee timely utilizes step 2 below, the immediate 
supervisorÕs response will be deemed final, and the grievance will be 
considered resolved. 



 

 
 
2. If the employee is not satisfied with the immediate supervisorÕs response, 

then the employee must submit the grievance in writing to the department 
head within five (5) working days after receiving the supervisorÕs 
response. If the immediate supervisor is the department head, then the 
employee shall submit the grievance in writing to the department headÕs 
immediate supervisor. The written submission should contain specific 
information concerning the nature and extent of the problem, the policy or 
procedure alleged to have been violated the employeeÕs objection to the 
immediate supervisorÕs proposed resolution, and the remedial action 
sought by the employee. The department head shall respond to the 
employee within five (5) working days from submission of the grievance, 
and shall indicate to the employee how the grievance will be resolved.   

 
Unless the employee timely utilizes step 3 below, the department headÕs 
response will be deemed final, and the grievance will be considered 
resolved.     

 
3. If the employee is not satisfied with the response of the department head, 

the employee must submit the grievance in writing to the Vice President 
having immediate supervisory authority over the department head within 
five (5) working days after receiving the department headÕs response.  If 
the individual rendering a decision in step 2 above is a Vice President, 
then the grievance must be submitted to the Executive Vice President for F 
Administration and Finance.  If the individual rendering the decision in 
step 2 above is the Executive Vice President for Fiscal Affairs and 
Administration, then the complainant must proceed to step 4 below. The 
written submission should contain the information set forth in step 2 
above, together with a statement of the employeeÕs objection to the 
department headÕs proposed resolution.  The Vice President shall respond 
to the employee regarding the submission of the grievance, again 
indicating to the employee how the grievance will be resolved. 

 
Unless the employee timely utilizes step 4 below, the Vice PresidentÕs 
response will be deemed final, and the grievance will be considered 
resolved.  

 
4. If none of the foregoing efforts have produced a resolution satisfactory to 

the employee, then the employee may, after receipt of the Vice PresidentÕs 
response, submit the grievance to the Director of the Office of Human 
Resources Management with a request for a Grievance Committee 
hearing.  The Director of the Office of Human Resources Management 
will schedule a hearing after the submission of the grievance. 

 
Grievance Committee Hearing Procedure 

 



 

The Grievance Committee consists of seven members and the Director of the Office 
Human Resources Management, who serves ex- officio and without vote.  A quorum 
consists of five members. Committee members are appointed by the President or his 
designee. The Committee members shall consist of both exempt and non-exempt 
employees, when possible, and will be trained on dealing with confidential personnel 
matters.  The Committee will choose a chairperson from its membership, and will set the 
length of the chairpersonÕs term. 
 

The authority of the Grievance Committee is limited to determining whether the 
UniversityÕs policies and procedures have been fairly applied.  It may not make 
determinations which amend or alter policies or procedures, or which recommend any 
relief going back more than five (5) days before the institution of the grievance procedure 
by the grievant.  It shall limit its decision to matters raised in the grievance. 
 

Prior to the hearing, the Grievance Committee will receive the employeeÕs written 
grievance from the Director of the Office of Human Resources Management, together 
with any other documentation pertinent to the grievance.  Committee members are 
prohibited from discussing a grievance with any complainant or witness, whether before 
or after the hearing, or with employees or other third persons. 
 
The hearing will be tape recorded, except for the CommitteeÕs deliberations. All persons 
in attendance shall sign a statement consenting to the tape recording prior to the 
commencement of the hearing.  The complainant will be given the opportunity to make 
an oral or written statement.  Either the complainant or the University may present 
additional witnesses or documentary evidence for the CommitteeÕs consideration. All 
witnesses shall be placed under oath prior to giving testimony or making statements. The 
technical rules of evidence shall not apply, nor shall formal rules of court procedure.  
Any relevant evidence, including hearsay, which is reasonably related to the proceedings, 
may be admitted.  The chairperson will make all necessary rulings on the admissibility of 
evidence, and may set appropriate time limits for presentations. 
 
At the conclusion of the presentations, the Committee shall deliberate in closed session.  
The decision of the Committee shall be made by majority vote, and shall be in writing, 
signed and dated by the chairperson. The written recommendation shall be communicated 
immediately to the Office of Human Resources Management, Equal Employment 
Opportunity Officer, Executive Vice President for Administration and Finance and the 
President. 

 

APPEAL PROCESS 
 

In the event either the employee or the Executive Vice President for Fiscal Affairs and 
Administration wishes to appeal the decision of the Grievance Committee, the employee 
or the Executive Vice President for Administration and Finance shall submit to the 
President of the University a ÒNotice of AppealÓ, within the days following the 
Grievance CommitteeÕs decision.  The ÒNotice of AppealÓ will consist of (a) a copy of 
the written grievance, (b) the Grievance CommitteeÕs decision, and (c) a concise and 
specific written statement of the basis for objecting to that decision.  The President shall 
review the matter, and will issue a written decision after receipt of the appeal package.  



 

The decision of the President or his designee will be final.  



 

SECTION VII  
 

TERMINATION  OF EMPLOYMENT  
  
An appointment may be terminated in a variety of ways and for a variety of reasons.  The 
University President or designee has the final authority in termination. 
 
As an at will employer, the president or his designee at any time, may move to 
immediately discharge an employee. At will termination by the president or his designee 
is not subject to the grievance process.  The decision of the president or his designee is 
final. 
 
EXPIRATION OF TERM  
 
The service of a temporary or externally funded employee automatically terminates with 
the expiration of the program. 

 
RELEASE 
 
Release denotes termination of employment at the will of the University. No culpability 
attaches to release. Among the grounds for release are the following: financial exigencies 
of the University; change in a program requiring realignment of faculty and/or staff; 
physical or mental disability of the employee so serious that assigned duties cannot be 
performed properly with or without a reasonable accommodation.  Of course, all 
employees, other than faculty who are tenured or are on term contacts, are employed at 
the will of the University, and the University may terminate that employment at any time, 
with or without cause. 
 
In the event the University intends to release an employee, every effort will be made to 
provide the employee with advance notice of at least 30 days.  However, it may not be 
practical or in the UniversityÕs best interest to provide such notice in every instance, and 
the University is under no obligation to provide any advance notice of release. 
 
RESIGNATION  
 
Resignation is the termination of employment by voluntary action of an employee.  
 
Any employee may resign in good standing by submitting a written notice of the intent to 
resign to the department head/academic division chairman, who should immediately 
forward a copy of the employee's resignation to the appropriate Vice President for 
processing. At least 45 days notice should be given by the employee. 
 
Immediately upon submitting a resignation, an employee should be referred to the Office 
of Human Resources Management by the department head or academic division 
chairman, to arrange for an exit interview before the last day of employment. 
 



 

RETIREMEN T 
 
Retirement is the automatic termination of duties of an employee who has been in the 
UniversityÕs service for a number of years. Retirement implies cessation of salary 
payment except as provided by the Bethune-Cookman University retirement plan and/or 
from social security. In the best interest of the individual and the University, retirement 
for reasons of physical or mental disability may occur, provided there is documented 
proof of disability. 
 
DISCHARGE FOR CAUSE (TERMINATION ) 
 
The University President or designee has the final authority in termination; denotes the 
termination of an employee at any time in the employment period for violation of the 
UniversityÕs policies and procedures, or for performance problems. 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

SECTION VII  
 

GLOSSARY 
 
In light of administrative experience, appropriate sets of definitions will continually be 
added in this subsection. 
 
Academic Tenure 
Status accorded to teaching/researching faculty with the rank of professor as permanent 
or continuous in-service employees, who can be terminated only for adequate cause or 
under extraordinary circumstances because of financial exigencies. 
 
Alumni Affairs  
Function, carried out by Development office staff, of maintaining cordial relations 
between alumni and University so as to enhance continuing interest in and support of 
institutional programs 
 
Appeal 
A request to the Bethune-Cookman University Grievance Committee for review of action 
taken by the appropriate authority 
 
Appointing Authority  
Person or group of persons empowered to employ. 
 
Appointment 
The act of placing an employee into a position 
 
Assistant Vice President/Director for Alumni Affairs   
Coordinates contacts and services to alumni, develops and maintains alumni mailing lists 
and mailings, organizes receptions and other special alumni activities 
 
Assistant Vice President for Fiscal Affairs/Controller   
Supervises the University-wide system of purchasing, receiving, inventorying and 
distributing of goods; manages institutional budget. 
 
Assistant Controller 
Responsible for the supervision of new construction and remodeling of the physical plant 
facilities 
 
Assistant Vice President/Director of Institutional Research 
Responsible for the conduct and studies on the institution itself; functions performed or 
supervised typically include data collection, analysis, reporting and related staff work in 
support of decision making 
 



 

Assistant Vice President for Academic Affairs 
Responsible for selected academic operations reports directly to the President and 
maintains control over the academic organizational unit 
 
Authorized Position 
A position approved and affirmed by the President/Board of Trustees 
 
Base Pay  
Rate of pay approved for an employee in position exclusive of any additional benefits. 
 
Board of Trustees 
The governing body of the institution including all of its standing and/or ad hoc 
committees 
 
Budget Control  
The function, carried out in the Fiscal Affairs Office, of assuring that budgetary funds are 
available to cover a planned expenditure before a commitment to incur the expense is 
made 
 
Cashiers  
Fiscal Affairs Office staff involved with receiving, receipting and accounting for all cash 
receipts received by the institution 
 
Chaplain 
United Methodist Church Minister/Faculty responsible for institution-wide religious 
activities  
 
Classification Plan 
The official document that describes the concepts, policies and procedures utilized in the 
classification and re-classification of positions in the University 
 
Classified Personnel 
Employees of the University are classified under the University Personnel System. All 
classified positions/jobs are graded, and a given salary range is specified depending on 
the duties and responsibilities associated with the particular job. A minimum and 
maximum value has been set for each classification 
 
University Cabinet 
Responsible for the formulation, implementation, coordination and evaluation of 
institutional policies. The University President serves as the Chairman. Executive Vice 
President for Administration and Finance /Academic Affairs, Administration & Finance, 
Student Affairs, Director of Title III/Coordinator of Sponsored Programs/Dean of 
Institute of Civic Engagement and the Special Assistant to the President comprise this 
Executive Committee 
 



 

Compliance Officer 
Reports to Director of Athletics, responsible for ensuring athletics program is operated 
within NCAA and MEAC rules and regulations 
 
Counselors 
All professional personnel and/or faculty who are involved in providing academic and/or 
non-academic counseling service to students 
 
Curator  
Responsible for upkeep of Mrs. BethuneÕs Home (Bethune Foundation); arranges tours 
and special events 
 
Deans of Men/Women 
Responsible for directing the operation of the residence halls for students 
 
Department Heads 
Academic and non-academic organizational chairmen/directors reporting to one of the 
executive officers of the administration even though they may do so through another 
administrator who has the responsibility of directing their activities 
 
Director   
Supervises one or more subordinates and is designated as the rater on those subordinatesÕ 
performance appraisals. Student aides are not included in this function 
 
Director of Administrative Computer Services 
Responsible for directing the institutionÕs administrative computing activities. 
 
Director of Admissions  
Assigned the responsibility for recruiting and admitting all students to enrollment in the 
institution 
 
Director of Athletics 
Directs all intercollegiate athletics programs; functions typically include scheduling and 
contracting for athletic events, employing and supervising athletic coaches and related 
employees, managing operation of programs including fund raising 
 
Director Career Placement and Counseling 
Planning, guidance and placement services to students 
 
Director of Continuing Education 
Responsible for oversight of branch campus, extension sites and weekend program 
 
Director of Financial Aid  
Responsible for making student financial assistance award decisions and maintaining all 
related records 
 



 

Director of Instructional Technology                                                                                                                                                                                                                                                                                                                                                                                     
Responsible for faculty training and usage of computer and telecommunication systems 
 
Director of Library  
Responsible for directing the activities of all institutional libraries, including selection 
and supervision of the library staff, acquisitions, technical services, non-print services 
and archival services 
 
Director of the Office of Human Resources Management 
Responsible for handling all personnel processes for non-academic employees including 
maintaining compensation and benefit records for faculty 
 
Director of Planned and Major Gifts Giving  
Directs specific institutional fundraising in the areas of special and deferred gifts 
 
Director of Public Relations 
Assigned to project the most favorable, but realistic, image of the institution to its 
constituencies through all media and forums and of interpreting public attitudes to the 
institution 
 
Director of Sponsored Programs/Director of Title III/Dean, Institute  of Civic 
Engagement  
Supervises externally funded grants of research contracts and concerned with research 
and instruction. A senior administrator responsible for assisting the President in general 
administrative matters including directing institutional planning, coordinating 
federal/state grants and contracts operations. 
 
Director of Sports Information  
Institutional representative to the media information for all athletic activities 
 
Director of Student Health Services 
Supervises campus-based health care services to students and arrange for such additional 
health care as they may require 
 
Director of Transportation   
Responsible for maintaining a fleet of vehicles and providing transportation services 
 
Dual Employment 
Employment and compensation in excess of the approved rate of pay for an employeeÕs 
primary duties for services of any nature, regardless of whether the employment and 
compensation are within the employing (primary) department or a requesting (secondary) 
department. Additional compensation will be allowed only when the services rendered 
are clearly not a part of the employeeÕs regular job or in conflict with time/effort 
regulation 
 



 

Executive Officers of the Administration 
The President, Executive Vice President for Fiscal Affairs and Administration and Vice 
Presidents of the functional sectors of operation; i.e., executive, academic affairs, 
administration & finance, student Affairs, Institutional Advancement, director of title 
III/coordinator of sponsored programs/dean of institute of Civic Engagement, and 
Institutional Planning.  Each administrator is responsible to the President for sub-
organizational units to which they have been assigned administrative responsibility 
 
Executive Vice President for Fiscal Affairs and Administration 
Second senior administrative officer responsible for selected administrative & financial 
operations 
 
Exempt Employees 
Those whose conditions of employment and compensation are not subject to the 
provisions of the Fair Labor Standards Act (FLSA); exempt employees are not eligible 
for overtime pay. According to the Act, an exempt employee is ÒÉany employee 
employed in a bona fide executive, administrative or professional capacity 
 
Faculty 
Includes employees who are customarily classified as instructional or as non-instructional 
personnel with titles ranging from Instructor t Professor 
 
Grants and Contracts Administration 
The function, assigned to the Coordinator of Sponsored Programs/director of title III/dean 
of institute of civic engagement assuring that the requirements of all restricted grants and 
contracts are adhered to from date of receipt of aware to date of termination of award. 
 
Grants and Contracts Budget Officer 
Responsible for maintaining such special records as may be required to control, account 
for and report on expenditures which are reimbursable from restricted grants and 
contracts 
 
Introductory Period  
A working test period required of a new employee. 
 
Legal Counsel  
Any legal firm retained to advise the governing board or Institutional administrators in 
legal matters pertaining to the University 
 
Non-Exempt Employees 
Employees who are required to (Support Staff) perform, under unlimited supervision, 
clearly defined routine tasks. Non-exempt employees must be compensated for their 
overtime work with pay or with time off in lieu thereof 
 
 
 



 

Payroll  
The function, carried out in the Fiscal Affairs Office, computing and disbursing 
compensation due employees and of maintaining such records as are required to identify 
gross compensation, and each deduction there from, for each employee 
 
President 
The Chief Executive Officer of the University 
 
Professional Staff  
Non-teaching personnel, whether assigned to an academic or non-academic 
organizational unit 
 

Reclassification 
The assignment of an established position in one class in a series to a higher or lower 
class in the series or to a class in a different series, which is the result of a natural change 
in duties or responsibilities of the position. 
 
Reduction in Force 
A determination made by a department head to decrease the number of filled positions 
within the given area/unit 
 
Registrar 
The officer responsible for maintaining and processing all records related to student 
academic achievement and credits earned, class and classroom scheduling and analyzing 
enrollment data 
 
School Deans 
Responsible for planning, Managing and evaluating programs, personnel and students 
within a particular school 
 
Student 
An individual enrolled in a course of study. 
 
Student Organizations 
All organized, self-administered student groups including student government and 
societies or clubs, recognized by the institution as having been established to carry out 
activities funded, in part or entirely from, fees assessed by the institution 
 
Support Staff 
Non-exempt clerical personnel, dormitory assistant, technicians, library assistant, security 
guards, laundry workers, nursing assistants and laboratory assistants, whether assigned to 
an academic or non-academic organizational unit. 
 
Suspension 
A disciplinary sanction or an enforced leave of absence, with or without pay, pending 
investigation of charges against an employee 
 



 

Temporary Employee 
One who is employed on a full-time or part-time basis for a specific period of time and 
not eligible for benefits 
 
Transfer  
The interdepartmental movement of an employee from one position to another; may or 
may not have the same pay grade 
 
Unclassified Personnel 
Faculty without ranks and Executive Officers of the University 
 
Vice President for Academic Affairs  
The senior administrator responsible for directing all academic and most academic 
support service functions. 
 
(Executive) Vice President for Administration & Finance 
The senior administrator responsible for fiscal management, buildings/grounds, 
transportation services, campus security, procurement and construction 
 
Vice President for Institutional Advancement  
The senior administrator responsible for institutional fund-raising, public relations, 
alumni relations and church relations 
 
Vice President for Student Affairs  
The senior administrator responsible for supervising student support services including 
health, religion, non-academic counseling, career planning and placement 
 
 
 
 
 
 
 
 
 

 
 
 
 



 

 
B E T H U N E - C O O K M A N    U N I V E R S I T Y  

Founded in 1904 by Dr. Mary McLeod Bethune                                                                                               Trudie Kibbe Reed, Ed.D.., President  

 
ACADEMIC INTEGRITY  

 
All institutions that are regionally accredited are required to have a certain number of 
contact hours that correlates with degree offerings.  Each university establishes their 
academic schedule for the delivery of classes based on course hours leading to a degree.  
The catalog is the universityÕs contract with students. 
 
No faculty may deviate from the approved course schedule by reducing their class 
schedules in any manner.  This policy and mandate include on-site courses as well as 
hybrids.  A reduction of class offerings from the printed schedule constitutes violation of 
university and accreditation policies and may be grounds for termination.  Any such 
violation also creates opportunities for filed lawsuits against the university in violation of 
published agreements in line with course hours and schedules.  It is expected that faculty 
will always practice the highest level of integrity and academic quality in their 
performance which is reflected in faculty contracts. 
 
Moreover, academic deans are responsible for communicating this policy and practice to 
their teaching faculty in writing and through verbal communication.  Deans are also 
expected to closely monitor their teaching faculty regarding performance in adhering to 
this policy which impacts university compliance with federal government regulations.  
Remember, students who receive financial aid carry an obligation of meeting regional 
accreditation requirements. 
 
Faculty must also post and maintain weekly office hours which should be monitored by 
academic deans. 
 
I, _______________________________,Dean of _______________________________, 
have read this statement and fully understand my role in communicating, announcing, 
and monitoring the implementation of this policy each semester.  I understand that I am 
also accountable for the faculty in my School.  I further understand that my performance 
assessment is attached to my ability to ensure the policies of the university are properly 
implemented. 
 
Signed: ________________ ________________________ Date: __________________ 

 

SUSTAINING A LEGACY OF FAITH, SCHOLARSHIP AND SERVICE 

640 Dr. Mary McLeod Bethune Boulevard ¥ Daytona Beach, Florida 32114-3099 ¥ Ph. 386.481.2041 ¥ Fax 386.481.2044 

www.bethune.cookman.edu 



 

 
B E T H U N E - C O O K M A N    U N I V E R S I T Y  

Founded in 1904 by Dr. Mary McLeod Bethune                                                                                              Trudie Kibbe Reed, Ed.D.., President  

 
ACADEMIC INTEGRITY  

 
All institutions that are regionally accredited are required to have a certain number of 
contact hours that correlates with degree offerings.  Each university establishes their 
academic schedule for the delivery of classes based on course hours leading to a degree.  
The catalog is the universityÕs contract with students. 
 
No faculty may deviate from the approved course schedule by reducing their class 
schedules in any manner.  This policy and mandate include on-site courses as well as 
hybrids.  A reduction of class offerings from the printed schedule constitutes violation of 
university and accreditation policies and may be grounds for termination.  Any such 
violation also creates opportunities for filed lawsuits against the university in violation of 
published agreements in line with course hours and schedules.  It is expected that faculty 
will always practice the highest level of integrity and academic quality in their 
performance which is reflected in faculty contracts. 
 
Moreover, academic deans are responsible for communicating this policy and practice to 
their teaching faculty in writing and through verbal communication.  Deans are also 
expected to closely monitor their teaching faculty regarding performance in adhering to 
this policy which impacts university compliance with federal government regulations.  
Remember, students who receive financial aid carry an obligation of meeting regional 
accreditation requirements. 
 
Faculty must also post and maintain weekly office hours which should be monitored by 
academic deans. 
 
 
I, __________________________, Instructor of ________________________________ 
have read this statement and fully understand my role in communicating, announcing, 
and monitoring the implementation of this policy each semester.  I understand that I am 
also accountable for my courses.  I further understand that my performance assessment is 
attached to my ability to ensure the policies of the university are properly implemented. 
 
Signed: __________________________________________ Date: __________________ 

 

SUSTAINING A LEGACY OF FAITH, SCHOLARSHIP AND SERVICE 

640 Dr. Mary McLeod Bethune Boulevard ¥ Daytona Beach, Florida 32114-3099 ¥ Ph. 386.481.2041 ¥ Fax 386.481.2044 

www.bethune.cookman.edu 



 

 

INDEX  

A 

Abandonment 39 
Absence 33 
Academic Calendar 17 
Academic Freedom 18 
Academic/Research Honesty Policy 16 
Accounts Payable Office 

Travel 42 
Administrative Offices 41 
Administrative/Professional Permits 39 
Alien Employment 22 
Americans Disabilities Act 10 
Americans with Disabilities Act (ADA) 10 
Annual Fund 17 
ANNUAL LEAVE  32 
Anti -Noise 18 
Appeal Process 49, 52 
Appointing 25 
appointing authority 25 
Attendance 17 

B 

BENEFITS 30 
Bereavement 33 
Budget 17 
Building Use 41 

C 

Calendar of Events and Conferences 41 
Campus Mail Room 41 
CIT  43 
University Name & Seal 18 
University Property 

Destroying, Misusing 47 
Conflict of Interest Policy 16 
Credit Unions 31 



 

D 

disabled employees 11 
Disciplinary Procedures 48 
DISCIPLINARY PROCEDURES  46 
Discount 

Bookstore 30 
Discount Cards 31 
Drug-Free 16 
Dual Employment 28 
duplication 

personnel file 24 

E 

Educational Leave 36 
Employee 

Status 13, 15 
Status 25 
Status 28 
Status 34 
Status 39 
Status 45 
Status 45 
Status 45 
Status 45 
Status 48 

EMPLOYEE PERFORMANCE  45 
Employees 

Temps 25 
Employment Application 

Falsifying 48 
Employment of Relatives 21 
Enhancement Plan 

Academic 40 
Equal Employment Opportunity  12, 13, 15 
Excessive absenteeism 47 
Excessive tardiness See Disciplinary Procedures 
Exempt employees 27 

F 

Faculty Evaluation 45 
Faculty Handbook 22, 26, 36, 45, 50 
FAMILY AND MEDICAL L EAVE 34 
Family members 21 



 

FMLA See  Family Medical Leave Acr 
Form I-9 22 

G 

Grievance Procedure 10 
GRIEVANCE PROCEDURES 50 

H 

Harassment and Discrimination 14 
Hiring From Within  21 
Human Resources Office 13, 15, 21, 22, 23, 24, 25, 30, 31, 32, 33, 39, 46, 48, 49, 52 

I  

Identification  18 
Insubordination 47 
INTERVIEW  22 
Investigation 48 

L 

Leave Forms 39 

M 

Mail 41 
MANAGEMENT SYSTEM  See Employee Performance 
MEDICAL  

INSURANCE 30 
Military  37 

N 

News and Public Information 41 
Non Discrimination 11 
Non-exempt 27 

O 

Optional Practical Training 25 
orientation 22, 25, 45 
Outside Search for Personnel 22 



 

Overtime 27 

P 

Paid Holiday 31 
Parking 31 
Part-time 25, 32 
performance evaluation 45 
Personal Automobile 42 
Personal Leave 33 
PERSONNEL 23 
physical or mental disability See Retirement 
Physical Plant 44 
Political Neutrality  16 
Probationary Period 25 
Professional Staff 22 
Promotion 26 
public information 24 
Purchasing 17 

R 

reimbursement 
Travel 42 

Released Time 25 
Requisitions 

Travel 42 
Resignation See Termination of Employment 
Retirement 54 
Retirement Plans 30 

S 

Sabbatical 36 
Salary 26 
Schedule 

Work  27 
Security Office 43 
Sexual Harassment 11 
Sick Leave 33 
Smoking 16, 47 
Solicitation 18 
Student 10, 15, 18, 25, 30, 41, 42, 43, 44, 45 



 

T 

Technological Resources 19, 20 
Tenure 26 
Terminating 25 
TERMINATION  53 
time cards 

Falsifying 47 
Travel 42 
Trip Report See Travel 
Trips with Students 42 
Tuition Remission 39 

U 

Unscheduled Absences 47 

V 

Vacant Positions 21 

W 

WorkersÕ Compensation 34 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 


