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Mission Statement

Gonzaga University is an exemplary learning community that educates students for lives of leadership and
service for the common good. In Reeping with its Catholic, Jesuit, and humanistic heritage and identity, Gonzaga
models and expects excellence in academic and professional pursuits and intentionally develops the whole person --
intellectually, spiritually, physically, and emotionally.

Through engagement with Rnowledge, wisdom, and questions informed by classical and contemporary
perspectives, Gonzaga cultivates in its students the capacities and dispositions for reflective and critical thought,

lifelong learning, spiritual growth, ethical discernment, creativity, and innovation.

The Gonzaga experience fosters a mature commitment to dignity of the human person, social justice, diversity,

intercultural competence, global engagement, solidarity with the poor and vulnerable, and care for the planet. Grateful

to God, the Gonzaga community carries out this mission with responsible stewardship of our physical, financial, and
human resources.



GONZAGA UNIVERSITY’S POLICY ON NON-DISCRIMINATION

Gonzaga University does not discriminate against any person on the basis of race, color, religion,
national origin, sex, marital status, sexual orientation, gender identity, age, disability, veteran status, or
any other non-merit factor in employment, educational program, or activities that it operates.

Policies and procedures (collectively referred to as “policies”) are written consistent with Gonzaga’s
Mission Statement. Our non-discrimination policies comply with federal and state regulations, including
Title IX of the Education Amendments of 1972.

Title 1X Inquiries & Complaint Process

Inquiries concerning application of Title X may be referred to the Title IX Coordinator. To file a
complaint of sexual harassment, sexual assault, sexual misconduct, or gender-based discrimination,
contact any of the parties listed below.

Non-Discrimination Inquiries & Complaint Process

Inquiries concerning the application of the University’s non-discrimination policy may be referred to the
Office of Equity and Inclusion. To file a complaint of harassment or discrimination based upon any of
the protected groups, contact the Office of Equity and Inclusion or any of the parties listed below.

Chris Purviance, Assistant Director
Office of Equity & Inclusion

Business Services Center, Office 009
102 E. Boone Ave.
purviance@gonzaga.edu

(509) 313-5858

Stephanie N. Whaley

Title IX Director

Business Services Center, Office 18
102 E. Boone Ave.
whaleys@gonzaga.edu

(509) 313-6910

Matt Nelson

Title IX / EO Investigator
205 Crosby
nelsonm4@gonzaga.edu
(509) 313-3998

Deputy TIX Coordinators
Heather Gores, Athletics
Associate Athletic Director
McCarthey Athletic Center, Office 315
gores@athletics.gonzaga.edu
(509) 313-3599

Eric Baldwin, Dean of Student
Well-Being and Healthy Living
College Hall 120
baldwine@gonzaga.edu
(509) 313-4135

Michael Roden, Assistant AD Student
Athletic Support Services

McCarthey Athletic Center PV103A
roden@athletics.gonzaga.edu

(509) 313-5527

Individuals may also contact the Office for Civil Rights of the U.S. Department of Education:

Seattle Office, Office for Civil Rights, U.S. Department of Education

915 Second Avenue Room 3310
Seattle, WA 98174-1099

Telephone: 206-607-1600, FAX: 206-607-1601; TDD: 800-877-8339

Email: OCR.Seattle@ed.gov


mailto:whaleys@gonzaga.edu
mailto:nelsonm4@gonzaga.edu
mailto:OCR.Seattle@ed.gov

GONZAGA UNIVERSITY’S COMMITMENT TO HUMAN DIVERSITY

Diversity affirms our faith-inspired commitment to an inclusive community where human differences
thrive within a campus community of equality, solidarity, and common human nature. We seek to
nourish difference in an environment characterized by mutual respect and the sustainable creation of a
campus climate that attracts and retains community members from diverse backgrounds. In this
context, age, gender, ethnicity, disability, social class, religion, culture, sexual orientation, language and
other human differences all contribute to the richness of our academic community life. These
differences grace us individually as human beings and collectively as a Jesuit, Catholic and humanistic
university striving to fulfill our Mission.

We aspire to create a university environment that is welcoming and accessible to all students,
regardless of gender, race, ethnicity, religion, disability or sexual orientation.
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PART 1:

HUMAN RESOURCES

STANDARDS AND PROCEDURES



INTRODUCTION

A. Purpose

This Gonzaga University Policies and Procedures Manual describes policies, procedures, and
benefits established by the President of Gonzaga University. If you have questions or need
clarification on any topic, you are encouraged to discuss them with your supervisor or a Human
Resources (HR) staff member.

All Gonzaga employees are subject to the policies and procedures set forth in this manual. In the
event there is a conflict between the content of the Gonzaga University Policies and Procedures
Manual and content of the Faculty Handbook, the Faculty Handbook controls. This manual
supersedes any previous verbal or written policies, practices, procedures, or promises made by
Gonzaga concerning its employees’ terms and conditions of employment, except those expressed
in written individual employment agreements. Only the President has the authority to enter into an
employment agreement for any specified time period or provide any particular terms of employment
or agreements contrary or in addition to the provisions of this manual. To be enforceable, such
agreement must be in writing and signed by the President and the employee.

This manual is not a contract of employment, and none of the policies, procedures or guidelines are
contractual. These policies, in whole or part, may be modified, amended, or revoked at any time at
Gonzaga’s sole discretion with or without prior notice. Gonzaga reserves the right to interpret any
of the policies at any time and in any manner it deems appropriate. Gonzaga’s interpretation of any
provision in this manual may vary from time to time if, in its opinion, the circumstances require a
variation.

While every effort is made to ensure this manual reflects current laws and Gonzaga policy, at times
there may be a lag between a change in law or policy and an update of this manual. Employees
should contact the HR department to ensure the policy statement contained in this document is the
most current. If statutory provisions or court interpretations change or conflict with these policies,
Gonzaga'’s policy will be deemed amended to assure continued compliance.

B. Using This Manual
This manual is considered one document and is divided into two sections for easy reference:
Part 1 — describes Human Resources standards and procedures which arise most frequently.
Part 2 — contains Gonzaga policies approved by the President.
Some policies in Part 2 are not detailed in Part 1. Part 1 and Part 2 have equal force and effect.

C. Policies and Procedures Amendments and Additions

The President approves major personnel policies consistent with Gonzaga objectives, and may, at
his discretion, seek the Board of Trustees’ advice and approval.

The Vice President for Policy, Planning, and Administration, with the assistance of the Assistant
Vice President for HR, develops policy recommendations for Presidential approval.



D. The Employment Relationship

The policy statements in this manual guide the relationship between Gonzaga and its employees.
Consistent with its Mission Statement and prudent fiscal management, Gonzaga University
attempts to:

e Recruit employees of the highest quality, employing them on the basis of skill, experience,
education, training, character, and merit.

e Respect each individual’s rights and treat all employees with courtesy, dignity, and
consideration.

e Attend promptly and fairly to complaints which may arise out of Gonzaga operations.
e Offer a comprehensive benefits program.

e Provide opportunities for training, development, and advancement consistent with individual
goals and Gonzaga requirements.

e Encourage friendliness and cooperation.
E. Responsibility for Human Resources (HR)

The Vice President for Policy, Planning, and Administration is responsible for ensuring
compliance with established personnel policies as directed by the President.

The Assistant Vice President for HR reports to the Vice President for Policy, Planning, and
Administration and is responsible for day-to-day administration of all personnel functions according
to established policies and procedures.

Supervisors are responsible for daily administration of personnel practices and may operate under
department guidelines, normally approved by the area vice president, which clarify this manual’'s
policies and procedures. In the event of conflict, this manual always takes precedence.

F. Employment at Will

The employment relationship with Gonzaga University is “at will”. Employment at will is a statement
of the voluntary nature of the relationship between Gonzaga and its employees. Any employee who
does not have a written employment contract signed by Gonzaga’s President for a specific term of
employment is “at-will”. This means an employee is not required to work for Gonzaga for any set
period of time; an employee is free to leave employment with Gonzaga at any time and for any
reason with proper notice. Gonzaga University also may end an employee’s employment at any
time and for any reason with proper notice. This policy may only be modified by Gonzaga’s
President and must be done so in writing. Neither an initial employment offer nor any statement or
representation in this manual or in any other Gonzaga communication should be construed as an
implied contract of permanent employment. This manual does not constitute, and should not be
read to create, any promise by Gonzaga University that the policies set forth will be followed in
every case. Nothing in this manual alters an employee’s at-will status.



SECTION I: EMPLOYMENT

A. Types of Employment

Regular ongoing employment — “Regular’ employees are employed in positions normally
expected to continue from year to year and may be eligible for Gonzaga sponsored benefits.

Fixed-Term employment — “Fixed-Term” employees are employed in a position for a specified
period of time that exceeds ninety (90) and may be eligible for Gonzaga sponsored benefits.

Temporary employment —

1. Agency placement temporary employees receive credit for hours worked as a temporary
employee for FMLA and retirement purposes but not receive credited service for other
benefits if converted to a regular status position.

2. Gonzaga internal temporary employees are employed for a specific period of time, not to
exceed ninety (90) days, and hired by Gonzaga directly. Individuals in these positions may
be eligible to participate in Gonzaga'’s retirement benefit and will receive credit for hours
worked as a temporary employee for all other Gonzaga benefits if converted to a regular
status position.

Full-Time — Any employee working thirty (30) or more hours per week are benefits eligible.
Part-Time -

1. Part-time employees who’s regularly scheduled work week is between twenty (20) and
twenty-nine (29) hours per week are benefits eligible. See benefits.gonzaga.edu for
premium schedules.

2. Part-time employees who's regularly scheduled work week is less than twenty (20) hours
per week are not benefits eligible, except for voluntary retirement contributions.

3. On-call employees work a variety of hours, which are often inconsistent and not-predictable,
for seasonal or project work. These employees are in-eligible for benefits.

Exempt Classified Positions — Positions classified as exempt are not eligible for overtime
compensation. Exempt status is determined by FLSA testing to the position description. Exempt
employees record absences only.

Non-Exempt Classified Positions — Positions classified as non-exempt are eligible for overtime
compensation. The FLSA defines overtime as hours worked over 40 hours in a work week. Non-
exempt status is determined by FLSA testing to the position description.

Staff — Staff positions serve a variety of job levels at Gonzaga and may be classified as either
exempt or non-exempt per FLSA. Staff category captures all jobs excluding faculty and cabinet.
Staff employees can be regular, fixed-term or temporary, part-time or full-time.

Cabinet — President, Vice President, General Counsel, and any other positions designated as a
cabinet member by the President. Generally, the President implements personnel policies affecting
Executives, with guidance from the Trustees. See
http://www.gonzaga.edu/about/mcculloh/cabinet.asp for current members.

Faculty — Please refer to the Faculty Handbook for definitions.


http://www.gonzaga.edu/about/mcculloh/cabinet.asp

Employment

Position Openings: Gonzaga follows recruiting policies and procedures consistent with
diversity objectives and equal employment opportunity. Openings are publicized through
internal and off-campus posting and advertising. Contact HR for specific recruiting or position
opening information.

Employment Status and the Evaluation Period: New employees hired in regular status
positions and employees initially hired as temporary employees who are converted to regular
status serve a six-month evaluation period during which time they demonstrate their
performance to their supervisor. Completion of the evaluation period is not a guarantee of
continued employment. During this period Gonzaga may end the employment without notice
and without recourse to the Part 2: Grievance Policy.

Regular employees who are transferred or promoted to another regular position serve a new
six-month evaluation period and do not have rights to return to the previous position. In this
case, the evaluation period does not affect recourse to the Part 2: Grievance Policy.

Satisfactory completion of the evaluation period is defined as the supervisor’s judgment that the
employee has the ability to perform the position’s duties and responsibilities. Supervisors are
encouraged to communicate performance concerns with employees. With HR approval, a
supervisor may extend the initial six-month evaluation period up to an additional six months.

Internal Applicants: All interested, qualified employees who meet a position’s minimum
gualifications are encouraged to apply and will be evaluated. Selection is based on department
needs and candidates’ qualifications and performance. Gonzaga fills all job vacancies with the
individual it deems most qualified for the position.

Hours of Work: Supervisors are responsible for providing their employees with specific work
schedules based on the needs of the department. Any work schedules that vary from the
department’s normal business hours should be approved by the area vice president and HR
prior to communication to the affected staff members.

Alternative Work Schedules: Gonzaga supports the concept of flexible work schedules and
telecommuting, balancing department and position requirements with individual employee
needs. Employees may request alternative work schedules through their immediate supervisor,
who will evaluate the request in consultation with the area vice president and HR. For additional
information on Telecommuting, review Part 2: Telecommuting Policy. Alternative work
schedules include both flexible work schedules and compressed work schedules. Flexible
hours are where an employee varies his or her times of arrival to, and departure from, work
within limits set by the department and approved by the supervisor. A compressed work
schedule is where an employee works their scheduled work hours in less than the traditional
five-day work week. In both instances employees are still required to work the same number of
regular hours, excluding overtime hours, that an employee who is not on an
alternative/compressed schedule would work in that position. Employees and supervisors are
responsible for keeping track of their hours worked and following all FLSA and overtime
guidelines.

Time Reporting: Gonzaga is required by law to accurately record and pay for all time worked,
including eligible overtime hours. Non-exempt employees are responsible for recording actual
hours worked and acknowledging the time record is accurate. Any flexing of hours must occur
within the workweek (Sunday through Saturday) and be approved by the supervisor. Falsifying
time records is a serious violation of Gonzaga policy and will not be tolerated. Although exempt
employees are not required to report daily time worked, they are required to record all
applicable absent codes on their time sheet. Falsifying time reports may be cause for
disciplinary action.




7.

10.

11.

Overtime: Gonzaga recognizes that, from time to time, supervisors may need to authorize work
hours in excess of the normal work week. A normal work week for overtime calculation
purposes is Sunday through Saturday. Employees must be paid in accordance with applicable
labor laws. Non-exempt employees working overtime must be paid for all overtime hours
worked. The first forty hours per work week are paid at current straight time rate. Hours worked
over forty are paid at one and one-half times the regular rate. Any flexing of hours to minimize
overtime must occur within the workweek (Sunday through Saturday) and be approved by the
supervisor. FLSA Exempt classified positions are exempt from state and federal overtime
compensation rules. Because overtime can result in significant cost for Gonzaga, non-exempt
employees must have prior supervisory approval to work overtime. Working unauthorized
overtime is a serious policy violation and will result in a Performance Notice and/or Corrective
Action, and could result in dismissal.

Rest Breaks: Full-time non-exempt employees receive a paid fifteen-minute rest period the first
half of their work shift and another paid fifteen-minute rest period the second half, and are
limited to fifteen minutes of absence from the job per rest-period. Part-time non-exempt
employees receive a fifteen-minute rest period for each four hours of continuous work time.
Rest periods may not be used to cover late arrival or early departure, nor are they cumulative
beyond that day of work if not taken. The rest period must be allowed no later than the end of
the third hour of the shift.

Lunch Breaks: Non-exempt employees who work more than five consecutive hours will receive
a half-hour or one-hour unpaid lunch. The 30-minute meal period or 60-minute meal period
must be provided between the second and fifth working hour. Rest breaks and lunch breaks
may not be combined. An employee working a 12-hour shift shall be allowed to take a 30-
minute meal period no later than at the end of each five hours worked. Employees working at
least three hours longer than a normal workday shall be allowed a meal period before or during
the extended portion of the shift. The second 30-minute meal period must be given within five
hours from the end of the first meal period and for each five hours worked thereafter.

Preventative Appointment Time Off: Getting preventive care is one of the most important
steps employees can take to manage their health. Gonzaga encourages all employees to
annually receive their recommended preventive screenings without loss of pay or use of sick
leave.

When non-exempt employees are unable to schedule appointments outside of work hours, paid
Preventive Appointment Time Off is available for non-recurring preventive medical, dental or
vision screenings or exams. This benefit is not intended for recurring, regularly-scheduled
appointments such as chiropractic, massage therapy, pre-natal visits, physical therapy, courses
of treatment involving multiple appointments, or extensive testing over a period of time.
Preventive Medical Time Off should be planned in advance and appropriate notice given to the
supervisor. This benefit is limited to 12 paid hours annually; if more time off is needed for
medical appointments, employees must use their sick/personal/vacation leave. Non-exempt
employees will receive these hours each January. Eligible hours will be prorated based on the
employee’s schedule. Unused hours do not accumulate year to year and will expire at the end
of the calendar year. Unused hours will not be paid out at the end of employment. Pay for
Preventive Appointment Time Off is not in addition to a regular work shift pay. Preventive
Appointment Time Off is for an employee’s appointments only and not for employee’s
dependents. Time off must be taken in 15-minute increments. See Part 2: Federal Family and
Medical Leave Policy for immediate family medical appointments or Gonzaga’s Sick Leave
Policy.

Travel Compensation for Nonexempt Employees: All hours spent in travel that occur during
an employee’s normal work hours (e.g. 8:00-5:00), any day of the week including Saturday and
Sunday, are treated as regular hours worked and count toward overtime pay during any week in
which total hours worked exceed 40 hours. Travel is defined as driving, air, rail or other travel




and excludes any time that is otherwise associated with an individual’s normal work commute to
and from home.

All hours spent attending conferences, mandatory meetings and performing required work
assignments are treated as regular hours worked and count toward overtime pay during any
week in which total hours worked exceed 40 hours.

Time spent at evening and social events are generally not considered hours worked, unless it is
a requirement of the employee’s job or the employee is directed to attend a function specifically
for some other business purpose, then the hours would be treated as regular hours and count
toward overtime pay.

Examples 1:
o Employees normal work schedule: Monday through Friday; 8:00 — 5:00.
¢ An employee is traveling on a Sunday for a conference from 10:00 AM - 2:00 PM, time
recorded would be:
o 4 hours regular from 10:00 — 2:00 pm (within normal work schedule)
e Conference time — 8:00 — 5:00, with an hour break for lunch, time recorded would be:
o 8 hours regular per conference day.
e The employee travels home on Friday from 6:00 PM to 10:00 PM, so no hours would be
recorded since it is outside of the employee’s regular work schedule.
o Time reported:

Sunday Monday | Tuesday | Wednesday | Thursday Friday | Saturday
13th 14th 15th 16th 17th 18th 19th

4 Regular 8 Regular 8 Regular 8 Regular 8 Regular 8 Regular

Examples 2:
¢ Employee’s normal work schedule: Monday through Friday; 7:30 AM — 4:30 PM.
¢ An employee is traveling on a Monday to job fair from 8:00 AM - 1:00 PM, the time recorded
would be:
o 5 hours regular for time within normal work schedule.
¢ On Monday, the employee works from the hotel in preparation for the job fair and performing
work assignments from 3:00 PM — 6:00 PM, the time recorded would be:
o 3 hours regular for work hours.
e The employee attends the job fair on Tuesday from 7:00 — 4:30, with a half hour lunch
break, time recorded would be:
o 9 hours regular for work hours.
¢ On Wednesday, the employee works from 6:00 AM to 7:00 AM, travels home from 7:00 AM
to 11:00 AM, and then comes into office from 1:00 PM — 5:00 PM, time recorded would be:
o 9 hours regular for travel and work performed.
Employee works normal work hours on Thursday and Friday.
o Time reported:

Sunday | Monday | Tuesday | Wednesday | Thursday Friday Saturday
13th 14th 15th 16th 17th 18th 19th

8 Regular 9 Regular 9 Regular 8 Regular 8 Regular



12.

13.

14.

15.

Examples 3:
o Part-time employee’s normal work schedule: Monday through Friday; 8:00 AM — Noon.
¢ The employee travels on a Wednesday for a three-day meeting, the employee works in the
morning, then goes home and begins traveling from 1:00 PM - 2:00 PM (outside of normal
work schedule), time recorded would be:
o 4 hours for normal work hours, and
o 0 hours for time outside normal work schedule.
e The employee attends meeting on Thursday, Friday and Saturday from 8:00 AM to 4:00 PM
with an hour break for lunch, time recorded would be:
o 7 hours regular for each meeting day.
e The employee travels home on Saturday after the meeting from 5:30 PM to 6:30 PM and
performs work tasks during the travel, time recorded would be:
o 1 hour regular for performing work assignments.
¢ Since this employee is only part-time, the hours over their regular schedule is regular time
unless they work over 40 hours.
e Time reported:

Sunday | Monday | Tuesday | Wednesday | Thursday | Friday | Saturday
13th 14th 15th 16th 17th 18th 19th

4 Regular 4 Regular 4 Regular 7 Regular 7 Regular 8 Regular

Training and Professional Development: Gonzaga values and depends upon the many
contributions of its employees and asks for their best efforts. One of the ways Gonzaga invests
in individuals, teams and departments is by offering training and development opportunities as
well as internal consulting services. To learn more about these services and to read course
descriptions, please visit the Employee Development page at www.gonzaga.edu/eod. These
opportunities are designed to strengthen competencies, increase understanding of institutional
Mission values, create a shared language to work effectively with others, build community and
enhance informal professional support networks. Courses and programs are offered in such
areas as interpersonal skills, organizational skills, self-development, and leading and managing
others.

Work Performance:

a. Annual Performance Review — Gonzaga is committed to effectively communicating
with its employees and encourages supervisors to define job responsibilities and
performance standards. Performance reviews are a source of positive reinforcement
and allow supervisors and employees to jointly set goals, identify deficiencies, and
establish training needs. Supervisors are expected to meet the requirements of
Gonzaga’s Performance Management program.

b. Below Standard Performance — When an employee’s performance fails to meet
supervisory expectations or fails to comply with Gonzaga University’s policies, the
supervisor and employee are to work together to improve performance, if possible.
Performance Notice, Corrective Action, and/or other discipline may be appropriate.
Supervisors are encouraged to consult with HR during this process.

Personnel File: HR maintains employee personnel files. Because current information is

important, employees should inform HR of name, address, phone number or emergency contact
changes. Personnel files are confidential, subject to certain legal and operational exceptions.
Employees may review their personnel file in the HR office during business hours. Supervisors
may review the files of those employees for whom they are directly responsible. Personnel files
may be subject to legal process under limited circumstances.

Privacy of Health Information: The Health Insurance Portability and Accountability Act

(HIPAA), defines standards to protect the privacy of health information. In the course of the
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employment relationship, an employee’s health information may be used by Gonzaga University
when necessary for the administration of workers’ compensation benefits or health insurance
plan benefits. Employees may be asked to sign an authorization form to permit a medical
provider or health plan to disclose health information to Gonzaga. Any such disclosure will only
be used for the specific purpose of the disclosure and Gonzaga will take all reasonable
precautions to protect the privacy of this information.

End of Employment: Gonzaga may end the employment of any employee at any time with or
without cause.

a. Notice by Gonzaga University — Generally, employees will be given two-week’s notice.
Employees are allowed reasonable time off with pay during the notice period for
confirmed job interviews. Gonzaga is not required to give notice to employees in their
initial, six-month evaluation period or to those dismissed for serious misconduct.

b. Notice by Employees — To ensure smooth transition and continuous operations,
employees are requested to give Gonzaga written notice of their intent to leave
Gonzaga, including last day worked and reason. Employees should give two-week’s
notice. The written notice should be given to the supervisor, who will send a copy to HR.

Employees giving more than the required amount of notice in writing are not required to
leave employment sooner unless dismissed for cause or mutual agreement with Human
Resources support. However, if an employee is asked not to work through the entire
extended notice period, Gonzaga will pay the employee through the original last day of
employment designated by the employee in writing. If dismissed for cause, the employee
is paid only through the dismissal date.

c. Last Day of Employment — An employee’s last day of employment is the date recorded
on the payroll. Unused vacation time does not extend the last day of employment date
or prolong Gonzaga-paid benefits coverage. The supervisor will collect the employee’s
keys and other department material, and insure HR receives the employee’s
identification card.

Exit Interview: Whenever possible, HR conducts an exit interview with employees who are
leaving regular employment with Gonzaga or transferring within Gonzaga between divisions.
Exit Interviews are maintained separately from the personnel file located in the HR office.

Rehire: Employees rehired into a regular status position by Gonzaga within six months of their
employment end date are credited with their previous length of service for time worked at
Gonzaga and accumulated benefit levels.

Non-Gonzaga Employment: Gonzaga will prohibit non-Gonzaga employment if it results in a
conflict of interest, adversely affects job performance, or brings discredit to Gonzaga.

Employment of Relatives:

a. Employment of Spouse — Gonzaga policy prohibits discrimination in employment and
personnel actions solely on the basis of marital status. No employee, prospective
employee, or applicant will be denied employment or benefits of employment solely on
the basis of marital status. However, Gonzaga University retains the right to: 1) refuse
to place one spouse under the direct supervision of the other spouse where the potential
exists for creating an adverse effect on supervision, safety, security, or morale; 2) refuse
to place both spouses in the same department, division, or facility where the potential
exists to create an adverse effect on supervision, safety, security, morale, or involves a
potential conflict of interest or creates the reality or appearance of improper influence or
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favor. When marriage of employees creates a situation as described above, a change in
employee placement may be required consistent with this policy.

b. Employment of Other Relatives — Other relatives may be hired or transferred except
where either would: 1) have authority or practical power to supervise, appoint, remove,
or discipline the other; 2) audit the other’s work; 3) participate significantly in hiring or
internal promotion; 4) be placed in circumstances where the relationship would lead to
actual or potential conflict of interest; 5) create the reality or appearance of improper
influence or favor. Employees are expected to follow this policy except in unusual
circumstances (e.g. a relative is placed in an interim position). Should this type of
circumstance arise, the decision will be documented and prior approval must be
received from the area vice president, HR and General Counsel.

Moving Expenses: Gonzaga may authorize full or partial payment or reimbursement for family
and/or household moving expenses for employees in selected positions. Employees must
complete a moving expense reimbursement form, which is available from the Payroll
Department. Depending on the type of moving expenses that are reimbursed, there may be tax
implications for the employee. Any taxable portion of the reimbursement will be added to the
employee’s income and applicable taxes will be withheld and reported on the employee’s W-2
form. The appropriate area vice president determines approval of these expenses at the time of
hire. Approval is at Gonzaga'’s sole discretion.

Reductions-in-Force/Layoffs: If reductions in the work force become necessary, Gonzaga will
consider skills, work quality, and length of service when determining employees who could be
laid off. Reductions-in-force may be a result of budget considerations, reorganization, or
consolidated job functions. Part 2: Reductions-in-Force for Employees Policy.

References for Former Employees: HR is the preferred source of information about former
employees. Supervisors or employees who receive written or verbal reference requests or
letters of recommendation requests from potential employers should refer requests to HR.

Disability Accommodation: Consistent with Gonzaga’s Access and Accommodation for
Persons with Disabilities Policy and applicable state and federal laws, Gonzaga has a process
for prospective and current employees whose ability to perform their jobs is affected by
qualifying illness, condition, or injury. Gonzaga’s Benefits and Accommodations Specialist
works with employees, supervisors, and health care providers to evaluate each situation. Part
2: Access and Accommodation for Persons with Disabilities Policy.

Background Checks: Background checks are conducted for staff and faculty once a position
has been offered and accepted. Employment is contingent upon successfully passing a
background check. The level of background check conducted depends on the position. The
standard items on all background checks include: criminal history, sex offender registry,
address, name, and social security number verification. Background checks may include former
employment and education. Personal credit history is checked for positions that handle
Gonzaga finances as a key component of the job. Gonzaga University has the right to conduct
additional background checks at any time during the initial offer and acceptance of employment
and during one’s ongoing employment without notifying the employee. All background checks
are conducted by an outside provider and the employee has a right to request a copy of his/her
background check results from the company. Background check results are considered the
property of Gonzaga. If an employee is convicted of a felony, s/he must inform HR to review the
conviction.

Physical Examinations: An occupational physical is mandatory before the start date of
employment for any job that requires significant physical demands or for current employees who
transfer to jobs with significant physical demands. They are scheduled once the individual has
accepted the position, and start of employment is contingent on passing the exam. If exam
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results indicate that all physical demands cannot be met, Gonzaga will consider reasonable
accommodations. Physicals are performed by an outside provider in coordination with HR.

Drug, Controlled Substance and Alcohol Free Workplace: Refer to Part 2: Drug,

Controlled Substance and Alcohol Free Workplace Policy.

Employee Valid Driver’s License and Driving Record: Gonzaga University verifies a valid
driver’s license and good driving record of any employee who will operate a vehicle on behalf of
Gonzaga. Employment will be contingent upon proof of a valid driver’s license and a good
driving record. This documentation will be verified via a background check and is conducted
after the position offer has been accepted. Gonzaga may request an employee’s updated
driving record at any time during employment.

Employees against whom a disqualifying action (suspension or revocation of license or
certificate) has been taken by the Department of Motor Vehicles shall not be employed in a
position in which driving on behalf of Gonzaga is an essential function, nor will employees who
develop a poor driving record be allowed to continue in such a position. Employees are
responsible for maintaining a valid driver’s license and special certificates required for the
performance of job duties. Employees are also responsible for promptly notifying their
supervisor of expiration, conviction, or other Department of Motor Vehicles actions against their
driver’s license or certificate.

Harassment and Non-Discrimination Policy

Overview

a. Philosophy

Gonzaga recognizes the inherent dignity of all individuals and promotes respect for all
people in its activities and programs and in the relationships it shares with students, faculty,
staff and the public. Further, Gonzaga expects all community members to promote dignity
and respect in their daily interactions with each other.

Harassment, discrimination, and sexual misconduct will not be tolerated at Gonzaga. Such
acts are counter to our mission, values, Student Code of Conduct and are against Gonzaga
policy. Acts of harassment, discrimination, and/or sexual misconduct interfere with an
individual’s ability to benefit from the Gonzaga experience. Gonzaga is committed to taking
all appropriate steps to eliminate harassment, discrimination, and sexual misconduct,
prevent its recurrence and address its effects.

Gonzaga seeks to cultivate a campus culture of prevention and awareness surrounding
harassment, discrimination and/or sexual misconduct. All members of the Gonzaga
community are encouraged to report any incident of harassment, discrimination, or sexual
misconduct. Gonzaga will take steps to resolve complaints promptly and equitably. Gonzaga
does this by providing counseling and support services for individuals and groups who have
been affected by harassment, discrimination, and/or sexual misconduct, by holding
individuals who violate this policy accountable, and by providing education and training to
the Gonzaga community.
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It is a violation of Gonzaga policy to threaten, intimidate or retaliate in any way against an
individual for raising allegations of harassment or discrimination, participating in an
investigation, complaint process or hearing, filing a complaint alleging harassment or
discrimination, or encouraging others to report. Retaliation includes, but is not limited to, any
form of intimidation, reprisal, or harassment. Gonzaga will take immediate and responsive
action to any retaliation. Anyone found to have acted in a retaliatory manner may be subject
to appropriate disciplinary action up to and including termination of employment.

b. Notice of Non-Discrimination
GONZAGA'’S POLICY ON NON-DISCRIMINATION

Gonzaga University does not discriminate against any person on the basis of race, color, religion,
national origin, sex, marital status, sexual orientation, gender identity, age, disability, veteran status,
or any other non-merit factor in employment, educational program, or activities that it operates.

Policies and procedures (collectively referred to as “policies”) are written consistent with Gonzaga'’s
Mission Statement. Our non-discrimination policies comply with federal and state regulations,
including Title IX of the Education Amendments of 1972.

Title IX Inquiries & Complaint Process

Inquiries concerning application of Title IX may be referred to the Title IX Coordinator. To file a
complaint of sexual harassment, sexual assault, sexual misconduct, or gender-based
discrimination, contact any of the parties listed below.

Non-Discrimination Inquiries & Complaint Process

Inquiries concerning the application of the University’s non-discrimination policy may be referred to
the Office of Equity and Inclusion. To file a complaint of harassment or discrimination based upon
any of the protected groups, contact the Office of Equity and Inclusion or any of the parties listed
below.

Chris Purviance, Assistant Director
Office of Equity & Inclusion

Business Services Center, Office 009
102 E. Boone Ave.
purviance@gonzaga.edu

(509) 313-5858

Stephanie N. Whaley

Title IX Director

Business Services Center, Office 18
102 E. Boone Ave.
whaleys@gonzaga.edu

(509) 313-6910

Matt Nelson

Title IX / EO Investigator
205 Croshy
nelsonm4@gonzaga.edu
(509) 313-3998

Deputy TIX Coordinators
Heather Gores, Athletics
Associate Athletic Director
McCarthey Athletic Center, Office 315
gores@athletics.gonzaga.edu
(509) 313-3599

Eric Baldwin, Dean of Student
Well-Being and Healthy Living
College Hall 120
baldwine@gonzaga.edu
(509) 313-4135

Michael Roden, Assistant AD Student
Athletic Support Services

McCarthey Athletic Center PV103A
roden@athletics.gonzaga.edu

(509) 313-5527

Individuals may also contact the Office for Civil Rights of the U.S. Department of Education:

Seattle Office, Office for Civil Rights, U.S. Department of Education

915 Second Avenue Room 3310
Seattle, WA 98174-1099
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Telephone: 206-607-1600, FAX: 206-607-1601; TDD: 800-877-8339
Email: OCR.Seattle@ed.gov

c. Scope of Policy

This policy applies to harassment and discrimination based on legally protected classes or
characteristics. It applies to all Gonzaga community members, including employees and
students. All students and employees of Gonzaga are responsible for their actions and
behavior, whether the conduct in question occurs on or off campus. As such, this policy
applies to both on campus conduct and relevant off campus conduct which affects the
Gonzaga community.

Vendors, independent contractors, visitors, and others who conduct business with Gonzaga
or on Gonzaga property are also expected to comply with this policy.

Gonzaga'’s Office of Equity and Inclusion is responsible for oversight of complaints made
pursuant to this policy for all forms of harassment and discrimination prohibited by

law. However, gender-based complaints made by students against other students, faculty,
staff, other community members or visitors, are overseen by the Title X Coordinator.

d. Harassment and Discrimination Defined

Harassment and discrimination against individuals in protected classes can take many
forms. It can include verbal or physical conduct, name-calling, slurs, comments, rumors,
jokes, innuendos, unwelcome compliments or touching, cartoons, pranks, graphic and
written statements, communications via cell phones or the internet, or other conduct which
may be physically or emotionally threatening, harmful or humiliating.

Generally, physical and verbal conduct is considered harassment when it meets one or
more of the following criteria:

i.  Submission to the undesirable conduct or communication is made, either explicitly or
implicitly, a term or condition of one’s employment or academic status, or

ii.  Submission to or rejection of the conduct or communication by an individual is used
as a factor in decisions affecting the individual’s employment or education, or

iii.  The conduct or communication has the purpose or effect of substantially or
unreasonably interfering with an individual’s employment or education, or creates an
intimidating, hostile, or offensive employment or academic environment, and

iv.  The conduct or communication would not have occurred but for the protected
category of the individual(s) or group to whom it is directed or who are affected by it.

Specific examples of Harassment and Discrimination are provided in Section B of this policy.
e. Verbal and Other Expressive Behaviors in Instruction Settings

The College and University Personnel Association and the American Association of
Gonzaga Professors have developed guidelines for addressing allegations of harassment
arising in an instructional setting. The types of expressive behavior which are acceptable
within the instructional setting are defined below. Complaints received concerning
behaviors outside of these protected behaviors are handled through the applicable
procedures described in the Gonzaga University Policies and Procedures Manual, the
Faculty Handbook and the Student Code of Conduct, as determined by the classification of
the respondent (employee, student or faculty).
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i Definitions:

e ‘“Instructional setting:” An instructional setting is a situation in which a member of the
faculty or academic staff is communicating with a student(s) concerning matters the
faculty or academic staff member is responsible for teaching the student(s). These
situations include, but are not limited to, such communication in a classroom,
laboratory, during a field trip or in a faculty or academic staff member’s office.

o “Expressive behavior:” Expressive behavior is conduct in an instructional setting
whenever a faculty or academic staff member seeks to communicate with students.
It includes, but is not limited to, the use of visual materials, verbal or written
statements, and assignment of visual, recorded or written materials.

ii. Protected Expressive Behavior:
e Expressive behavior related to subject matter:

o A faculty or academic staff member’s selection of instructional materials shall
not be the basis for discipline if the material selected is germane to the
subject of the course. However, if the Faculty Harassment/Discrimination
Committee finds, at a formal hearing, that the faculty or academic staff
member’s claim that the materials are germane to the subject of the course is
unreasonable, it shall not be an acceptable defense to the use of such
material.

o A faculty or academic staff member’s expressive behavior shall not be the
basis for discipline if the behavior constitutes an opinion or statement
germane to the subject matter of the course. However, if the Faculty
Harassment/Discrimination Committee finds, at a formal hearing, that the
faculty or academic staff member’s claim that the expressive behavior is
unreasonable, it shall not be an acceptable defense to the use of such
behavior.

e Expressive Behavior related to pedagogical strategies: A faculty or academic
staff member’s selection of pedagogical strategies shall not be the basis for
discipline unless the Faculty Harassment/Discrimination Committee finds, at a
formal hearing, that the faculty or academic staff member’s claim that the
objective cannot be accomplished as effectively by techniques less likely to
cause harm is unreasonable.

Statement of Privacy and Confidentiality

Gonzaga is committed to protecting the privacy and confidentiality of all individuals involved
in a report of harassment or discrimination. Gonzaga will balance privacy and confidentiality
with its obligation to conduct a thorough review of the allegation for the purpose of protecting
the parties and the broader campus community and maintaining an environment which is
free from harassment and discrimination.

i.  Privacy generally means information related to a report of misconduct will only be
shared with a limited circle of individuals. The use of this information is limited to
those Gonzaga employees who “need to know” in order to assist in the active review,
investigation or resolution of the report. While not bound by confidentiality, these
individuals are required to be discreet and respect the privacy of all individuals
involved in the process.
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ii.  Confidentiality means information shared by an individual with designated campus or
community professionals cannot be revealed to any other individual without the
express permission of the individual. These professionals include those licensed by
the State as a medical professional, mental health clinician or clergy serving in their
capacity as a sacramental confessor or any ordained religious serving in the sacred
confidence role.

When Gonzaga has received a report of harassment or discrimination, but the Complainant
requests his/her identity remain private or confidential, or that Gonzaga not pursue an
investigation, Gonzaga must balance this request for privacy with its responsibility to provide
a safe and non-discriminatory environment for all members of the Gonzaga community.
Decisions regarding privacy requests will be made by the Title IX Coordinator for gender-
based harassment, discrimination, and/or sexual misconduct. Decisions regarding privacy
of all other equal opportunity complaints will be made by appropriate Gonzaga officials.
Gonzaga will take all reasonable steps to investigate and respond to the report consistent
with the Complainant’s request, but its ability to do so may be limited by the request for
privacy. However, with the presence of circumstances (including without limitation the
seriousness of the alleged harassment and the age of the parties) or evidence of a pattern
of repetitive behavior, Gonzaga may conduct further investigation, or take other appropriate
measures without the Complainant’s consent. A Complainant will be informed whenever
legally permissible of any action taken by Gonzaga to resolve the complaint, including
further investigation and corrective or disciplinary steps.

If circumstances alleged in a report of misconduct pose an immediate threat to the Gonzaga
community or when timely notice must be given to protect the health or safety of the
community, Gonzaga may not be able to maintain the same level of privacy. Immediately
threatening circumstances include, but are not limited to, reported incidents of sexual
misconduct which include the use of force, a weapon, or other circumstances which
represent a serious and ongoing threat to Gonzaga students, faculty, administrators, staff, or
visitors.

All resolution proceedings are conducted in compliance with the requirements of the Family
Educational Rights and Privacy Act (FERPA), the Clery Act, Title IX, other applicable federal
and state laws, and Gonzaga policy. No information shall be released except as required or
permitted by law and Gonzaga policy.

2. Specific Policies Associated with Harassment and Discrimination

a. Gender-based Harassment, Discrimination and Sexual Misconduct
i. Purpose

o Define gender-based harassment and the forms of sexual misconduct which
violate our community standards;

o Identify resources and support for all members of the Gonzaga community;

Identify the Title IX Coordinator and the scope of his/her role;

o Provide information as to where an individual can obtain support or access
resources in a confidential manner;

o Provide information as to how an individual can make a report on campus or off
campus; and

o Provide information as to how a report against a Gonzaga community member
will be investigated, evaluated and adjudicated.

o

When used in this policy:
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i.  Reporting Party refers to the person who reports to Gonzaga gender-based
harassment, discrimination, and/or sexual misconduct.

ii. Complainant refers to one who has allegedly been the subject of gender-based
harassment, discrimination, and/or sexual misconduct.

iii. Respondent refers to the person(s) who is reported to have allegedly committed an
act or acts of gender-based harassment, discrimination, and/or sexual misconduct.

iv.  Third party refers to any other participant in the process, including a witness to the
alleged misconduct.

v.  Mandatory reporter refers to people who have regular contact with students and
therefore are legally bound to report suspected or observed abuse. At Gonzaga all
employees are mandatory reporters of alleged sexual harassment or discrimination,
unless they are licensed by the State as a medical professional, mental health
clinician, or clergy, serving in their capacity as a sacramental confessor or any
ordained religious serving in the sacred confidence role.

ii. Gender-based Harassment, Discrimination, and/or Sexual Misconduct Awareness
and Education Programs

Gonzaga is committed to providing a variety of awareness and prevention programs on
gender-based harassment, discrimination, and/or sexual misconduct issues to all community
members including students, faculty and staff. While a variety of offices provide
programming related to these issues, the primary offices to contact in search of existing
programming or customized events include:

Housing and Residence Life
Human Resources

LGBTQ+ Resource Center
Center for Cura Personalis
Women’s and Gender Studies
Campus Climate Committee

These offices offer established training sessions, programs and events throughout each
year. Some offices are also available to design programming for specific groups or
situations.

iii. Examples, Definitions, and Prohibited Conduct:

This policy addresses a broad spectrum of behavior, all of which falls under the broad
definition of sexual harassment. Sexual harassment is objectionable verbal or physical
conduct which is gender-based or sexual in nature. Unwelcome sexual advances, requests
for sexual favors, sexually motivated physical or verbal conduct may be sexual harassment.
Other behavior which is not sexual in nature but is motivated by a person’s sex, gender
identity, or sexual orientation may also be sexual harassment.

Sexual harassment may include sexual misconduct and sexual violence. A single isolated
incident of sexual harassment may create a hostile environment if the incident is sufficiently
severe. The more severe the conduct, the less need there is to show a repetitive series of
incidents to provide a hostile environment, particularly if the harassment is physical. Sexual
misconduct and sexual violence can include, but is not limited to, sexual assault, intimate
partner violence, sexual exploitation, harassment and stalking. Sexual harassment also
includes gender-based harassment, which may include acts of verbal, nonverbal, or physical
aggression, intimidation or hostility based on gender or gender-stereotyping, even if those
acts do not involve conduct of a sexual nature.

Gender-based harassment, discrimination or sexual misconduct can take many forms:
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Can occur between equals (e.g., student to student, employee to employee) or between
persons of unequal power status (e.g., supervisor to subordinate, professor to student,
coach to student-athlete).

Can be committed by an individual or may be a result of the actions of an organization or
group. It can be committed against an individual, an organization or a group.

Can be committed by an acquaintance, a stranger or someone with whom the
Complainant has an intimate or sexual relationship.

Can occur by any individual against any individual. This policy prohibits gender-based
harassment, discrimination, and/or sexual misconduct against Gonzaga community
members of any sex, gender identity or sexual orientation.

1) Examples of behaviors which might be considered sexual harassment include, but
are not limited to:

o Demeaning sexist statements, humor or jokes about sex or gender-specific traits,
crude sexual remarks, offensive stories, remarks of a sexual nature about a
person’s clothing or body, remarks about sexual activity or experiences, sexual
innuendo or other suggestive comments, offensive notes, sexual propositions, or
insults and threats, that an individual communicates are unwanted and
unwelcome.

o Hazing as defined by Student Code of Conduct.

o Display or circulation of written materials or pictures degrading to an individual(s)
or gender group.

o Engaging in demeaning verbal and other expressive behavior of a sexual or
gendered nature in instructional settings.

o Inappropriate or unwelcome physical contact or suggestive body language, such
as touching, patting, pinching, hugging, kissing, or brushing against an
individual’s body.

o Undue and unwanted attention, such as repeated inappropriate flirting,
compliments about clothing or physical attributes, staring or making sexually
oriented gestures.

o Pressuring an individual to become involved in sexual activity.

o Making a student’s work or an employee’s job more difficult because of that
person’s sex, gender identity or sexual orientation.

o Using a position of power and authority to: 1) threaten or punish, either directly or
by implication, for refusing to tolerate harassment or submit to sexual activity or
for reporting harassment; 2) promise rewards in return for sexual favors.

o Sexually assaulting an individual.

2) Specific Examples of Prohibited Conduct:

In addition to the range of behaviors identified above as sexual harassment, the
following conduct is specifically prohibited by this policy:

a) “Sexual Assault”:

e Related to Attempted or Actual Penetrations: Having or attempting to have
non-consensual vaginal, anal, or oral penetration, however slight, with any
object or body part, with another person. This includes intercourse or
attempted intercourse under circumstances including:

o the use or threat of coercion or force,

o when the other person is incapacitated and that incapacitation is
reasonably apparent to the Respondent; or

o when the other person does not consent.
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b)

d)

f)

9)

e Related to All Other Forms of Sexual Contact: Having or attempting to
have any non-consensual, non-accidental touching of a sexual nature. This
touching can include, but is not limited to, kissing, touching the intimate parts
of another or causing the other to touch the harasser’s intimate parts. This
includes sexual contact under circumstances including:

o the use or threat of coercion or force,

o when the other person is incapacitated and that incapacitation is
reasonably apparent to the Respondent; or

o when the other person does not consent.

“Sexual-based Communication”: Speaking to, or directing any kind of
communication, words, or images of a sexual nature at another person which is
not welcomed by the receiving party. If the communication is unwelcome, that is,
if it occurs without the other person’s consent or participation it may create a
hostile learning and living environment. Sexual-based communication can
include interactions in person, by phone, social media, electronic messages and
photos and written words or images such as graffiti.

“Sexual Exploitation”: Taking sexual advantage of another for the
Respondent's advantage or benefit, or for the benefit or advantage of anyone
other than the Reporting Party, and that behavior does not otherwise constitute
other forms of gender-based harassment, discrimination, and/or sexual
misconduct described in this policy. Examples of sexual exploitation include
creating images (including video or still photography) of another person of a
sexual nature via web-cam, camera, Internet exposure, etc., without knowledge
and consent of all persons; knowingly exposing a person who has not consented
to the risk to Human Immunodeficiency Virus (HIV) or any other Sexually
Transmitted Diseases (STD); inducing incapacitation for the purpose of making
the other person vulnerable to sexual assault; and voyeurism.

“Stalking”: A pattern of repeated and unwanted attention, harassment, contact,
or any other course of conduct directed at a specific person which would cause a
reasonable person to become alarmed or be in fear of harm or injury, including
physical, emotional or psychological harm. This includes cyber-stalking, a
particular form of stalking in which electronic media such as the internet, social
networks, blogs, cell phones, texts or other similar devices or forms of contact
are used to pursue, harass or make unwelcome contact with another person.

“Domestic Violence”: Domestic violence and emotional abuse are behaviors
used by one person in a relationship to control the other. Partners may be
married or not married; heterosexual, gay, or lesbian; living together, separated
or dating.

“Dating Violence”: A pattern of abusive behaviors used to exert power and
control over a dating partner.

“Prohibited Relationships”: Romantic or sexual relationships between two
members of the Gonzaga community when one person in that relationship has
actual or apparent authority to supervise, evaluate, counsel, educate, employ or
otherwise make decision(s) or recommendation(s) regarding the other person in
respect to the other person’s employment, education or instruction at Gonzaga,
or as to his/her advancement, participation, benefits or privileges in the
educational or employment context. Although relationships between "unequal”
persons may not necessarily constitute sexual harassment, an inherent conflict of
interest and may give rise to sexual harassment/discrimination, or allegations
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thereof. Refer to the Gonzaga Certain Relationships by Persons in Authority
policy for more information.

3) Definitions

1.

“Consent”: Consent occurs when the parties exchange affirmative words,
actions, or behavior indicating their agreement to freely participate in mutual
sexual activity. Consent must be informed, knowing and voluntary, and freely and
actively given. As a general rule, a person will be considered unable to give valid
consent if she/he cannot appreciate the "who, what, when, where, why and how"
of a sexual interaction. The following further clarifies the definition of consent:

e Each participant in a sexual encounter is expected to obtain and give
consent to each act of sexual activity.

e If at any time it is reasonably apparent either party is hesitant, confused
or unsure, both parties should stop and obtain mutual verbal consent
before continuing such activity.

e Consent may be withdrawn by either party at any time. Withdrawal of
consent must also be outwardly demonstrated by words or actions which
clearly indicate a desire to end sexual activity. Once withdrawal of
consent has been expressed, sexual activity must cease.

e Relying on non-verbal communication can lead to misunderstandings.
Consent should not be inferred from silence, passivity, lack of resistance
or lack of an active response alone. A person who does not physically
resist or verbally refuse sexual activity is not necessarily giving consent.

¢ Individuals with a previous or current intimate relationship do not
automatically give either initial or continued consent to sexual activity.

e An individual who is physically incapacitated from alcohol or other drug
consumption (voluntarily or involuntarily), or is unconscious, unaware or
otherwise physically helpless is considered unable to give consent. For
example, one who is asleep or passed out cannot give consent.

e Anindividual in a blackout state may appear to act normally but may not
have later recall of the events in question. The extent to which a person
in this state affirmatively gives words or actions indicating a willingness to
engage in sexual activity and the other person is unaware — or reasonably
could not have known — of the alcohol consumption or blackout, must be
evaluated in determining whether consent could be considered as having
been given.

¢ Alcohol and other drugs impair a person’s decision-making capacity,
awareness of the consequences and ability to make judgments, and can
create an atmosphere of confusion over whether consent has been freely
and clearly sought or given.

e Being intoxicated or impaired by drugs or alcohol is never an excuse for
gender-based harassment, discrimination, and/or sexual misconduct and
does not diminish one’s responsibility to obtain consent.

“Coercion”: The use, attempted use or threat of force, immediate or future
harm, or the use of physical, severe or pervasive emotional intimidation to cause
another person to engage in or submit to certain activities. Coercion also
includes administering a drug, intoxicant or similar substance which impairs the
person’s ability to give consent.

“Incapacitation”: An individual who is incapacitated cannot consent to sexual
activity. An individual is incapacitated if he/she is physically helpless,
unconscious, or unaware, due to drug or alcohol consumption (voluntarily or
involuntarily) or for some other reason. Where alcohol is involved, incapacitation
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is a state beyond drunkenness or intoxication. Some indicators of incapacitation
may include, but are not limited to, lack of control over physical movements,
being unaware of circumstances or surroundings, or being unable to
communicate for any reason.

iv. Retaliation

It is a violation of Gonzaga policy to threaten, intimidate or retaliate in any way against an
individual for raising allegations of harassment or discrimination, participating in an
investigation, complaint process or hearing, filing a complaint alleging harassment or
discrimination, or encouraging others to report. Retaliation includes, but is not limited to, any
form of intimidation, reprisal, or harassment. Gonzaga will take immediate and responsive
action to any retaliation. Anyone found to have acted in a retaliatory manner may be subject
to appropriate disciplinary action up to and including termination of employment.

v.  The Role of the Title IX Director and Deputy Title IX Coordinators

Title IX Director and Deputies are knowledgeable and trained in Gonzaga’s policies and
procedures, state and federal laws applying to matters of sexual misconduct, harassment
and discrimination, and the dynamics of sexual misconduct, harassment and discrimination.
Title IX Coordinators are available to meet with any individual, either Reporting Party,
Complainant, Respondent or third party to discuss the options for resolution of a report
under this policy.

In every report of sexual misconduct, harassment and discrimination, the Title IX Director
will review the report, investigative steps and will endeavor to ensure that all appropriate
remedies have been considered and implemented as needed with the goals of eliminating
harassment, preventing its recurrence and addressing its effects. In cases involving a
student respondent, the Title IX Director will determine whether there is sufficient evidence
to forward the report to the Office of Community Standards.

Gonzaga'’s Title IX Director:

Stephanie N. Whaley
Title IX Director
(509) 313-6910

whaley@gonzaga.edu

Deputy Title IX Coordinators:

Eric Baldwin Heather Gores

Dean of Student Well-Being and Healthy Living Associate Athletic Director

College Hall 120 McCarthey Athletic Center, Office 315
baldwine@gonzaga.edu gores@athletics.gonzaga.edu

(509) 313-4135 (509) 313-3599

Michael Roden,

Assistant AD Student Athletic Support
Services

McCarthey Athletic Center PV103A
roden@athletics.gonzaga.edu

(509) 313-5527
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Vi.

Campus and Community Resources
Health and Safety

The first priority for any individual who has been assaulted is to get to a safe place
and call 911 or the Campus Public Safety and Security (509-313-2222).

An individual’s physical well-being should be addressed as soon as possible,
whether or not that individual wishes to make a report to Gonzaga or local law
enforcement. A medical provider can facilitate and provide:

1) Emergency or follow-up medical services. The medical exam has two goals: first,
to treat the full extent of any injury of physical trauma and to consider the
possibilities of sexually transmitted disease or pregnancy; and second, to
properly collect and preserve evidence as part of a “rape kit"/sexual assault
examination for potential criminal prosecution (provided only by a trained
provider in a hospital).

o IMPORTANT: do not shower, bathe, douche, brush your teeth, drink or
change your clothing, as you may be destroying evidence you will need if
you decide to prosecute.

2) STD and HIV testing (available through Gonzaga Health Center or another off-
campus provider)

3) Pregnancy testing (available through Gonzaga Health Center or another off-
campus provider)

4) Health care concerns related to the incident may be discussed with the hospital
emergency staff, a personal physician or Gonzaga Health Center staff, who can
also provide referrals to off-campus providers

5) Gonzaga Health Center can also advise an individual about the complaint
processes under this policy.

Confidential Resources

Gonzaga recognizes not every individual will be prepared to make a formal report to
Gonzaga or to local law enforcement. Individuals seeking to talk to someone about
an incident of sexual harassment or misconduct in a confidential manner without
making a report to Gonzaga or triggering any investigation or action by Gonzaga or
the police can access confidential resources as outlined in this policy.
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Campus and Local Resources for STUDENTS

Where to go for Gender-based Harassment, Discrimination, and/or Sexual Misconduct

Incidents and Support Services

Confidential Reporting

Non-Confidential Reporting

Health & Counseling Center — 509-313-4052

Campus Security & Public Safety — 509-313-2222

On-campus Lutheran Social Services Advocate
509-313-6119

SART First Responder — 509-313-2222
Center for Cura Personalis — 509-313-4009

SAFeT —509-624-7273

Title IX Coordinator — 509-313-6910

Any Priest serving as a sacramental confessor or any
ordained religious serving in the sacred confidence role.

Any Gonzaga Staff or Faculty Member

Anonymous report completed online at
www.gonzaga.edu/sexualmisconductform

Spokane Police Dept. —
509-456-2233 (hon-emergency)

Whistle blower website
www.gonzaga.ethicspoint.com

Report completed online at
www.gonzaga.edu/sexualmisconduct

Emergency Response

Health and Safety
Resources in Spokane
Community

Gonzaga Campus Assistance

911

Spokane Police Dept. —
509-456-2233 (hon-emergency)

Campus Security & Public Safety
-- 509-313-2222

Sacred Heart Medical Center —
509-474-3131

SART (Sexual Assault First Responder)-
- 509-313-2222

Deaconess Hospital
— 509-458-5800

Safe Transportation (Campus Public
Safety — 509-313-2222

Holy Family Hospital
—509-482-0111

Health & Counseling Center
—509-313-4052

SAFeT (Sexual assault crisis
agency) 509-624-7273

Center for Cura Personalis
—509-313-4009

Spokane Crime Victim Service
Center -- 866-751-7119

Office of Disability Access (Student
Disability Resources) — 509-313-4134

YWCA of Spokane Alternatives
to Domestic Violence — 509-326-
2255

Title IX Coordinator
-509-313-6910

First Call for Help 509-838-4428

Lutheran Community Services
--509-747-8224

Services offered 24 hrs./day, 365/yr.
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Campus and Local Resources for EMPLOYEES

Where to go for Gender-based Harassment, Discrimination, and/or Sexual Misconduct
Incidents and Support Services

Confidential Reporting Non-Confidential Reporting
On-campus Lutheran Social Services Advocate Campus Security & Public Safety — 509-313-2222
509-313-6119 Title IX Coordinator — 509-313-6910
SAFeT — 509-624-7273 Any Gonzaga Administrator or Supervisor
Any Priest serving as a sacramental confessor or any Equity and Inclusion Office — 509-313-5858; 509-
ordained religious serving in the sacred confidence role. | 313-6909
Anonymous report completed online at Spokane Police Dept. —
www.gonzaga.edu/sexualmisconductform 509-456-2233 (hon-emergency)
Whistle blower website Report completed online at
www.gonzaga.ethicspoint.com www.gonzaga.edu/sexualmisconductform
Emergency Response Health and Safety Gonzaga Campus Assistance
Resources in Spokane
Community
911 Spokane Police Dept. — Campus Security & Public Safety
509-456-2233 (non-emergency) | -- 509-313-2222
Sacred Heart Medical Center — Safe Transportation (Campus Public
509-474-3131 Safety — 509-313-2222
Deaconess Hospital Title 1X Coordinator
— 509-458-5800 —509-313-6910
Holy Family Hospital Equity and Inclusion Office — 509-313-
—509-482-0111 5858; 509-313-6909
SAFeT (Sexual assault crisis Human Resources Disability
agency) 509-624-7273 Accommodations (staff and faculty) —

509-313-5852

YWCA of Spokane Alternatives | Employee Assistance Program
to Domestic Violence — 509- (confidential for staff and faculty)
326-2255 -- 877-595-5284 or
http://www.gonzaga.edu/eap

Spokane Crime Victim Service
Center -- 866-751-7119

First Call for Help 509-838-4428
Lutheran Community Services
--509-747-8224

Services offered 24 hrs./day, 365/yr.
vii.  Reporting

While certain community members are mandatory reporters, Gonzaga encourages all
community members to report information about any type of gender-based harassment,
discrimination, and/or sexual misconduct involving students, staff or faculty members. An
incident does not have to occur on campus to be reported. Off campus conduct which
adversely affects or has the potential to adversely affect the Gonzaga community also falls
under this policy. Gonzaga will promptly investigate and respond to all reports of sexual
misconduct, harassment and discrimination.

Gonzaga provides resources to both Complainants and Respondents in making decisions,
obtaining information about their options under this policy and assisting either party in the
event that a report of gender-based harassment, discrimination, and/or sexual misconduct is
made.
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A Complainant need not immediately request an investigation or disciplinary actions at the
time the report is made. Once Gonzaga is made aware of an incident, the option to request
action will remain open as long as the Complainant and/or Respondent are current students,
staff, faculty or are otherwise subject to this policy. If any party involved in a complaint is no
longer affiliated with Gonzaga, Gonzaga will still seek to meet its Title IX obligation by taking
steps to end the harassment, prevent its recurrence and address its effects.

Under Washington State Law, Gonzaga must, within forty-eight hours of receiving a report
of alleged sexual assault of an individual under the age of eighteen (18), make a report or
cause a report to be made to Child Protective Services or local law enforcement. An
appropriate Gonzaga professional will notify the reporting party of Gonzaga’'s mandatory
reporter requirements.

o Coordination with Law Enforcement

Notifying Law Enforcement may result in the Reporting Party, Complainant and/or
Respondent being contacted by a police officer. The police department determines if
a criminal investigation will occur and if the case will be referred for prosecution. A
case not referred for criminal prosecution may receive a Gonzaga response.

An act not criminally prosecuted may violate Gonzaga policy. To the extent permitted
or required by law, Gonzaga will cooperate with outside investigators. Gonzaga
encourages reporting to both Gonzaga and to an outside law enforcement agency, if
the alleged gender-based harassment, discrimination, and/or sexual misconduct may
also be a crime.

Gonzaga process and the criminal justice process are two separate and independent
courses of action. If an individual wants to file a report with Law Enforcement, a
Gonzaga professional staff member is available to assist. Gonzaga generally will not
file a police report on behalf of an individual, unless circumstances warrant.
Gonzaga'’s response to a report is not impacted by the filing of a criminal complaint
or by the outcome of the criminal investigation.

e Amnesty

It is Gonzaga's goal that all individuals report all incidents of sexual misconduct so
that those affected can receive the support and resources needed. Therefore,
violations of Gonzaga’s alcohol and drug policies by a Reporting Party or a
Complainant may be exempt from disciplinary action in situations where gender-
based harassment, discrimination, and/or sexual misconduct also occurs. However,
Gonzaga may initiate an educational discussion about the use of alcohol or drugs
and their impact.

e False Reports

Submission of a good faith complaint, concern or report of harassment will not affect
the Reporting Party’s or Complainant’'s employment, grades, academic standing or
work assignments. However, an individual found to have made a false complaint or
to have knowingly and willingly given false information during an investigation, will be
subject to disciplinary action up to and including student expulsion or termination of
employment.
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viii.

iX.

Interim measures

After a report is made, Gonzaga will provide interim support and reasonable protection
against further acts of misconduct, harassment or retaliation as needed, and will provide
services and resources to provide a safe environment. For a listing of services and
resources see the Campus Resources section of this policy.

Gonzaga will determine the necessity and scope of any interim measures pending the
completion of the complaint process. All individuals are encouraged to report concerns
about failure of another individual to abide by any restrictions imposed by an interim
measure. Gonzaga will take immediate and responsive action to enforce a previously
implemented interim measure. Interim measures are not appealable.

The range of interim measures includes:

Contact/Communication Directives: The Complainant or Respondent may
request, or Gonzaga may impose, even if not requested, communication and
contact restrictions to prevent further potentially harmful interaction. Any such
request shall be made to the investigator. Upon request the investigator assigned
to the case will inform the Reporting Party or Respondent of options and will
endeavor to accommodate the requested changes if they are reasonably
available.

In some cases, an individual may wish to consider a protection/anti-harassment
order issued by the appropriate court of the State of Washington. This is a civil
proceeding independent of Gonzaga. If a court order is issued Gonzaga will, to
the extent possible, assist the protected person in benefitting from the restrictions
imposed by the court and will also facilitate on-campus compliance with the
order. The court enforces the order through law enforcement. Gonzaga does not
enforce the order but does enforce its own rules.

Academic, Employment or Living Arrangements: A Complainant or Respondent
may request, or Gonzaga may impose, even if not requested, a change in
academic, employment or living situation after a report of sexual misconduct,
harassment or discrimination. Upon request Gonzaga will inform the Complainant
or Respondent of the options and will endeavor to accommodate the requested
changes if they are reasonably available. Interim changes may include:

Class or work schedule changes

Limiting access to certain Gonzaga facilities or activities

Leave of Absence

Campus Security escorts across campus

Academic support services

Other remedies which can be tailored to the involved parties to achieve the
goals of this policy

O O O O O O

Emotional Support: Gonzaga provides counseling services through the Health
and Counseling Center for students, or the Employee Assistance Plan (EAP) for
staff and faculty. These resources also provide referrals to off campus agencies.

Procedures for resolution of gender-based harassment, discrimination, and sexual
misconduct

Overview of Potential Resolution Outcomes: Gonzaga is committed to providing
all students, staff, and faculty with a safe environment in which to live, learn and
work. Consistent with this goal, Gonzaga will respond promptly and equitably
when any incident of gender-based harassment, discrimination, and/or sexual
misconduct is alleged against an individual or Gonzaga becomes aware of the
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situation by other reliable means. The first priority is to offer support and services
to members of the Gonzaga community. Gonzaga’s response may take a
number of forms within its discretion. Potential responses include offering
reasonable protection and services to involved parties, conducting a Title IX
inquiry or review, conducting an investigation, imposing corrective or restrictive
measures (including any student conduct outcome up to suspension or expulsion
or employee remediation including termination) and conducting resolution
processes.

Review and Investigation: Gonzaga will review and respond to all reports of
sexual discrimination, misconduct, harassment, and discrimination. In every
case, Gonzaga will make an immediate assessment of any risk of harm to
individuals or the campus community and will take appropriate steps to

address. Following this initial review, Gonzaga may take steps to investigate or
otherwise determine what occurred. Gonzaga will take all reasonable steps to
investigate and respond to the report consistent with the Complainant’s request;
however, circumstances may exist when Gonzaga chooses to move forward with
an investigation or resolution or take other appropriate measures without the
Complainant’s consent. Gonzaga will investigate the report in a thorough,
equitable, and expeditious manner. These investigative steps may include
interim measures intended to provide for the safety of individuals and the campus
community. Gonzaga's overarching goal is to end any misconduct, to prevent its
recurrence, and to address its effects. Generally speaking, Gonzaga will
attempt to complete the investigation and resolution of all reports within 60
calendar days of receiving a report.

Resolution of Complaints:

1) The Student Development Division has staff designated for resolving
student-to-student complaints as well as complaints of harassment or
discrimination against a student by an unknown party. Reports where a
student is the Respondent will be resolved under the Student Code of
Conduct.

2) The Equity and Inclusion Office or academic administration is responsible
for resolving complaints against a faculty/staff member. Reports where a
staff member is the Respondent will be resolved under Gonzaga University
Policies and Procedures Manual. Reports where a faculty member is the
Respondent will be resolved under the Faculty Handbook.

Complaints of harassment or discrimination involving both a student and a
faculty/staff member are jointly handled by the Student Development Division,
the Office of Equity and Inclusion and by appropriate officials within the academic
administration.

Parties will be notified in writing of the final outcome of the hearing or other action
which concludes the report process.
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b. Harassment and Discrimination of all Other Protected Categories

Purpose

Gonzaga is committed to providing equal opportunities for all individuals. To do so,
Gonzaga must maintain an environment free from harassment, discrimination,
intimidation and humiliation as expressed by communication, threats, acts of violence,
hatred, abuse of authority or ill-will which assaults an individual’s self-worth. Harassment
and discrimination interferes with or limits an individual’s or group’s ability to participate
in, or benefit from, Gonzaga programs, services, activities or amenities. Harassment and
discrimination dishonor Gonzaga and its members and diminishes the stature of the
academic community.

Gonzaga will make every reasonable effort to address harassment and discrimination
even if the perpetrator has not been identified.

Harassment and Diversity Awareness and Education Programs

Gonzaga provides a variety of awareness and prevention programs on diversity,
harassment and discrimination issues involving race, ethnicity, religion, sexual
orientation, gender identification, ability/disability and many other diversity and inclusion
topics. Programs are available to all community members including students, faculty and
staff. While a variety of offices provide programming related to these issues, the primary
offices to contact in search of existing programming or customized events include:

Campus Climate Committee

Center for American Indian Studies

Disability Access Office

Human Resources

Intercultural and Multicultural Professionals Affecting Change Together (IMPACT)
LGBTQ+ Resource Center

Unity Multicultural Education Center (UMEC)

These offices offer established training sessions, programs and events throughout each
year. Staff are also available to design programming for specific groups or situations.

Examples, Definitions, and Prohibited Conduct
e Definitions:

1) Race, ethnicity, color: Being a member certain race or having personal
characteristics associated with race (such as hair texture, skin color,
complexion, or certain facial features).

2) Religion, creed: people who belong to traditional, organized religions and also
others who have sincerely held religious, ethical or moral beliefs.

3) National origin: Being from a particular country or part of the world, having a
particular ethnicity or accent or appearing to be of a certain ethnic
background (even if they are not).

4) Sex, gender: Being of a certain gender or sex or being connected with an
organization or group which is generally associated with people of a certain
sex.

5) Marital status: The status of being a member of a legally recognized union or
not being part of a legally recognized union.

6) Sexual orientation: a person's sexual identity in relation to the gender to
which they are attracted; the fact of being heterosexual, homosexual, or
bisexual, or asexual, or pansexual.
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7) Gender identity: person's private sense, and subjective experience, of their
own gender. This is generally described as one's private sense of being a
man or a woman, consisting primarily of the acceptance of membership into a
category of people: male or female.

8) Age: for purposes of this policy, being age 40 or older.

9) Disability: being a person covered by the Americans with Disabilities Act, as
amended, or the Rehabilitation Act, as amended, and other federal and state
laws as applicable. Generally, “disability” means a physical or mental
impairment that substantially limits one or more major life activities.

10) Veteran status: having served in the military or currently serving in the
military.

11) Genetic information: when genetic information is used for academic or
employment purposes.

12) Retaliation: No officer, employee, or agent of an institution shall retaliate,
intimidate, threaten, coerce or otherwise discriminate against any individual
for exercising their rights or responsibilities. Those rights/responsibilities
include but are not limited to reporting alleged discrimination or harassment,
participating in an investigation or encouraging others to make reports.

Following are examples of behaviors which, if based on any of the protected
classes may constitute harassment or discrimination:

1) Making demeaning remarks to an individual or group, or in the presence of an
individual or group. This includes name calling, slurs, epithets, jokes and
other put-downs which demean a person or group, treat individuals or groups
differently because of these protected classes, or create a hostile
environment.

2) Displaying, circulating, or placing visual or written material demeaning
anyone based on protected category status in a Gonzaga living or working
area, which results in a hostile or demeaning education, working or living
environment.

3) Damaging, defacing, or destroying Gonzaga’s property or the property of any
individual because of these protected categories.

4) Expressing in words (including “fighting words” likely to provoke an immediate
or violent reaction), pictures or symbols commonly understood to convey
hatred or contempt.

5) Engaging in acts based on these protected categories that obstruct or
attempt to obstruct or seriously impair Gonzaga activities on Gonzaga
property or in other locations where Gonzaga-sponsored activities occur.

6) Engaging in demeaning verbal and other expressive behavior in instructional
settings.

iv.  Reporting Harassment or Discrimination

Reporting

Emergency Reporting: Call 911 if the incident involves a threat to safety, a
crime, or if evidence needs to be collected or preserved.

For Campus Safety and Security assistance call 509-313-2222. A Gonzaga
security officer or other Gonzaga official can assist in an emergency situation.
Campus Safety and Security personnel can also assist individuals with filing a
police report.
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Campus reporting options: Individuals are encouraged to bring forward concerns
or complaints about suspected harassing or discriminatory behavior to any of the

following:

Campus and Local Resources for STUDENTS

Where to go for Hate / Bias Incidents and Support Services

Confidential Reporting

Non-Confidential Reporting

Health & Counseling Center — 509-313-4052

Campus Security & Public Safety — 509-313-2222

Any Priest serving as a sacramental confessor or any
ordained religious serving in the sacred confidence
role.

Center for Cura Personalis — 509-313-4009
Any Gonzaga Staff or Faculty member

Anonymous report completed online at
www.gonzaga.edu/sexualmisconductform

Title IX Coordinator — 509-313-6910
Equity and Inclusion Office — 509-313-5858; 509-313-
6909

Whistle blower website
www.gonzaga.ethicspoint.com

Report completed online at
http://www.gonzaga.edu/Student-Life/Support-for-
Students/harassmentdiscriminationreport.asp

Spokane Police Dept. — 509-456-2233 (non-
emergency)

Emergency Response

Health and Safety
Resources in Spokane
Community

Gonzaga Campus Assistance

911

Spokane Police Dept. —
509-456-2233 (non-emergency)

Campus Security & Public Safety
-- 509-313-2222

Sacred Heart Medical Center —
509-474-3131

Safe Transportation (Campus Public
Safety — 509-313-2222

Deaconess Hospital
— 509-458-5800

Health Center & Counseling Center
—509-313-4052

Holy Family Hospital
—509-482-0111

Center for Cura Personalis
—509-313-4009

Spokane Crime Victim Service
Center -- 866-751-7119

UMEC - 509-313-5836

First Call for Help 509-838-4428

LGBTQ+ Resource Center —509-313-
5847

Office of Disability Access (Student
Disability Resources) — 509-313-4134

Chief Diversity Officer — 509-313-6550

Title IX Coordinator
-509-313-6910

Services offered 24 hrs./day, 365/yr.
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Campus and Local Resources for EMPLOYEES

Where to go for Hate / Bias Incidents and Support Services

Confidential Reporting

Non-Confidential Reporting

Any Priest serving as a sacramental confessor or any
ordained religious serving in the sacred confidence
role.

Campus Security & Public Safety — 509-313-2222
Any Gonzaga Administrator or Supervisor

Anonymous report completed online at
www.gonzaga.edu/sexualmisconductform

Title IX Coordinator — 509-313-6910
Equity and Inclusion Office — 509-313-5858; 509-313-
6909

Whistle blower website
www.gonzaga.ethicspoint.com

Report completed online at
http://www.gonzaga.edu/Student-Life/Support-for-
Students/harassmentdiscriminationreport.asp

Spokane Police Dept. — 509-456-2233 (non-
emergency)

Emergency Response

Health and Safety
Resources in Spokane
Community

Gonzaga Campus Assistance

911

Spokane Police Dept. —
509-456-2233 (non-emergency)

Campus Security & Public Safety
-- 509-313-2222

509-474-3131

Sacred Heart Medical Center —

Safe Transportation (Campus Public
Safety — 509-313-2222

—509-458-5800

Deaconess Hospital

Chief Diversity Officer
—509-313-6550

—509-482-0111

Holy Family Hospital

Title IX Coordinator
-509-313-6910

Spokane Crime Victim Service
Center -- 866-751-7119

Equity and Inclusion Office — 509-313-
5858; 509-313-6909

First Call for Help 509-838-4428

Human Resources Disability
Accommodations (staff and faculty)
—509-313-5852

Employee Assistance Program
(confidential for staff and faculty)
-- 877-595-5284 or
http://www.gonzaga.edu/eap

Services offered 24 hrs./day, 365/yr.
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Vi.

o Coordination with Law Enforcement

Notifying Law Enforcement may result in the Reporting Party, Complainant,
and/or Respondent being contacted by a police officer. The police department
determines if a criminal investigation will occur and if the case will be referred for
prosecution. A case not referred for criminal prosecution may receive a Gonzaga
response.

An act not criminally prosecuted may violate Gonzaga policy. To the extent
permitted or required by law, Gonzaga will cooperate with outside investigators.
Gonzaga encourages reporting to both Gonzaga and to an outside law
enforcement agency, if the alleged gender-based harassment, discrimination,
and/or sexual misconduct may also be a crime.

Gonzaga process and the criminal justice process are two separate and
independent courses of action. If an individual wants to file a report with Law
Enforcement, a Gonzaga professional staff member is available to assist.
Gonzaga generally will not file a police report on behalf of an individual, unless
circumstances warrant. Gonzaga’s response to a report is not impacted by the
filing of a criminal complaint or by the outcome of the criminal investigation.

e False Reports

Submission of a good faith complaint, concern, or report of harassment will not
affect the Reporting Party’s or Complainant’s employment, grades, academic
standing, or work assignments. However, an individual found to have made a
false complaint or to have knowingly and willingly given false information during
an investigation, will be subject to disciplinary action up to and including student
expulsion or termination of employment.

Retaliation

Itis a violation of Gonzaga policy to threaten, intimidate or retaliate in any way against
an individual for raising allegations of harassment or discrimination, participating in an
investigation, complaint process or hearing, filing a complaint alleging harassment or
discrimination, or encouraging others to report. Retaliation includes, but is not limited to,
any form of intimidation, reprisal, or harassment. Gonzaga will take immediate and
responsive action to any retaliation. Anyone found to have acted in a retaliatory manner
may be subject to appropriate disciplinary action up to and including termination of
employment.

Procedures for Resolution of Harassment and Discrimination
e Overview of Options

Gonzaga is committed to providing all students, staff and faculty with a safe
environment in which to live, learn and work. Consistent with this goal, Gonzaga
will respond promptly and equitably when any incident of harassment or
discrimination is alleged against an individual or Gonzaga becomes aware of the
situation by other reliable means. The first priority is to ensure the safety of all
members and then to offer support and services to members of the Gonzaga
community. Gonzaga’s response may take a number of forms within its
discretion. Potential responses include offering reasonable protection and
services to involved parties, conducting an inquiry or review, conducting an
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investigation, imposing corrective or restrictive measures, or conducting
resolution processes.

e Review and Investigation

Gonzaga will review and respond to all reports of discrimination or harassment.
In every case, Gonzaga will make an immediate assessment of any risk of harm
to individuals or the campus community and will take appropriate steps to
address any risks. Following this initial review, Gonzaga may take steps to
investigate or otherwise determine what occurred. Gonzaga will take alll
reasonable steps to investigate and respond to the report consistent with the
Complainant’s request; however, circumstances may exist when Gonzaga
chooses to move forward with an investigation or resolution or take other
appropriate measures without the Reporting Party or Complainant’s

consent. Gonzaga will investigate the report in a thorough, equitable, and
expeditious manner. These investigative steps may include interim measures
intended to provide for the safety of individuals and the campus community.
Gonzaga's overarching goal is to end any discrimination and harassment, to
prevent its recurrence and to address its effects.

Generally speaking, Gonzaga will attempt to complete the investigation and
resolution of all reports within 60 calendar days of receiving a report.

e Resolution of Complaints

1) The Student Development Division has staff designated for resolving student-
to-student complaints as well as complaints of harassment or discrimination
against a student by an unknown party. Reports where a student is the
Respondent will be resolved under the Student Code of Conduct.

2) The Office of Equity and Inclusion or academic administration is responsible
for resolving complaints against a faculty/staff member. Reports where a staff
member is the Respondent will be resolved under Gonzaga University
Policies and Procedures Manual. Reports where a faculty member is the
Respondent will be resolved under the Faculty Handbook.

Complaints of harassment or discrimination involving both a student and a
faculty/staff member are jointly handled by the Student Development Division,
the Office Equity and Inclusion and by appropriate officials within the academic
administration.

3. Harassment and Discrimination Complaint Procedures Specific to Staff

Gonzaga is committed to resolving all complaints of harassment and discrimination, or reports of
information, which create a reasonable belief that harassment or discrimination has occurred. Because of
the sensitive nature of most incidents and the emotional and moral complexities involved, effort is made
to resolve problems fairly and informally as they arise. Gonzaga retains complete discretion as to the
terms and conditions upon which matters may be resolved by informal means.

The staff in the Office of Equity and Inclusion within Human Resources or TIXC is available to discuss
general concerns or specific complaints about harassment or discrimination, and to answer questions
about the various procedures for initiating a complaint. Any member of the campus community may
present questions about procedures, seek informal advice, or submit a complaint, either verbally or in
writing. Sometimes suggestions may be provided which enable the individual to deal directly with the
other party. Other cases may require intervention or administrative action.
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Preliminary Inquiry and/or Investigation

A preliminary inquiry and/or investigation is the first step in the resolution process after allegations of
harassment or discrimination are reported through proper channels. Its purposes are to: 1) determine
the facts, 2) determine whether a reasonable basis exists for the allegations, 3) advise the
complainant (if applicable) of resolution options, and 4) if appropriate after steps 1-3, notify the
respondent of allegations and obtain a response.

The Investigator will meet with the complainant to receive full and complete details about the
allegations. Once the Investigator has the initial facts of the case, the Investigator will normally meet
with the respondent’s immediate supervisor or appropriate administrator to discuss the case and
determine the appropriate steps for resolution. Witnesses may be interviewed as necessary to
conduct the preliminary inquiry as determined by the Investigator. If the Investigator determines that
a reasonable basis exists for the allegations, the Investigator will meet with the respondent to explain
the allegations and obtain a response.

If the Investigator cannot determine by a preponderance of evidence that the alleged incident(s)
occurred, or that it/they did not constitute harassment or discrimination, the Investigator or TIXC will
communicate this to the complainant. Some form of intervention may occur at this point in an attempt
to resolve any misperceptions or misunderstandings, or deal with allegations of conduct that may be
improper but not harassment or discrimination. Allegations of misconduct that are serious but not
considered harassment or discrimination may be handled through applicable processes outlined in
the Gonzaga University Policies and Procedures Manual at Gonzaga’s discretion.

Gonzaga will conduct a preliminary inquiry in response to all complaints. Any further action deemed
necessary will be determined by the results of the preliminary inquiry.

Intervention

At the conclusion of an inquiry and/or investigation, intervention may occur with or without a finding of
policy violation. Intervention entails a variety of actions Gonzaga may take to resolve the situation so
as to mitigate the need for administrative action. However, Gonzaga will take administrative action
without the step of intervention if the seriousness of the situation or other circumstances warrants
such.

Intervention does not involve discipline, or require a specific finding that the harassment and
discrimination policy has been violated. Each case will be evaluated on its own merits. Gonzaga will
consider such factors as the seriousness of the allegations, the number of complainant(s) involved,
the length of time the alleged conduct has occurred, and the effect of the alleged conduct on the
complainant. If necessary, a more extensive inquiry may be undertaken to determine these factors.

Intervention may include one or more of the following, which are used at Gonzaga’s discretion:

i. Informal and/or formal discussions with the parties to request behavior changes (normally
informal discussions will be used only to resolve a first complaint against an employee)
ii. Education
iii. Offer of apology to the complainant or those affected by the behavior
iv. Formal mediation by a professional (mediation is not used to resolve incidents of sexual

assault)
V. Leave of absence, transfer, resignation
Vi. Other measures deemed appropriate for the situation

Gonzaga has the sole discretion and authority to take whatever actions it deems necessary to resolve
the situation. If, after the step of intervention, a satisfactory resolution cannot be reached or if
additional complaints, concerns or information are received and corroborated, Gonzaga may take
administrative action against a respondent.

Administrative Action

If the Office of Equity and Inclusion, or TIXC, determines by a preponderance of the evidence that a
violation of policy occurred, then administrative action may be taken. Administrative action may
involve Performance Notice, Corrective Action Plan (CAP), Letter of Expectation (LOE), suspension,
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demotion or termination of employment after a respondent has been found to have violated this
policy. These steps may be taken without the step of intervention if the seriousness of the situation or
other circumstances warrants such. They may also be taken after intervention has not resolved the
problem to Gonzaga's satisfaction or additional allegations are made and corroborated.

Records

The Office of Equity and Inclusion or TIXC, as appropriate, will keep a confidential record of
discussions and actions of the preliminary inquiry, intervention, and administrative action in a
separate file. Administrative actions will also be copied to the individual's personnel file.

Throughout the resolution process, Gonzaga will be guided by discretion, with information shared on
a need-to-know basis only.

Grievance

Any party who believes this complaint process has been violated or improperly applied, or that the
application of administration action is inappropriate, may use the Grievance Policy as described in the
Gonzaga University Policies and Procedures Manual, beginning with Step 2.

Alternative Steps

Gonzaga University’s intention is that through these procedures any complaints will be resolved
internally; however, a complaint may be filed with federal or state agencies, such as:

Washington State Human Rights Commission
Information and Complaints
1-800 233-3247 or 1-800 622-2755 (Spanish) or TTY (800) 300-7525

Washington State Human Rights Commission
Spokane District Office

1330 N. Washington St., Suite 2460

Spokane, WA 99201

(509) 568-3196

US Office of Civil Rights
Seattle Office

U.S. Department of Education
915 Second Avenue, Room 3310
Seattle, WA 98174-1099
Telephone: (206) 607-1600
Facsimile: (206) 607-1601
mailto:OCR.Seattle@ed.gov

E-mail: Complainants may file a complaint, using the following e-mail address: ocr@ed.gov.
Online: Complainants may file a complaint with OCR using OCR’s electronic complaint form at the
following website: http://www.ed.gov/about/offices/list/ocr/complaintintro.html.

U.S. Department of Labor

Office of Federal Contract Compliance Programs
1111 Third Ave., Suite 745

Seattle, WA 98101

(206) 398-8000

Equal Employment Opportunity Commission
Federal Office Building

909 First Avenue, #400

Seattle, WA 98174

(800) 669-4000

TTY (800) 669-6820
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D. Equal Employment Opportunity and Affirmative Action

Gonzaga University’s Equal Employment Opportunity officer (EO Officer) in Human Resources
coordinates efforts to develop and maintain equal employment opportunity for all employees. The
EO Officer works in conjunction with internal and external resources to promote the representation
of women, ethnic minorities, persons with disabilities, and protected veterans at all levels and in all
segments of Gonzaga, particularly where they are underrepresented in relation to their availability in
the work force. Consistent with these guidelines, Gonzaga attempts to:

1. Recruit and employ all employees according to Gonzaga University’s Statement on Non-
Discrimination;

2. Advise recruiting sources of its commitment to equal employment opportunity and affirmative
action; and

3. Develop new and non-traditional recruiting sources, particularly those placing women, ethnic
minorities, veterans and disabled workers with the goal of increasing applicants from these
sources.

For further information on the Affirmative Action Plan, refer to any one of the following place:
a) Affirmative Action Policies in Part 2
b) www.gonzaga.edu/eo
¢) Gonzaga University Human Resources
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SECTION II: PAY PRACTICES

A. Compensation

1. Position Description: Position descriptions for each position reflect essential functions,
minimum requirements and job titles. HR recommends appropriate titles, and determines
classifications and salary ranges for each position, consistent with Gonzaga practice and
industry standards. Requests to hire new, replacement, as well as requests to evaluate existing
positions are made through the University’s on-line Talent Management system process.

2. Salary Determination: Gonzaga uses several labor market salary surveys to determine
appropriate pay levels for positions. Labor markets are analyzed frequently and salary ranges
are adjusted accordingly. Contact HR for more information on Gonzaga’'s compensation
practices.

3. Contracts: All non-contracted Gonzaga employees are considered employed at will. Neither
this Gonzaga University Policies and Procedures Manual nor any other document or statement
(other than a specific written contract) issued by Gonzaga is to be considered an employment
contract.

Written commitments are made to employees or prospective employees only for the purpose of
offering employment and identifying job title, duties, and compensation.

4. Additional Employee Compensation: Extra pay may be authorized under specific conditions.
Part 2: Staff Additional Compensation Policy.

B. Payroll

1. Payday: All employees are paid semi-monthly on the 10th and 25th of each month or on the
last working day before the 10th and 25th of each month if the 10th or 25th occur on a holiday
or weekend.

2. Direct Deposit: The Automated Clearing House (ACH) is the preferred method of payment.
Through direct deposit, pay is automatically deposited into the employee’s designated checking
and/or savings account. Direct Deposit Authorization forms and details are available in the
Payroll Office.

36



SECTION Ill: BENEFITS

Gonzaga reserves the right to make changes to the benefits plans described herein at any time
at its sole discretion, with or without prior notice.

A. Group Benefits Plans

The list below identifies the benefit programs offered by Gonzaga University. Plan documents and
details can be obtained from HR. HR will provide yearly updates and current information will be on
its website at benefits.gonzaga.edu.

1.

10.

Medical Insurance: Effective the first of the month following their hire date, all regular
employees who work a minimum of twenty hours per week are eligible to enroll for medical
benefits. In certain circumstances full time employees that move to part time or non-benefits
eligible positions may be eligible to continue medical coverage for themselves and their family.
Please contact HR for further information.

Life Insurance: Effective the first of the month following their hire date, all regular full-time
employees are eligible for employer-paid group term life insurance.

Dental Insurance: Effective the first of the month following their hire date, all regular full-time
employees are eligible to enroll for dental benefits.

Long-Term Disability (LTD): After one year of service, all regular full-time employees are
eligible for employer-paid, group long-term disability.

Short-Term Disability (STD): After one year of service, all regular full-time employees are
eligible for employer-paid, group short-term disability.

Flexible Spending Plan: Effective the first of the month following their hire date, all regular
employees who work a minimum of twenty hours per week are eligible to participate in the
Flexible Spending Plan.

Vision: Effective the first of the month following their hire date, all regular employees working
more than 20 hours per week are eligible to enroll in the vision plan.

Employee Assistance Program (EAP): All regular full-time staff and faculty, and their
household members, are eligible for the Employee Assistance Program (EAP) to help with the
everyday challenges of life that may affect their health, family life, or work/life balance.

International Medical Policy: All regular full-time faculty and staff traveling internationally,
without students, on behalf of Gonzaga have the option to be covered under this policy by
contacting HR.

Health Advocate: Effective the first of the month following their hire date, all regular full-time
and part-time employees, and their family (including parents and in-laws) are eligible to
participate.

B. Retirement

Gonzaga University wants all employees to have income to supplement Social Security benefits at
retirement. Gonzaga provides a 403(b) plan and an optional 457(b) Deferred Compensation
Retirement Plan. See Part 2; Retirement Policy for additional information. Faculty may also want
to reference paragraphs 422 and 428 in the Faculty Handbook.
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C. Tuition Waiver

Beginning the semester after the first-year employment anniversary, Gonzaga will grant a tuition
waiver to regular employees enrolled in Gonzaga courses. Eligibility for spouse and dependent
children is based on the employee’s hire date and full-time status. Please see Part 2 Tuition Waiver
Palicy for full policy details and eligibility requirements.

. Sick Leave

Gonzaga offers sick leave benefits to regular staff employees working a minimum of twenty hours
per week as protection against loss of income and benefits in the event of a bona fide illness, injury,
pregnancy and childbirth. Sick leave may also be used to care for an immediate family member
(defined as spouse, child, mother, father, sister, brother, grandparents, grandchildren, or spouse’s
parents or grandparents).

Full-time employees earn sick leave at a rate of one-fifth of a work week for each calendar month of
paid service to an unlimited number of hours (i.e., 37.5-hour work week = 7.5 hours of sick leave;
40-hour work week = 8 hours of sick leave). Part-time employees earn sick leave on a pro-rated
basis according to the number of hours worked.

1. Sick leave accrues with the first day of employment. Employees may use up to 12 weeks per
occurrence, or enough to cover the elimination period to coordinate with long-term disability
benefits.

2. Overruns on sick leave are deducted from personal leave, then vacation pay, if available.

3. Employees absent for four or more consecutive working days are required to complete a Leave
of Absence Request Form and provide a medical certification. Medical certification (note from
doctor) may be required for absences fewer than four (4) working days at the supervisor’s
discretion.

4. Non-exempt employees must use sick leave in quarter (1/4) hour increments (15 minutes) to
cover time away from work as defined above.

5. Exempt employees must use sick leave to cover half-day absences as defined above.
6. Unused sick leave is not paid out at the end of employment.

Personal Leave

Regular full-time and part-time staff employees, employed a minimum of six continuous months, are
eligible to use two days of available sick leave per calendar year for personal leave. On January 1
of each year, personal leave days are converted from sick leave for eligible employees. Personal
leave should be planned in advance with supervisory approval. Employees should report personal
leave hours on their time sheets. Personal leave is available as follows:

1. Leave can be taken in one-hour increments.

2. Unused hours will remain in the employee’s personal leave bank and only the number of hours
necessary for a maximum balance of two personal leave days will be converted from your sick
leave on January 1 of each year.

3. Overruns on personal leave will be deducted from vacation time, if available.

4. Before January 1 of each year, employees must have a minimum of two days of sick leave to
convert any days to personal leave.
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5. All eligibility criteria must be met by January 1 of each year to qualify for personal leave in that
year; otherwise personal leave is not available until the following calendar year, if eligible at that

time.

6. Unused personal leave is not paid when employment ends.

F. Vacation

1. The following categories of staff employees are eligible for paid vacation:

Scheduled| 917 | 2009
Employment Status Years of Service hours per Accrua
per pay
week : | Max
period
H th

Dat(_e of Hire through 4" year 40 5 240
anniversary

H H th
Beginning the 5" year of 40 6.67 320
service
Date of Hire through 4™ year
anniversary 37.5 4.69 225

H H th
Beginning the 5" year of 375 6.95 300
service

H th

Dat(_e of Hire through 4" year 32 40 192
anniversary

H H th
Begl_nmng the 5" year of 32 534 256
service

Regular full-time staff employees
employed on a 9 or 10-month
schedule

/Accrue vacation on a pro-rated basis according to their
established work schedule. Hours will be accrued only during
the months the employee is scheduled to work.

H th
Datg of Hire through 4" year 20 o5 120
anniversary
i i th
Begl_nnlng the 5" year of 20 3.34 160
service
Regular part-time staff employees
employed on a less than 12- Not eligible to accrue vacation hours
month schedule
Assistant Academic Dean
ﬁ::%%ar:te A’\A& caezjdeermlcc\%z:n Date of Hire: Receives an
President immediate 20 working days 40 6.67 320
IAssociate Academic Vice paid vacation per year
President
Academic Dean : :
) . Date of Hire: Receives an
'!‘ter!m Acader_n_lc Dean immediate 22 working days 40 7.34 352
(if primary position) . .
E ) paid vacation per year
xecutives

)Acting Academic Dean

Not eligible to accrue vacation hours.

Not all schedules are represented in the above chart. Please contact Benefits with additional questions.

2. Accrual while on leave:

Employees who are on

paid

leave continue

to accrue

vacation. Employees who are on unpaid leave do not accrue vacation. Employees must work at
least half of their regularly scheduled hours in each pay period in order to accrue vacation.
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Maximum_ Accrual: Employees may accrue a maximum of up to 200% of their annual accrual.
Once the maximum accrual is reached, hours will stop accruing until the number of available
hours drops below the 200% maximum.

Vacation Scheduling: Vacations are approved and scheduled by the supervisor, considering the
employee’s length of service and request date. Employees should request vacation as far in
advance as possible. Every effort is made to grant the time requested. Requests may occasionally
be denied based on request date, prior scheduled vacations, or department workload.
Supervisors should respond to vacation requests within 10 working days of the request. Regular
full-time staff employees employed on less than a 12-month schedule may only use accrued
vacation hours during their scheduled work months.

Status Changes:

Status change from a vacation eligible to ineligible position: A full-time/part-
time employee with accrued vacation days who changes to a position not eligible for
vacation accrual will have their accrued vacation paid out in a lump sum effective the date of
the change and will no longer be eligible to accrue vacation days.

Status change from a vacation-ineligible to eligible position: An employee who has not
been eligible for vacation accrual will begin accruing vacation days effective the date of their
position change. Accrual rates will be based on their length of service as of the effective
date of the change. Time in service as an adjunct faculty member, or on-call employee does
not count towards years of service for vacation accrual.

Status change from part time to full time or vice versa: If the employee changes status
between part -time and full -time, the accrual rate will change to align as defined with their
new status in the table above, effective the date of the status change.

Vacation Payment at Employment End: At the end of employment, accrued vacation is
paid out to those employees who have a balance available.

Excess use of vacation: An employee who exhausts their accrued vacation

balance will be on unpaid time off for any portion of vacation leave submitted in a pay

period when that leave exceeds their current available vacation balance. Employees may not
take unpaid time off without express permission from their supervisor.

Staff reporting of vacation: Non-exempt staff must report time off in quarter hour increments.
Exempt employees must report time off in half- or full-day increments.

Eligible Faculty Vacation
1. The following categories of faculty employees are eligible for paid vacation:

Eligible Faculty are those on a 12-month work schedule on 50% to 100% FTE contracts

Hours accrued |Accrual Additional
Employment Status Years of Service per pay period |Max provisions
H th
Date of Hire through 4 5 240
year anniversary
i i th
Begl'nnlng the 5" year of 6.67 320
service
H th
Date of Hire through 4 3.75 180
year anniversary
i H th
Begl_nnlng the 5 year of 5 240
service
P th
Date of I—_||re through 4 o5 120
year anniversary
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schedule: Beginning the 5™ year of

50% FTE contract service 3.34 160

2. Accrual while on leave: Eligible faculty, as established above, who are on paid
leave (including 12-month work schedule faculty on sabbatical) continue to accrue
vacation. Eligible faculty who are on unpaid leave do not accrue vacation. Faculty must work at
least half of their regularly scheduled hours in each pay period in order to accrue vacation.

3. Maximum Accrual: Eligible Faculty may accrue a maximum of up to 200% of their annual
accrual. Once the maximum accrual is reached, hours will stop accruing until the number of
available hours drops below the 200% maximum.

4. Vacation Scheduling: Vacations are approved and scheduled by the supervisor, considering the
employee’s length of service and request date. Faculty should request vacation as far in
advance as possible. Every effort is made to grant the time requested. Requests may
occasionally be denied based on request date, prior scheduled vacations, or department
workload. Supervisors should respond to vacation requests within 10 working days of the
request.

5. Status Changes:

Status change from a vacation eligible to ineligible position: An eligible faculty member
with accrued vacation days who changes to a position not eligible for vacation accrual will
have their accrued vacation paid out in a lump sum effective the date of the change and will
no longer be eligible to accrue vacation days.

Status change from a vacation ineligible to eligible position: A faculty member who has not
been eligible for vacation accrual will begin accruing vacation days effective the date of their
position change. Accrual rates will be based on their length of service as of the effective
date of the change. Time in service as an adjunct faculty member does not count towards
years of service for vacation accrual.

Status change from part time to full time or vice versa: If the faculty member changes status
between part time and full time, the accrual rate will change to align as defined with their
new status in the table above, effective the date of the status change.

6. Vacation Payment at Employment End: At the end of employment, accrued vacation is
paid out to those faculty who have a balance available.

7. Excess use of vacation: An eligible faculty who exhausts their accrued vacation
balance will be on unpaid time off for any portion of vacation leave submitted in a pay
period when that leave exceeds their current available vacation balance. Faculty may not take
unpaid time off without express permission from their supervisor.

8. Faculty reporting of vacation: All 12-month work schedule faculty on 50% to 100% FTE
contracts must report their vacation in 4 or 8 hour increments to their Dean’s office. The Dean’s
office will report hours to payroll at the end of the pay period in which the vacation was
used. All 12-month work schedule faculty on 50% to 100% FTE contracts taking time off
between terms must record leave as vacation hours, except for a paid university holiday.

G. Shared Vacation Leave Program - for Staff Employees

1. General Purpose: Shared Vacation Leave is a voluntary plan that allows employees to donate
some of their accrued vacation hours to assist other employees experiencing a serious health
condition, or who are a primary care giver for a seriously ill family member. Employee
donations of vacation hours provide income to an affected employee who would otherwise be
on unpaid leave.
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2. Eligibility: Staff employees eligible to receive shared vacation leave must meet these criteria:

a. Regular full or part-time employee working a minimum of 20 hours per week.

b. Employed a minimum of one year.

c. Exhausted all sick leave, personal leave and accrued vacation leave.

d. Not receiving income from Gonzaga’s Long-Term Disability Plan.

e. Be in good employment standing.

3. Procedures:

a.

Requests for shared vacation leave must be initiated by the employee who is in need, or by
the employee’s department (acting on behalf of the employee at the employee’s request).

An employee eligible to receive shared vacation leave must submit the following forms to
HR:

i. Written request on a Shared Vacation Leave Program Application
ii. A Certification of Health Care Provider

An employee receiving shared vacation leave will continue to accrue sick leave and vacation
(if applicable) and participate in Gonzaga'’s group benefit plans.

Accrued leave hours will be used in lieu of donated hours.

Shared vacation leave not used by the recipient for current need will be returned to the
donor.

An employee donating shared vacation leave must submit a written request on a Shared
Vacation Leave Program Donation Form available in the HR Office.

Donations must be a minimum of one hour, and are irrevocable unless hours would exceed
the recipient’s need for current paid hours.

Donated hours are transferred directly to the recipient as hours of paid leave available.
Hours are not converted to a dollar value based on the donor’s salary.
Donations will remain confidential unless the donor chooses to self-identify.

Donations will not exceed the 12-week Family Medical Leave period.
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4. Definitions:

a. Serious Health Condition: A physical or mental condition that requires inpatient care or
continuous treatment by a health care provider.

b. Family Members (as defined by Family/Medical Leave Policy): Employees’ spouse, children
under age 18 (unless incapable of self-care due to qualifying disability), or parent.

H. Holidays

Gonzaga observes these holidays:

Founder’s Day President’s Day
Thanksgiving Day Good Friday

Day after Thanksgiving Easter Holiday (Monday)
Christmas Eve Memorial Day
Christmas Day Independence Day

New Year's Day Labor Day (observed)

Martin Luther King Jr. Day

All regular employees working a minimum of 20 hours per week are eligible for holiday pay upon
their hire date. Holiday pay equals one-fifth of an employee’s regular work week. Part-time
employees are paid holiday pay equivalent to the number of hours regularly scheduled on that day.
Temporary employees and employees on unpaid leave of absence are not eligible for holiday pay.

Employees required to work on a holiday are paid their regular salary for the shift worked and
granted an additional day’s pay or day off at their supervisor’s discretion. The day off should be
scheduled within thirty days after the holiday. If a holiday occurs while an employee is on paid sick
leave or on a regularly scheduled vacation, the hours are reported and paid as a holiday. If a
holiday occurs on an employee’s regularly scheduled day off, the employee receives a paid day off
at another time.

If Christmas Eve, Christmas Day, New Year’s Day, or Independence Day falls on a Saturday,
employees will receive the prior Friday as an alternate Holiday. If Christmas Eve, Christmas Day,
New Year’s Day, or Independence Day falls on a Sunday, employees will receive the following
Monday as an alternate Holiday.

HR publishes and distributes the annual holiday calendar.

I. Identification Cards
All employees are required to have a photo ID, which allows access to many Gonzaga-sponsored
services and events and also serves as a Gonzaga library card. Employees must have an
authorization form provided by HR before obtaining the ID card. A fee may be charged for
replacement cards.

J. Statutory Benefits
1. Social Security/Medicare: Consistent with the Social Security Act of 1938, Gonzaga

contributes one-half of Social Security and Medicare taxes for all employees. Employees pay
the other half as an automatic payroll deduction.

2. Worker’'s Compensation: In compliance with Washington State law, Gonzaga provides
industrial insurance to protect employees who sustain work-related injury or illness. Gonzaga
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pays the majority of the premium, which is based on hours worked. Employees also pay a
share of the premium.

Please review Section V: Safety and Health and Part 2: Accident Prevention Program Policy
for a detailed description of Gonzaga’s safety program.

Unemployment Compensation: As a Washington State employer, Gonzaga contributes to the
State Employment Security Fund. Employees who meet the legal requirements are eligible to
receive unemployment compensation. Please contact the nearest state Employment Security
Office for complete information.

COBRA (Consolidated Omnibus Budget Reconciliation Act): Employees and dependents
covered by Gonzaga’s medical insurance, dental insurance, vision insurance and flexible
spending plans may choose this continuation of coverage, if they lose group coverage(s)
because of certain “qualifying events.” Coverage is identical to that provided to current
employees and their dependents.

Qualifying Events:

a. Loss of health coverage due to reduced work hours or termination of employment (other
than for misconduct).

b. Death of employee or covered parent.

c. Divorce or legal separation.

d. Child ceases to be an “eligible dependent child” under Gonzaga’s group health plan.
Under COBRA, employees or a family member are responsible for informing Gonzaga
University HR of a divorce, legal separation, or a child’s loss of dependent status under the

selected health plan.

This is only a summary of COBRA legislation. Please contact HR for detailed information.
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SECTION IV: ABSENCE FROM WORK

A. Leaves of Absence

Gonzaga University grants paid and unpaid leaves of absences depending on length of service,
department workload, state and federal laws, and medical necessity. Leave of Absence forms must
be completed for absences of 4 or more days whether or not sick time is utilized. Any paid leaves
will run concurrently with any of the leaves outlined below. Leave of Absence forms are available
online at www.gonzaga.edu/benefits or can be obtained through HR.

1. Federal Law

Family and Medical Leave Act- In accordance with the federal Family and Medical Leave Act
(FMLA), Gonzaga grants up to 12 weeks of qualifying leave during a rolling 12-month period to
eligible employees, and up to 26 weeks of leave to care for an activated or ill service member.
The leave may be paid, unpaid or a combination, depending on the circumstances of the leave
and available paid leave accruals as specified in this policy manual.

Please refer to the Federal Family and Medical Leave Act Policy in the appendix of this manual.

2. Washington State Law

Family Care Leave — In accordance with the Washington Family Care Act, employees may use
any available accrued paid leave, such as sick leave, vacation or personal leave, to care for sick
family members (defined as spouse, child, parent, parent-in-law, or grandparent) with a serious

health condition. This leave runs concurrently with the federal FMLA. Washington Family Care

Act covers grandparents and in-laws, while FMLA does not.

Family Leave Act — In accordance with the Washington Family Leave Act employees who
qualify for the federal FMLA leave are eligible for additional leave if they are a woman who is
pregnant and needs to use leave for a disability due to pregnancy or childbirth. The employee
may take an additional 12 weeks to care for her newborn or to cover preterm medical leave.
This leave may be paid, unpaid or a combination, depending on the available leave accruals.
The leave may be taken after state Pregnancy Disability Leave and concurrently with FMLA.

Pregnancy Disability Leave — In accordance with the Protection from Discrimination law, a
pregnant employee is guaranteed her job through her disability period, even if the disability
continues beyond the 12-week FMLA leave or, if she has not worked the required period of time
to qualify for FMLA leave. This leave is taken before any leave under the Washington Family
Leave Act and may run concurrently with FMLA. The employee may use paid, unpaid or a
combination, depending on the available leave accruals. If the employee is eligible for a leave
under FMLA, the leave would run concurrently.

Domestic Violence Leave — In accordance with the Washington Leave for Victims of Domestic
Violence, Sexual Assault, and Stalking law, employees are entitled to time off from work if they
are victims of domestic violence, sexual assault, or stalking, or if they are a family member of
such a victim. Family member includes child, spouse, parent, parent-in-law, grandparent or a
person the employee is dating. Eligible employees are entitled to a reasonable period of leave or
may reduce their work schedule. Employees may use paid leave accruals (sick leave, personal
and vacation) or have time off without pay. Reasons for the leave include:

a. To obtain legal or law enforcement assistance.
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b. To obtain treatment for physical or mental injuries or to attend treatment for the family
member.

c. To obtain services from a domestic violence shelter, rape crisis center or other social
service agency.

d. To obtain mental health counseling.

e. To participate in creating a safety plan, temporary or permanent relocation, or other
actions to increase the safety of the employee or employee’s family member.

Military Spouse Leave — In accordance with the Leave for Spouses of Deployed Military
Personnel law, regular employees working in the state of Washington who are spouses of
military personnel are entitled to 15 days unpaid, job-protected leave while their spouse is on
leave from deployment, or before and up to deployment, or during time of military conflict
declared by the President or Congress. Employees may use paid leave accruals (personal and
vacation) and must complete a Leave of Absence for 4 or more consecutive days noting leave
type as “Other” on the leave request form.

Gonzaga University Leaves

Adoption and Paternal Leave (Faculty, see Faculty Handbook policy)— After one year of
service, as noted in the Family and Medical Leave (FMLA) policy, birth fathers and adoptive
parents are entitled to 12 weeks of unpaid leave to care for a newborn child or placement of a
child with the employee for adoption. Pursuant to Gonzaga policy:

a. Adoptive parents may use up to two weeks of their paid sick leave to care for their newly
adopted child.

b. Birth fathers may use sick leave, if physician certification is provided stating that they are
needed to provide care for a disabled spouse or a newborn with a serious health
condition.

c. In addition to applicable paid sick leave, personal leave and vacation pay may also be
used.

Unpaid Personal Leave — Regular employees who have been employed a minimum of one
year with acceptable job performance may be granted unpaid personal leave of absence (LOA).
The leave is at the employee’s request. Unpaid LOA approval and duration is at Gonzaga’s
discretion.

Although not assured, whenever possible, employees completing a personal leave may be
reinstated to their former position, if it has not been eliminated or filled. If the former position is
unavailable, returning employees will be considered for positions with pay and classification
commensurate with their former position. Sick leave and vacation do not accumulate during
unpaid leaves and all insurance premiums are the employee’s responsibility. All available and
accrued leave must be used before going on unpaid leave status.

Unpaid Medical Leave — Regular employees may be granted unpaid medical leave for illness,
injury, or a condition that does not allow them to return-to-work for an extended period of

time. All available and accrued leave must be used before going on unpaid medical leave
status. Unpaid medical leave shall not ordinarily be for longer than one year. This leave allows
time for administrative decisions regarding reasonable job accommodations, light duty, and
evaluation of medical information when an employee’s medical condition has not yet

stabilized. During this time reasonable options are considered before an employee’s final
employment status is determined. The employee will be evaluated for reasonable job

46



accommodations or light duty in accordance with medical information provided by the
employee’s attending physician to determine if s/he can perform the essential functions of the
job in the foreseeable future. If not, the employee may be separated from Gonzaga. The
employee may reapply for any open positions at Gonzaga once his/her condition is stabilized
and his/her attending physician attests s/he is able to perform the essential functions required in
the position description. During this unpaid leave, employees may self-pay their benefits
premiums, and sick leave and vacation do not accrue. Further information about unpaid
medical leave is available from HR.

Community Service — Regular employees who perform community service are granted up to
one-half day with pay per calendar year. Staff members are encouraged to participate in
community service and the Center for Community Action and Service Learning (CCASL) can
assist employees in identifying opportunities. Community service may include volunteering at
schools, or at faith-based or other non-profit organizations. Appropriate organizations should
have goals that Gonzaga would deem ethical and consistent with its Mission. As in scheduling
vacation leave, employees need to obtain prior supervisory approval. Half-day paid leave is as
follows: 8-hour-per-day employees may use 4 hours; 7.5-hour-per-day employees may use 3.75
hours; 4-hours-per-day employees may use 2 hours; etc. Employees should enter hours for
community service on their time sheet and document the agency at which they volunteered in
the comment section.

Death in Family — Regular employees are granted up to three working days with pay for each
death in the immediate family (defined as spouse, child, mother, father, sister, brother,
grandparents, grandchildren, or spouse’s parents and grandparents or other person in an
equivalent relationship) to attend a funeral. If additional time is needed, personal leave and
vacation time may be requested.

Jury Duty — Employees are granted paid leave when summoned to serve jury duty or are
subpoenaed to serve as witnesses in any public or private litigation. Gonzaga will pay the
regular employee’s normal salary. Employees must notify their supervisors and provide them
with a copy of their subpoena or summons to serve.

National Guard and Military Reserves — Regular employees are protected against loss of
income as a result of annual encampment or training duty in the National Guard or military
reserves. Gonzaga pays the difference of the employee’s normal salary and military pay for up
to two weeks in a calendar year. Information provided with military pay must be sent to Payroll
upon receipt. Employees may elect to use available vacation and keep military pay.

B. Attendance

To carry out its educational Mission, Gonzaga relies on all its employees at all levels. Gonzaga
depends on each employee to report to work regularly and on time. Individual departments have
established guidelines for acceptable levels of absence and notification procedures. Failure to
report to work, excessive absences, including the use of sick leave (unless the leave is covered by
law or Workers Compensation), tardiness, and excessive rest breaks are unacceptable. Failure to
conform to these requirements may result in a Performance Notice or Corrective Action, as
appropriate. If an employee misses four consecutive workdays without communicating with
Gonzaga it may result in a termination of employment.
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SECTION V: SAFETY AND HEALTH

A. General Safety and Health

Gonzaga is adamant about providing a safe and healthy work and learning environment.
Gonzaga’s goal is to provide safe work areas, equipment and materials. To protect their own and
others’ safety, all employees are expected to observe safety rules and immediately correct or report
unsafe conditions. A hazard communication program shall be established in departments where
their employees use hazardous chemicals. Employees must immediately report a work-related
injury or iliness to their supervisor. Supervisors must report any job-related accident or iliness to
HR within twenty-four hours. All employees are required to complete an emergency contact form.
In an emergency, the information is used to notify next-of-kin and medical personnel. Part 2:
Accident Prevention Program Policy.

B. Health Center Services

Gonzaga Health Center’s physician and nurses are available to employees for work-related
emergencies only. These services are not intended to replace medical treatment by an employee’s
own physician, nor does the Center provide hospital services. Health Center services are not
available to employees’ dependents.

C. Smoking

Gonzaga recognizes an obligation to provide an environment reasonably free of health hazards and
contaminants that may adversely affect the safety and health of Gonzaga employees and students.
In support of this obligation, Gonzaga complies with the Washington State Clean Indoor Air Act, by
prohibiting smoking in all Gonzaga buildings, and within 25 feet of any entrance, exit, window, or
ventilation intake. Supervisors are responsible for enforcing the provisions of this policy for their
employees and in their work areas. Environmental Health and Safety is responsible for
administering this policy.

D. Drug, Controlled Substance and Alcohol Free Workplace/Substance Abuse

Gonzaga believes that employees under the influence of drugs, controlled substances or alcohol
while on the job are not capable of fulfilling their job requirements. Therefore, employees who
report to work under the influence of drugs, controlled substances or alcohol may be subject to
Corrective Action, including immediate dismissal. Employees with alcohol or drug-related
problems may consult HR or their immediate supervisors for treatment options or initiate individual
action to solve the problem. Part 2: Drug, Controlled Substance and Alcohol Free Workplace
Policy.
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SECTION VI: EMPLOYEE PROFESSIONAL CONDUCT STANDARDS

Gonzaga University could not achieve its goals of excellence in education and service without the
committed efforts of its employees, who are called upon to conduct themselves in a manner consistent
with Gonzaga’s Mission and values. The university respects the dignity of individual students, faculty,
staff and visitors. Gonzaga expects all employees to show the same respect and concern for others so
all community members can achieve their full potential and carry out their responsibilities effectively. In
performing their duties, all employees are expected to be honest, efficient, economical, safe, and
courteous. Employees are responsible, and will be held accountable, for adhering to Gonzaga policies,
rules, directives, and procedures prescribed through supervisory employees.

A. Standards of Conduct

Gonzaga strives to avoid excessive restrictions on employees’ conduct. However, since
reasonable standards are necessary for the orderly conduct of university business, Gonzaga has
established, and will continue to establish, reasonable conduct standards consistent with
Gonzaga’s Mission Statement, values, and commitment to ensuring that all employees work in an
environment which fosters mutual respect and professionalism. Proper performance of duties,
appropriate professional conduct, and treating others with courtesy and respect at all times are
essential requirements of every employee’s job. Examples of violations of the professional conduct
standards includes, but is not limited to: bullying, explicit language, yelling, and other forms of
demeaning and unprofessional conduct. Employees who do not abide by these standards will
receive a Performance Notice or Corrective Action, as appropriate.

When determining appropriate responses to conduct violations, Gonzaga is guided by fundamental
fairness, objectivity, and reasoned discretion. However, serious misconduct may result in
immediate dismissal from employment. Conduct which may be considered serious includes, but is
not limited to: violent, verbally or physically abusive or threatening behavior; working under the
influence of drugs, controlled substances, or alcohol; stealing Gonzaga equipment, funds, or
material; harassment or discrimination; and improper practices such as any illegal, fraudulent,
dishonest, insubordinate, negligent, or otherwise unethical action relating to Gonzaga operations,
finances, or activities. Gonzaga has developed separate policy statements that address these
issues more completely. Please refer to: Part 2: Drug, Controlled Substance and Alcohol Free
Workplace Policy; Part 2: Harassment and Discrimination Complaint Policy; Part 2:
Workplace Violence Policy.

B. Security and Confidentiality

Gonzaga policy is to maintain appropriate control over premise entrances, access to work locations,
records, computer information, and cash or other valuables. Employees assigned keys, given
special access, or assigned job responsibilities relating to the safety, security, or confidentiality of
records, material, equipment, or valuables must use sound judgment and discretion in performing
their duties and will be held accountable for wrongdoing or acts of indiscretion or poor judgment.

Information about Gonzaga and its students and employees, including the Campus Directory,
should be provided only to those having a right to know or who are authorized to receive such
information. When in doubt as to whether certain information is confidential, prudence dictates that
none be provided without first clearly establishing that the appropriate authority has authorized
disclosure of the information. This policy applies to both internal and external disclosure.

Confidential information obtained as a result of Gonzaga employment must not be used by

employees to advance any private interest or for personal gain. Use or disclosure of such
information can result in civil or criminal penalties both for individuals and for Gonzaga.
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C. Workplace Violence Policy

Gonzaga and its employees are co-responsible for striving to provide a safe, secure work
environment for all employees in an atmosphere of respect for each person’s dignity. Toward this
end, Gonzaga has established a policy of zero tolerance for acts of violence and will take
appropriate action against anyone who engages in threatening or violent behavior. Part 2:
Workplace Violence Policy.

D. Reporting

1.

2.

Professional Conduct: All employees have a duty to promptly report, verbally or in writing, any
evidence or knowledge of non-compliance with these conduct standards. Employees should
report non-compliance with these conduct standards to their immediate supervisor. If the
impropriety appears to involve the employee’s immediate supervisor, or a management
employee, the reports should be made to the next higher management level supervisor or to
HR.

Abuse or Neglect of Minors: All management and supervisory employees, all faculty, and alll
athletic department employees, including graduate assistants and volunteers, have a mandatory
duty to report directly to law enforcement or the Department of Social and Health Services
(DSHS) any instances in which they have a reasonable cause to believe that a minor has
suffered abuse or neglect. All other employees are required to immediately report such
information to their supervisor, the Human Resources Office, the Equal Opportunity Officer, or
the Title IX Coordinator.

Title IX Violations: All employees have a duty to report allegations of any gender-based
harassment and/or discrimination, including sexual misconduct, sexual violence or sexual
assault to the Title IX Coordinator, the Office of Equity and Inclusion, or any appropriate
University Official as identified in the Harassment and Discrimination Policy.

Ethics and Compliance/Whistleblower: All employees may access Gonzaga’s confidential
and independent Ethics and Compliance reporting system to report issues violating financial
and ethical standards. Reports can be made through www.gonzaga.ethicspoint.com or 1-855-
888-9237.
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SECTION VII: EMPLOYEE RELATIONS AND CONFLICT RESOLUTION

Gonzaga depends on the best skills, efforts, performance and commitment of its employees to fulfill
its Mission and it strives to treat all employees respectfully, consistently, and with fundamental
fairness. However, Gonzaga recognizes that employees may have workplace conflicts or employee
relations questions, issues, concerns or complaints which, if left unresolved, detract from their
ability to put forth their best efforts and harm the positive environment Gonzaga seeks to maintain.
Additionally, employees may have performance problems or workplace behaviors that fail to meet
Gonzaga standards. Employee relations and conflict resolution processes address these issues
through cooperation between employees and supervisors, with assistance from HR.

A. Employee Relations Process

Employee relations concerns, which often result in workplace conflict, usually fall into one of these
areas: personnel policies, department policies or operations, distribution of duties, relationships with
co-workers, relationships with supervisors, or legal compliance issues such as workplace
discrimination. HR is responsible for ensuring that employee relations problems are addressed and
that employees receive answers to their questions. However, the actual resolution of any situation
normally is the responsibility of the department management team. HR works with employees to
find solutions that meet both employee and department needs, consistent with policy and legal
requirements. Every attempt is made to find solutions that reflect Gonzaga’s values of human
dignity and justice.

This process begins when Gonzaga becomes aware of employee relations issues or workplace
conflicts. Employees are first encouraged to bring their issues or concerns directly to their
supervisor. Employees may also request HR assistance at any time to accompany them through
the process.

Goals of this process are to:

1. Maintain confidentiality, sharing information only with those participating in decisions.
2. ldentify employee rights and responsibilities.

3. Identify management rights and responsibilities.

4. Ensure compliance with applicable internal policies and legal requirements.

5. Encourage open communication.

6. Develop action plans to resolve problems (clarify problem or concern, identify involved parties
and their roles in the solution, follow-up to evaluate resolution).

B. HR Role

HR staff members serve as facilitators of the conflict resolution process, bringing together involved
parties and others, as appropriate, to work toward resolution. The HR representative oversees the
process to ensure that employees receive answers to their questions and concerns.

It is not HR’s role to take sides in an issue, but rather to assist in interpreting the parties’ positions,
as well as Gonzaga policies and practices that affect the outcome. In its approach to employee
relations issues, HR balances the needs and desires of all employees with Gonzaga’s common
good in an effort to ensure all employees are able to carry out the essential functions of their
position description. Specifically, HR serves as a resource to employees and supervisors in the

following ways:
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1. Help employees clarify problems or issues and how to present them to supervisors.

2. Assist supervisors to clarify performance standards and positively communicate them to
employees, including performance/conduct problems or deficiencies.

3. Develop plans to help employees meet standards.

4. Clarify Gonzaga’'s expectations of the respective roles of employees and supervisors as vital
contributors to the Gonzaga community.

5. Interpret and explain personnel policies and practices.
6. Mediate conflicts or communication problems between or among individuals at their request.

7. Address with senior administrators unresolved conflicts or Gonzaga policies/practices that
contribute to employee relations issues.

. Supervisors’ Role

Supervisors are responsible for: communicating performance and conduct standards to employees;
for guiding, training and developing their employees; and for providing opportunities, if appropriate,
to correct performance or behavior deficiencies. Supervisors are responsible for addressing
employee relations or conflict issues within their areas, and for responding to employees’ concerns
or questions in a timely manner so that resolution is achieved at the lowest possible level. A
supervisor’s involvement in, and response to, employee relations issues or conflicts must be
consistent with Gonzaga personnel policies and Mission values. Supervisors seek guidance from
their vice president or HR as appropriate, and monitor action plans to ensure that resolution
achieves desired results. Supervisors must balance employee needs with department
requirements and Gonzaga’s common good.

. Employees’ Role

Employees are responsible for understanding supervisors’ performance and conduct expectations,
and for actively participating in corrective action efforts.

. Administrative Leave

Administrative leave is Gonzaga-initiated, non-disciplinary paid time off for an employee for a
variety of purposes related to an employee relations process. Typical situations giving rise to
administrative leave include: investigating alleged offenses; cooling off period during conflict;
evaluating performance; conduct issues; or, exploring options until a final resolution is implemented.
Administrative leave is at the supervisor's discretion with HR approval.
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SECTION VIII: PERFORMANCE NOTICE, CORRECTIVE ACTION AND LETTER

OF EXPECTATION

A. Performance Management Philosophy and Tools for Managing Performance

Performance management is a continuous process of communicating and clarifying job
responsibilities, priorities and performance expectations in order to ensure mutual understanding
between supervisor and employee. It is a philosophy which values and encourages employee
development through a style of management that provides frequent feedback and fosters
teamwork. It emphasizes communication and focuses on adding value to the university by
promoting improved job performance and encouraging skill development. Performance
management involves clarifying the job duties, defining performance standards, and documenting,
evaluating and discussing performance with each employee. The following steps can provide an
example of how to address a problem:

1. ldentify the problem — Supervisors must first identify the problem(s). Examples might include
poor work product, strained working relationships, attendance deficiencies, missed deadlines,
etc.

2. Supervisors assess and clarify scope of problem by talking with employee and others as
appropriate — Problems can stem from skill deficiencies, lack of clear communication,
behavioral styles, personal crises, or some combination of these or other factors.

3. Supervisors establish clear performance or conduct expectations with the employee for
correcting the problem — Employees need to know what is considered successful resolution of
the problem and what support or resources may be available to help meet expectations.

4. Supervisors work with employees to identify appropriate measures to correct the
problem - Employees need to accept responsibility for correcting the problem and take
appropriate action. Examples might include obtaining training for skill deficiencies, making other
transportation or family arrangements for attendance problems, receiving guidance to
understand and stop offensive behavior, etc.

5. Supervisors and employees communicate regularly regarding progress — This step usually
includes discussions and written documentation that describes progress compared to desired
outcomes.

6. Supervisors clarify and communicate what the ultimate outcome will be, if the problem is
not corrected — Examples include a revised job assignment, corrective action or dismissal, as
appropriate.

When performance management techniques fail to assist the employee to achieve an acceptable
level of performance, it is appropriate for supervisors to initiate more formal steps to improve
performance, which may involve moving to a formal disciplinary process. The tools available to
supervisors in this process include:

a. Review of the Supervisor Checklist for Performance Management

b. Workplace Documentation Form

c. Performance Improvement Plan

d. Performance Notice
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e. Corrective Action Plan
f. Letter of Expectation

The use of a Performance Improvement Plan, Performance Notice, Corrective Action Plan or Letter
of Expectations should be done, in coordination with HR, when a supervisor has identified a
performance or behavior problem and has been unable to achieve an acceptable level of
performance through coaching. The documentation tools outlined below play an integral role in
correcting performance deficiencies in an effort to improve performance or modify behavior.

. Performance Notice

Gonzaga’s intention is to work with employees whose performance or conduct falls below
standards. Supervisors are expected to address problems at the earliest opportunity so that they
do not become prolonged or more serious. These problems can be addressed through discussions
between the employee and supervisor, but may also involve written communications that clarify
performance or conduct expectations, or suggest training or mentoring. It is incumbent upon
supervisors to document their efforts in addressing these problems. A Performance Notice form is
available to assist supervisors in creating this documentation. All documentation must be
maintained in a confidential file by the supervisor. The Performance Notice form can be found on
the HR website at www.gonzaga.edu/er under the Supervisor Tools link.

. Corrective Action Plan (CAP)/Letter of Expectation (LOE)

A CAP and LOE are different methods used to address performance or behavior concerns. The
document should be chosen based on the type of concern, level of position, and past departmental
practice. HR can assist supervisors in choosing the appropriate form.

CAP/LOE, developed between the employee and supervisor, are specific, detailed written programs
that define the issues to be resolved (detailing performance deficiencies, conduct, interpersonal
skills, etc.), set expectations for improvement, establish time lines, identify specific actions the
employee and supervisor will take, identify the resources available, and state the ultimate outcome,
if the issues are not satisfactorily corrected. A CAP/LOE is normally implemented after a
Performance Notice has failed to improve performance and/or conduct sufficiently. However, a
CAP/LOE can be used in addition to, or in place of, Performance Notice at the supervisor’s
discretion. Where appropriate, supervisors may also include discipline, such as suspension with or
without pay with HR approval. These actions are normally for specific, serious performance
incidents or conduct violations and are used to impress upon the employee the gravity of the
situation.

Supervisors must consult HR for assistance when administering a CAP or LOE. The supervisor
must notify the next supervisory level of the intention to discipline. The CAP/LOE forms can be
found on the HR website at www.gonzaga.edu/er under the Supervisor Tools link. A CAP/LOE is of
significant importance and must be documented using the official Gonzaga University format, be
reviewed by HR, have specific steps for improvement, an established time frame, and an end date
for resolution. It is strongly recommended that the employee be encouraged to contact Gonzaga
University’s Employee Assistance Plan as a part of every CAP/LOE.

. Dismissal

If a CAP/LOE or earlier disciplinary intervention is unsuccessful or an employee’s conduct is so
severe that a CAP/LOE is inappropriate or impractical, a supervisor may recommend an employee
be dismissed from employment. Prior to dismissal the area vice president, HR, and General
Counsel must give approval.
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Immediate dismissal may occur due to serious misconduct, including, but not limited, to: illegal

activities; harassment or discrimination; insubordination; drug, controlled substance, or alcohol

abuse; or acts of physical violence. HR must review all administrative leaves, suspensions and
dismissals to ensure consistency and fundamental fairness.

. Access to Employee Workspace, Equipment, and Records

If an investigation is conducted for alleged wrongdoing, Gonzaga reserves the right to search and
inspect an employee’s workspace, files, work-related materials, electronic equipment, or
communication devices.

Corrective Action Appeal Process

Any employee having concerns or questions about a CAP/LOE should first talk with their immediate
supervisor. If the employee believes that their concerns are not being addressed, the employee

may consult HR or pursue the Part 2: Grievance Policy.

Faculty should reference the Faculty Handbook Promotion, Reappointment and Tenure Process Section 305,
involuntary termination for cause section 309 and Procedures for Dismissal for Cause Appendix 300E.
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Acceptable Use of Information Technology Resources

A. Purpose
Gonzaga information technology (IT) resources are provided to support the mission and operations
of Gonzaga University. This policy is established to make users (see Section C, Definitions) of
Gonzaga University’s IT resources (see Definitions), aware of their privileges and responsibilities
related to those resources. IT resources are provided or allowed to interact with university systems
solely in order to enable the university to fulfill its academic, service, and administrative purposes,
and they must be used in a manner supportive of a productive work environment and consistent
with the law, Gonzaga University’s Mission Statement, and other institutional policies.

Access to university IT resources is revocable. Users must abide by all applicable restrictions,
whether or not the restrictions are integrated into the IT resources or can be circumvented by
technical means. Acceptable use of IT resources must always be ethical, demonstrate academic
honesty, and show restraint in the consumption of shared resources. Acceptable use supports
respect for intellectual property rights, maintains confidentiality of information, ensures the privacy
and security of information, and promotes freedom from intimidation and harassment. All users are
expected to demonstrate these values at all times in their use of university IT resources.

Users should have no expectation of privacy in their use of university IT resources. The university
and IT personnel may engage in activities authorized by this policy, as needed, to ensure that any
use is consistent with this policy.

On an annual basis all employees will review and acknowledge understanding of this policy.

B. Scope
This policy applies to all users of university IT resources, whether or not they are affiliated with the
university, and whether or not they are on campus or connect from remote locations.

This policy applies to all IT resources of the university, including:

o All facilities, computers, systems, equipment, software, networks, databases and other
electronic information resources, and computer facilities owned, leased, managed, or
maintained on behalf of the university for the handling of data, voice, television, telephone,
cellular, microwave, or related signals or information;

e Any access or use of the university's electronic resources, including the university Internet
connections, from a computer, device or other system not controlled or maintained by the
university. Use of personal equipment is covered under this policy.

C. Definitions
1. Cloud Services: The array of Internet-based services and applications, often available to the
public, for gathering, storing, processing and sharing information. Cloud services are managed
and operated by the vendor offering the service and are not under the control of the university
except as defined in the terms of any contract governing the service's use. The university may
enter into approved contractual relationships with certain cloud vendors. These vendors and
their approved services are considered approved IT resources.

2. Information Technology (IT) Resources: Those facilities, technologies, and information
resources required to accomplish information processing, storage, access, security, and
transmission of electronic information, whether individually controlled or shared, stand-alone or
networked. IT resources include cloud services (See #1, above) for which the university has
entered an approved contractual relationship. Personal equipment physically or logically
connected to the university network is also subject to this policy, including any technology
already in place or to be deployed.
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3.

4.

University Data: University data is information about members of the extended Gonzaga
University community (for example: students, faculty, emeriti, staff, honored retirees, donors,
authenticated guests and authenticated vendors) or information that is created, managed,
maintained, collected, or stored in the course of conducting university business and academic
activities (associated policy: Records Retention Policy).

User: Any entity accessing, logging into, or attempting to access or log into, a university
hardware or software system; or connecting to, or attempting to connect to or traverse a
university network, whether by hardware or software or both, from any location. The term "user"
thus includes faculty, staff, students, visitors, vendors, contractors, service providers, automated
software programs/agents (and their developers), and any other individuals or agents who
access and use university information technology.

D. User Responsibilities
All users of Gonzaga University's IT resources are expected to conform the following
responsibilities:

1.

10.

11.

12.

13.

14.

15.

16.

Personal use of university resources is only permitted if the usage does not interfere with the
performance of work duties, compromise the security, integrity or performance of university
property, information, or software, and does not incur cost to the university.

Use university data only for approved academic and administrative purposes.

Respect the finite capacity of the university’s IT resources; this means limiting use so as not to
consume an unreasonable amount of those resources or to interfere with the activity of other
users;

Know that your Gonzaga email account and Morning Mail are official means of university
communication;

Maintain sole responsibility for supporting and maintaining personally-owned devices;

Respect the rights of others, e.g. refrain from accessing others’ files, conducting denial of
service attacks, misrepresentation, forgery, or attacking university IT resources;

Do not circumvent, ignore, or attempt to break information security mechanisms and controls;
Obey local, state, federal, copy-right, and other applicable laws;

Secure devices used to fulfill job responsibilities, including those that store or transmit university
information;

Securely store and transmit data and information;

Use only those IT resources you are authorized to use and only in the manner and to the extent
authorized;

Protect your account and passwords;
Use passwords appropriately;

Respect the privacy of other users and their accounts, regardless of whether those accounts are
securely protected,;

Report security breaches, loss of data, or other violations of this policy to the office of the CIO;

Use only licensed software, in compliance with vendor's/owner's license terms of use;
59



17. Do not engage in prohibited activities (see below);
18. Follow any other related university policies and procedures.

Prohibited Activities
Gonzaga University IT resources may not be used for any of the following purposes (this list is
illustrative, not exhaustive):

1. Unlawful Activity or Violation of University Policy: Gonzaga IT resources may not be used to
engage in behavior or communications that violates the law or university policy, including but
not limited to:

a. Discrimination
b. Fraudulent activity

c. Harassment

d

e

f.

Obscene materials
Threats of violence or harm
Child pornography

g. Copyright infringement

2. Political Use: Gonzaga IT resources may not be used for partisan political activities.

3. Commercial Use: University's systems or networks may not be used for personal financial gain
or benefit, for example, by engaging in a commercial enterprise or selling access to your User
ID, university systems, or networks. Faculty may engage in work such as consulting only in
accordance with the Faculty Handbook and university policy.

4. Personal Use: Except as otherwise provided in this policy Gonzaga IT resources may not be
used for personal purposes, except limited incidental use (see D1, above). Users may not use
any university data (see Definitions) for any personal purposes.

5. Harmful or Destructive Activity: Users may not engage in harmful or destructive
activities. Such activities include, but are not limited to: creating or propagating
malicious software, (except for academic purposes under the supervision of a
faculty advisor supervisor in a controlled, isolated environment), accessing
university information without appropriate authorization, disrupting services,
damaging files, intentionally damaging or destroying hardware, software, or other
data belonging to Gonzaga University or other users, or obtaining
unauthorized resources.

6. Network Installations: Users may not, without authorization from ITS, connect any network
equipment to the university campus network. Network equipment includes, but is not limited to:
wireless access points, hubs, routers, firewalls, bridges, switches, network traffic
monitoring/capture and analysis tools, and modems or any devices or applications that provide
network connectivity to more than one individual computer system. Users may not connect to
the network any computer that is configured to perform the functions of the aforementioned
network equipment.

7. Anonymous Usage: Users may not run network services that allow the anonymous use of the
Gonzaga network except as specifically provided by Gonzaga ITS (e.g. guest network access).
Security must be provided through usernames and passwords that are traceable to individual
users.

8. Sharing of Access: Users may not share any passwords or other types of authorization.
Accounts are assigned to individual users who are responsible for any use of their accounts.

60



10.

11.

12.

13.

14.

15.

16.

17.

Unauthorized Access: Facilities, accounts, access codes, malicious software (e.g. keystroke
logging software or password capture/decryption applications), privileges, or information may
not be used without appropriate authorization. Users may not gain or attempt to gain
unauthorized access to systems through use of a special password, loopholes in computer
security systems, or another user’s password. Authorized access must not be used beyond
need-to-know basis or the purpose for which access is granted. Information obtained through
special access is confidential.

Unlicensed Software: No software may be installed, copied, or used on Gonzaga IT resources
except as permitted by the owner of the software and the university. Software subject to
licensing must be properly licensed and all license provisions (e.g. installation, use, copying,
number of simultaneous users, terms of license, etc.) must comply with this policy, as well as all
applicable laws and contractual agreements.

Degrading or Wasting of Resources: Users may not overload networks with excessive data,
degrade services, or waste IT resources, intentionally or negligently interfere with the proper
operation of any system or its use by other users, cause congestion, overload or disruption of
networks or systems, or create or knowingly disseminate unwanted and unsolicited emails or
materials (SPAM).

Alteration or Disposal of University IT Resources: Users may not dispose of IT resources, or
remove, transfer, disable or dispose of computer software licensed to the university without
authorization from ITS.

Falsifying Information: Users may not knowingly or negligently falsify information stored or
managed by the university.

Transmitting or Storing Sensitive Information on Cloud Services: Users may not store or
transmit sensitive/confidential information using unapproved cloud services (see Definitions).
Sensitive or confidential information includes but is not limited to FERPA-protected information,
personally identifiable information, personal health information, confidential university business
information, or personnel records, or other information that reasonably could be considered
sensitive or confidential.

Removal of University Data or Resources Following Separation from the University: Employees
may not remove or copy for personal use any university data in advance of, or as a part of,
separating from the university. Any work product, including but not limited to, email, contact
information, documents, data, analysis, or other materials produced in the course of work at the
university remains the property of the university and may not be removed without approval from
authorized personnel.

Processing Payment Cards Without Authorization: Users may not accept, transmit, or process
payment cards or payment card numbers without prior authorization from the Controller's Office.

Sharing University Sensitive or Confidential Data with Third Parties: Users may not share
sensitive or confidential university data with any unauthorized third parties, including vendors,
contractors, individuals, media organizations, regulators, law enforcement, and others without
appropriate authorization (see Data Release Policy).
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F. Security and Privacy
Gonzaga IT resources are intended for Gonzaga business and academic purposes. All e-mail,
electronic communication, and electronic files or documents that are transmitted, received,
accessed, or stored using Gonzaga IT resources, or are created and maintained to conduct
university business, are considered Gonzaga records, and are subject to review by authorized
Gonzaga representatives, disclosure to law enforcement or government officials, or third parties
through subpoena or other processes. This includes work performed from remote locations or from
personally owned devices.

Although the university does not routinely monitor email, data, software, or other online activity of
users, it reserves the right to do so to assure acceptable use of its technology and as may be
deemed necessary as set forth below.

The university may be compelled by law to gather and/or disclose digital information of its users,
such as pursuant to a subpoena, civil discovery hold or request, request of a governmental agency,
or court order. Upon approval of General Counsel and one of the following: Academic Vice
President, Assistant VP Human Resources, CIO; the university may access, monitor, remove, or
disclose a user's communications or other data on university systems or personal devices. User(s)
are required to cooperate in an investigation. In the event a user fails to cooperate, their user
account credentials may be revoked and they may be subject to other action or discipline. See
“Enforcement” below.

The university may suspend access privileges of any individual user or device without prior notice
for reasons relating to alleged or actual violation(s) of this or other university policies, threats of
harm to IT resources or university data (see Definitions), performance degradation or interruption of
IT systems, contractual obligations, or applicable law.

G. Enforcement and Administration
Violations of this Acceptable Use Policy can range in seriousness from accidental to illegal. Where
acceptable use comes into question, the university reserves the right to determine what is
appropriate and acceptable and what is not. When requested, users are required to cease any
activity deemed in violation of this policy. Failure to comply may result in revocation of user account
credentials or other action, up to and including dismissal from employment or the university,
depending on the nature and severity of the offense.

Using IT resources in the work environment in a manner that results in inappropriate conduct will be
addressed as an employee performance or student conduct issue, even if such conduct does not
rise to the level of a university policy violation. Violators are subject to disciplinary action as
prescribed in the Student Handbook, the Gonzaga University Policies and Procedures Manual, the
Faculty Handbook, and other applicable documents. Offenders also may be subject to criminal
prosecution or civil suit under laws including, but not limited to, the Communications Act of 1934 (as
amended), the Computer Fraud and Abuse Act of 1986, The Computer Virus Eradication Act of
1989, Interstate Transportation of Stolen Property, the Electronic Communications Privacy Act, the
U.S. Copyright Act, and state and federal child pornography laws. Violators may also be
responsible for reimbursing the University for any costs resulting from violations of this policy.

This policy is administered jointly by Information Technology Services and Human Resources.
Questions or reports of policy violations should be made to the office of Information Technology
Services, the office of Human Resources, or anonymously via the Whistleblower procedure (see
Whistleblower Policy).

H. References & Resources:
Data Retention Policy
Data Release Authorization Policy
Political Campaign Activities Policy
Whistleblower Policy
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Access and Accommodation for
Persons with Disabilities Policy

A. Policy

Gonzaga University seeks to provide equal access for persons with disabilities to include students,
employees and the public, to all educational programs, employment, activities, events, and services
which it operates, consistent with applicable federal and state laws and Gonzaga policies.

This policy is based on the Americans with Disabilities Act and amendments, the Rehabilitation Act,
and the Washington State Law Against Discrimination (RCW Ch. 49.60 as Related to Disabilities),
and Gonzaga’s mission.

Reasonable accommodations, academic adjustments, and public access will be provided to persons
with disabilities to ensure they are provided an equal opportunity to participate in or benefit from any
Gonzaga program, activity, event, or service.

Gonzaga is committed to providing reasonable accommodations for students and Gonzaga
employees at study abroad venues to the extent feasible given other countries’ accessibility
standards.

Gonzaga provides reasonable accommodations to persons with temporary disabilities.
B. Scope
This policy applies to all employees with disabilities and to public access. Gonzaga's goals are to

provide:

1. Reasonable accommodations for qualified employees with disabilities that will allow them to
perform the essential functions of their positions, unless the accommodation is an undue
hardship, or the employee being a direct threat to self and/or others is established.

2. A welcoming environment that affords all qualified individuals with disabilities equal opportunity
for full public access and participation in campus programs, activities, events, and services.

3. For access and accommodations for students with disabilities, please reference the Access and
Accommodations for Students with Disabilities Policy located at
www.gonzaga.edu/disabilityaccess.

C. Institutional Authority Assigned

The Benefits and Accommaodations Specialist handles benefits and accommodations for staff and
faculty. The Benefits and Accommodations Specialist is formally designated to:

1. Evaluate and determine that a disability qualifies for an accommodation.

2. Through the interactive process, determine appropriate accommodations, auxiliary aids, and
adaptive/assistive technology for employees with disabilities.

3. Work with all parties toward implementing appropriate accommaodations, auxiliary aids, physical
facility alterations, adaptive/assistive technology.
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4. Consult with appropriate entities throughout the institution to develop Gonzaga-wide access and
accommodation procedures.

5. Consult with Gonzaga officials during initial development stage for any new or upgraded
program, activity, event or service, including technology and facilities, so that disability access is
integrated proactively.

6. Create training and informational initiatives about disability access and inclusion for employees.

7. Manage initial intervention stage of access and accommodation issues before formal complaints
are filed.

8. Work with the ADA/504 Coordinator on new or revised policies and procedures, educational
efforts, and complaint processes.

9. Work with Plant and Construction Services and sponsors to assist with public access for
Gonzaga facilities, programs, activities, events, and services.

The Assistant Director of Equity and Inclusion functions as Gonzaga’s ADA/504 Coordinator and is
formally designated to:

1. Oversee Gonzaga-wide consistency with and adherence to these policies and procedures, and
participate in revising policies and procedures as needed to remain current with the law.

2. Consult with General Counsel and Gonzaga administration on disability access and
accommodation issues.

3. Manage and investigate access and accommodation issues when the individual files a complaint
because they believe they are the victim of harassment or discrimination.

4. Respond to inquiries from the U.S. Office of Civil Rights, Human Rights Commission, Equal
Employment Opportunity Commission, or other external agencies.

5. Assist in educating students and employees about disability access and accommodation.
. Disability Information

The appropriate office will maintain a confidential file regarding the disability of each person who
provides documentation of disability to Gonzaga. The file contains all pertinent information and
medical records related to accommodation, academic adjustment, or other services.

. Complaint Resolution Process

People with disabilities are also protected from harassment and discrimination under the University-
wide Harassment and Discrimination Policy. Complaints regarding disability access and
accommodation, or harassment and discrimination, are received and managed by the Office of
Equity and Inclusion and handled through the University-wide Harassment and Discrimination
Complaint Policy found here in the Policies and Procedures Manual.

Any party (employee, student or member of the general public) who believes his or her complaint

has not been handled appropriately may use the Grievance Policy as described in the Gonzaga
University Policy and Procedures Manual, beginning with Step 2.
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F. Alternative Steps

Gonzaga University’s intention is that through these procedures any complaints will be resolved
internally; however, a complaint may be filed with federal or state agencies, such as:

Washington State Human
Rights Commission
Information and Complaints
1-800-233-3247
1-800-622-2755 (Spanish)

Washington State Human Rights
Commission

Rock Point Plaza Ill

1330 N. Washington St., Suite 2460
Spokane, WA 99201

(509) 568-3196

U.S. Department of Education
Office of Civil Rights

915 Second Avenue, Room 3310
Seattle, WA 98174

(206) 607-1600

TDD (877) 521-2172

U.S. Department of Labor

Office of Federal Act Compliance Programs
1111 Third Ave., Suite 745

Seattle, WA 98101

(206) 398-8000

Equal Employment Opportunity
Commission

Federal Office Building

909 First Ave., #300

Seattle, WA 98104

(206) 669-4000

U.S. Department of Justice
950 Pennsylvania Avenue, NW
Washington, DC 20530-0011
(202) 514-2000
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Accident Prevention Program Policy

A. Accident Prevention Program

1. Objectives: The Gonzaga University Accident Prevention Plan contains Gonzaga'’s official
safety policies and procedures and applies to all employees and student workers. It is designed
to comply with, and implement, federal and state laws by establishing policies and procedures
to prevent accidents, injuries, and occupational illnesses. The rules that provide for the safety
of employees also provide for the safety of visitors and students. Gonzaga recognizes its basic
responsibility to eliminate hazardous conditions that may be encountered by visitors and
students and therefore establishes safety and health policies for this purpose.

2. Responsibilities: Gonzaga’s administration has the responsibility to provide a safe and healthy

learning and working environment. The responsibility for safety and health is shared among
Gonzaga administration, Gonzaga Campus Safety and Health Committee, supervisors, and
each individual for his or her area of responsibility.

a.

Gonzaga Administration’s Responsibility: to provide safe working conditions and do
everything reasonably possible to create an effective, accident-free environment for
teaching, learning and working.

Environmental Health & Safety (EH&S) Department’s Responsibility: to coordinate safety
and health activities throughout Gonzaga. EH&S primarily provides consultation and
training to administration, supervisors and employees in the areas of general safety;
accident prevention; industrial hygiene; hazardous materials and waste; emergency
response and prevention, workers compensation claims; and workplace ergonomics.

Supervisor's Responsibility: to ensure working or learning conditions are safe and ensure all
employees observe safety policies and procedures.

Employee’s Responsibility: Strive to develop habits and procedures that will reduce
exposure to potential injury. All employees are required, as a condition of their employment,
to observe all safety policies and procedures.

Campus Safety Committee: The Safety Committee consists of management and employee
representatives who have an interest in the general promotion of safety and health for
Gonzaga University. The committee serves as an advisory group to the administration and
is responsible for making recommendations on how to improve safety and health in the
workplace. The committee defines problems and removes obstacles to accident prevention;
identifies hazards and recommends corrective actions; helps identify employee safety
training needs; and, establishes accident investigation procedures for Gonzaga.

3. Safety Orientation

a.

b.

Safety Orientation Briefing: All new employees will receive a safety orientation briefing by
HR. Record of the completed orientation should be kept by EH&S.

Job-Related Safety Orientation: Supervisors are responsible for ensuring that employees
are aware of departmental safety policies and procedures. This orientation for new
employees should occur on the first day of employment. A record of completed orientation
should be kept by the supervisor.
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4. Safety Committees/Building Representatives:

a. Campus Safety Committee

Introduction/Rationale

It is the policy and duty of Gonzaga University to promote the safety and health of its
employees. Gonzaga has established a safety committee consisting of faculty and staff
representing the broad spectrum of institutional functions and activities. The basic
charge or purpose of this committee is three-fold: 1) To mitigate occupational and
environmental hazards; 2) To promote safety and health in the work place; and, 3) To
establish a forum to which employees can bring safety issues and concerns.

Input/Communication

Any employee of Gonzaga can recommend agenda topics to the committee for
consideration and/or request to present a topic directly to the committee by contacting
the chairperson. Meeting minutes and safety information shall be posted on safety
bulletin boards. Additionally, this information may be distributed via on-campus mail
delivery. Hard copies of the minutes shall be distributed to the individual members.

Extent of Authority
The Campus Safety Committee is advisory and answers ultimately to the President. The

committee may make recommendations at any administrative or supervisory level it
deems the most appropriate in order to resolve a safety concern.

b. Lab Safety Committee

The members of the committee consist of a representative from EH&S, Biology, Chemistry
and Engineering labs. The committee is responsible for the development and oversight of
policies set out by the Chemical Hygiene Plan.

c. Building Safety Representatives

Each building and/or identifiable department should appoint a Building Safety

Representative from that particular building or department. Selection of the representative
is a management decision. Representation should depend upon the nature of the work or
program, number of employees, and/or students, and separation of facilities. The EH&S
Department is available for consultation on this matter. The name of the Building Safety
Representative is posted on the building’s safety bulletin board.

The Building Safety Representative will be the liaison within that particular department or
building for matters of safety. The Safety Representative will represent that department or
building on a subcommittee of the Campus Safety Committee.

5. Safety Bulletin Boards: Safety bulletin boards are located in each building where all

employees can see them in the normal course of their daily duties. The Building Safety
Representative is responsible for maintaining the safety bulletin board and his/her name will be
posted on the boards in each building. The safety bulletin boards, or part of an existing board,
are outlined in a green border. The designated bulletin board is reserved exclusively for safety
material.
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B. Reporting Accidents or Occupational llinesses

Work-related Accidents / llinesses Reporting Procedures: The EH&S Department is

responsible for handling the accident/injury/iliness reports and claims management for work-related
accidents. Employees shall make a prompt report to their immediate supervisor of each industrial
injury or occupational illness, regardless of the degree of severity. The procedures to follow in
reporting work-related accidents/injuries/illnesses are outlined below:

1. Employee's Responsibilities

a.

b.

Report all work-related accidents/injuries/illnesses to supervisor, regardless of severity.

Fill out the Gonzaga University Accident/Injury Report (available from Supervisor, Building
Safety Representative, or EH&S Department) within 24 hours of the incident.

Continue to update supervisor and EH&S on the status of the claim, which may include
continued doctor visits, physical limitations, or time off work.

Medical Treatment:
i. If medical attention is necessary, choose any doctor.

ii. Inform the doctor that the condition is work-related. Complete the worker's statement on
the Washington State Fund Accident Report at the doctor's office.

iii. Have the doctor complete the Light Duty Return-to-work Program form and return it
to the employee’s supervisor or the EH&S Office.

iv. If there are physical limitations, please see Temporary Modified Duty/Return-to-work
Policy below.

2. Supervisor's Responsibilities

a.

b.

The supervisor must fill out the supervisor section of the Employee Accident/Injury Report
form and send this report to EH&S.

Contact EH&S, ext. 5856, immediately when notified of an accident.

3. Physical Limitations or Off Work

a.

d.

If the doctor notes that the employee cannot return-to-work or has physical limitations, the
employee is required to inform the doctor that Gonzaga University has a light-duty, return-to-
work program. Active participation is expected in all return-to-work activities.

The employee must bring their supervisor a statement from the doctor noting physical
limitations and for what period they apply, or the doctor can fax them directly to EH&S at
509-313-5815.

If the doctor notes that the employee is unable to participate in the light-duty program, the
employee must check in with their supervisor a minimum of once a week to update on
progress while they are off work.

A written release from the doctor is required before returning to regular duties.
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C. Temporary Modified Duty/Return-to-work Policy

1. Purpose: Gonzaga supports a Return-to-Work Program for all employees returning from an
illness or injury to temporarily work on a light duty basis, if available. Light duty placement may
include a reduction in full-time work, limiting or altering duties in the employee’s existing
position, or temporarily reassigning the employee to another position that he or she is qualified
and capable to perform. In cases where the employee has a temporary disability from an on-
the-job or occupational disease, the employee’s supervisor will attempt to find light duty work.
The on-the-job injury return-to-work placement will take precedence over non-job related injuries
and illnesses.

The purpose of this policy is to establish guidelines so that the University can assist in the
return-to-work process and minimize the loss of employee productivity by placing the employee
in a temporary assignment. The temporary assignment is not to exceed 90 days in most cases
but can be extended, if a situation arises where the employee is showing improvement in their
health while in the temporary assignment.

The reasonable amount of accommodations allowed for a light duty placement will be done on a
case-by-case basis with input from the employee’s supervisor. Factors that will be considered
include physical restrictions, work availability and demands of the job. Each department will be
allowed the flexibility to determine whether they are able to accommodate return-to-modified-
work duties.

2. Procedures:

i. The employee will provide the supervisor with an activity prescription form completed by the
attending doctor, preferably two days prior to their anticipated return-to-work date.

ii. The employee’s supervisor will speak with a representative from Benefits and
Accommodations and Environmental Health & Safety as necessary to clarify restrictions and
availability of work. The department will assess the availability of a light duty position based
on level of restrictions, work availability, workload demands, etc.

ii. In situations where the employee is entitled to use Family and Medical Leave on an
intermittent basis, the supervisor will work with the employee to accommodate the
appropriate scheduling.

iv. If it is determined that an employee’s restrictions cannot be accommodated, the employee
must contact the supervisor weekly to provide an update on their physical limitations. If the
employee indicates an improvement in the condition, the employee must provide another
activity prescription to determine if the employee is able to perform a temporary light duty
assignment.

D. Reporting Potential Hazards - Accident Prevention Statement

Accident prevention is fundamental priority for Gonzaga University. Although, the EH&S
Department coordinates Gonzaga’s accident prevention and safety programs, preventing accidents
is truly a team effort by the entire Gonzaga Community.

Employees with concerns about the safety of their work area or questions regarding accident
prevention should call the EH&S Department at ext. 5856. If the situation does not pose the threat
of immediate harm, employees should contact a Safety Committee Member. As always, you should
refer repairs and regular maintenance concerns to Plant Services.
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An EH&S department representative will be available to inspect potential hazards, respond to
employee questions, and recommend changes, if needed, to ensure that Gonzaga University is
providing a safe place to work and study.

E. Accident Investigations

1. Responsibilities:

The investigation of accidents and near misses is an essential part of Gonzaga’s Accident
Prevention Program. A thorough investigation, reconstructing the chain of events leading to an
accident or near-miss, identifies unsafe acts and conditions requiring corrective action. An
accident investigation and subsequent implementation of the corrective action minimizes the
potential for future accidents.

The EH&S Department investigates all major accidents resulting in death, serious injury, or in-
patient hospitalization of employee. EH&S may investigate non-injury accidents and near
misses.

The responsible supervisor conducts an investigation and completes a Supervisor's Accident
Investigation Report on all reported injuries.

The Campus Safety Committee may assist in the investigation of accidents and near misses.

2. Accident Investigations:

a. Near-Miss Accident/Injury/lliness: Whenever there is an incident that did not, but could have
resulted in serious injury to an employee (near-miss) the following procedures will be
followed:

i. The supervisor or a team will investigate the incident, depending on the seriousness of
the injury that would have occurred.

ii. The “Near Miss Report” form will be used to report the near-miss. This report will be
forwarded to the EH&S Department.

iii. EH&S will work with the department to ensure that the potential hazardous condition is
corrected and safety programs are followed.

iv. EH&S will also report the incident to the Campus Safety Committee.

b. Minor Accident/Injury/lliness: In the case of a minor accident/injury/iliness the following
procedures will be followed:

i. The supervisor is to immediately investigate a minor accident. The objective of an
investigation is to determine the accident’s cause.

ii. After the cause is determined, the supervisor is to provide recommendations for
corrective action to the supervisor and EH&S. The corrective actions should eliminate or
minimize the potential of recurrence.

c. Serious Accident/Injury/lliness: Whenever there is an accident that results in serious injuries
that have immediate symptoms the following procedures will be followed:

i. A preliminary investigation will be conducted by the immediate supervisor of the injured
person(s), a person designated by management, a member of the Campus Safety
Committee, and a representative from EH&S.
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ii. The supervisor is to ensure that he/she preserves the accident site as it was when the
accident occurred. Equipment involved in a major accident is not to be moved, unless it
is necessary for victim removal or accident prevention. An EH&S representative
authorizes removal of equipment involved in a major accident.

iii. As soon as possible after the accident, the investigation team will take written
statements from withesses, photograph the accident scene and equipment involved, and
note the conditions of equipment and the work area that may have had a bearing on the
accident.

iv. The team will make a written report of its finding including: the sequence of events
leading up to the accident; conclusions about the accident; and, any recommendations
to prevent the accident from recurring. The Safety Programs Manager will follow-up on
recommendations to ensure action items are complete. The report will be reviewed by
the Campus Safety Committee at its next regularly scheduled meeting.

v. After the investigation, and within 48 hours of the incident, the supervisor, EH&S and
Safety Committee representative complete an Accident Investigation Report and submit
it to EH&S.

vi. In case of fatality, probable fatality, or when two or more employees are admitted to a
hospital because of an accident an EH&S Department representative will contact the
Department of Labor and Industries within eight hours after becoming aware of the
accident. During weekends and evenings, the toll-free notification number is: 1-800-321-
6742. The notification must be a verbal conversation with a representative of the
department. The notification must report: the company name, location and time of the
accident, number of employees involved the extent of injuries or illness, a brief
description of what happened, and the name and phone number of a contact person.

F. Safety Training

Gonzaga supervisors are responsible for providing initial safety training and periodically reviewing
applicable safety procedures and use of personal protective equipment with employees.

Employees who work under specified conditions are to receive training as required by law. In
addition to training, Gonzaga University has developed written programs that explain procedures
for doing certain kinds of work that have special hazards. Please contact EH&S for specific
information.

G. First Aid Response Plan

1. First Aid Training & Requirements: To assure that all Gonzaga employees can be afforded
quick and effective first aid attention, specified employees are to obtain first aid certification.
EH&S offers an American Safety & Health Institute approved basic certification course and
maintains a training record of all certified employees with expiration dates. Employees take
refresher training every two years to keep the certification current.

Whenever employees are present in a workplace, there must be an individual holding a valid
certificate of first aid training present, or available. Once a demonstrated need is established,
EH&S may designate additional employees to be trained and certified to surpass the standard
requirements.
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2. First Aid Kits: First aid kits are to be accessible to employees and student employees at all
times while they are at work. First aid kits are to be labeled with emergency telephone
numbers, available from the EH&S Department.

3. Automated External Defibrillator: The Automated External Defibrillator (AED) is a device
used to treat a person in cardiac arrest by giving their heart an electric shock. The AED is used
in addition to CPR, if necessary. There are several located on campus and the EH&S
Department provides consulting services to help departments and employees meet all of the
above requirements.

H. Fire Prevention
Each building will have an evacuation map posted on its safety bulletin board and at other visible
locations. The map will show escape routes, location of exits, related safety devices and the
designated gathering location outside that building.

1. In case of afire:

a. Notify another person immediately. Call or have that person call 911 and a supetrvisor.
b. Activate the building fire alarm system.

c. Notify other employees in the area to evacuate.

d. Notify supervisors in other areas of the building to evacuate.

e. If the fire is small, such as a wastebasket fire (under 4 feet), and there is minimal smoke,
one may attempt to put it out with a fire extinguisher.

f.  If the fire grows or there is thick smoke, do not continue to fight the fire.

g. If the fire is too large to fight, leave the area and close the doors behind you as you leave.
2. Evacuation:

Building occupants are required to leave the building when the fire alarm sounds. Persons

remaining in the building are in violation of the Uniform Fire Code and may be found guilty of a

misdemeanor. When exiting:

a. Follow the predetermined evacuation plan for the work area.

b. Check doors for heat or smoke before opening. Close doors after passing through.

c. Do not lock doors or allow doors to lock. Locked doors could preclude return should the fire
prevent exit.

d. If smoke is encountered, crawl rather than walk.

e. Never use an elevator.

f. If smoke is present in a stairwell, do not enter the stairwell. Choose another route.

g. Go to the designated gathering point and verify that all employees are accounted for. If an

employee is missing, do not re-enter the building! Notify the responding fire personnel that
an employee is missing and may be in the building.
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Affirmative Action Policy

(For the full AAP see the affirmative action page on www.gonzaga.edu/eo)

REAFFIRMING OUR COMMITMENT TO EQUAL OPPORTUNITY

Gonzaga is an equal opportunity, affirmative-action University. Gonzaga fosters a commitment to
dignity of the human person, social justice, diversity, intercultural competence, and global engagement.
We seek to nourish an environment characterized by mutual respect and the sustainable creation of a
campus climate that attracts and retains members from diverse backgrounds. As part of this
commitment, we cooperate with the government civil rights agencies in an effort to ensure equal
opportunity in employment through a program known as “Affirmative Action”.

For purposes of this Affirmative Action Plan (AAP), it means we conduct detailed internal analysis and
periodic reporting to the government on our employment and human resources practices to ensure they
are free of bias related to ethnicity or color, gender, and national origin. Other laws require us to plan
affirmative action efforts based on disability or veteran status.

These efforts take us beyond simple avoidance of illegal discrimination. Affirmative action means we
are proactive in community efforts to encourage every eligible individual to participate in the workplace
to the fullest extent of his or her individual talent and potential.

The specific efforts outlined in this federally prescribed Affirmative Action Plan focus on ethnic
minorities and women. We ensure career paths are open to all, regardless of gender or ethnicity. We
use only valid, job-related requirements for hiring and promotion. We evaluate faculty and staff as
individuals in accord with their merit in achieving our high standards of service.

Each year we update our affirmative action program, just as we evaluate our effectiveness in other
areas of our mission. It is imperative we keep these commitments continually in mind as they relate to
our mission and our Catholic, Jesuit, and humanistic heritage and identity.

Christine Purviance, Assistant Director Equity and Inclusion, is responsible for the administration of this

Affirmative Action Plan. | am confident that we can count on your full cooperation and support. Let us
know if you have any questions.
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Affirmative Action

Equal Employment Opportunity for Persons with Disabilities

Employers play a key role in helping overcome barriers those with disabilities may experience in
obtaining equal opportunity. Gonzaga University is dedicated to facilitating and co-creating a welcoming
and equal opportunity environment for persons with disabilities. We recognize the unique and intrinsic
value of each person and are committed to providing opportunity for all faculty and staff to meet their
fullest potential in achieving our goal of equal employment opportunity.

There shall be no discrimination against any faculty, staff, or applicant for employment because of
physical or mental disability, except in cases of a bona fide job-related disqualification. In addition,
Gonzaga University will make every effort to ensure that all employment decisions, employment
programs and personnel actions are administered in conformance with the principles of equal
employment opportunity. We will take affirmative action to employ, and advance in employment,
persons with disabilities at all levels of employment, and to otherwise treat such persons without
discrimination on the basis of non-disqualifying disability in all employment practices including, but not
limited to: recruitment, advertising, hiring, upgrading, promotion, discipline, transfer, layoff, leave or
termination, rates of pay, other forms of compensation or benefits, training, apprenticeship, or
participation in social or recreational activities. 60-741.5(a)

Faculty, staff, and applicants shall not be subjected to harassment, intimidation, threats, coercion, or
discrimination because of filing a complaint, assisting in an investigation, opposing a practice prohibited
by laws protective of persons with disabilities, or exercising any other rights under such laws.

Christine Purviance, Assistant Director of Equity and Inclusion, is designated as Gonzaga University’s
Affirmative Action Officer and ADA/504 Coordinator. Christine has responsibility to maintain the
necessary programs, records and reports to ensure compliance and policy objectives. This plan will be
available for review by faculty and staff or applicants on the Human Resource Equal Opportunity page
of the Gonzaga University website. | expect all of us to give our full support to this effort.
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Affirmative Action

Equal Employment Opportunity for Military Veterans

Gonzaga University, its leadership, staff and faculty must be fully committed to utilizing all human
resources, including veterans of U.S. military service, to their fullest potential and to achieving the goal
of equal employment opportunity under the federal Vietnam Era Veterans Readjustment Assistance
Act, as amended. This includes removing any employment barriers and reaching out to qualified
veterans.

We pronhibit discrimination against any qualified applicant, faculty, or staff based on his or her status as a
veteran of the United States military. We have established an Affirmative Action plan for veterans:

1. with a service-connected disability, or

2. in the 3-year period beginning on the date of release from active duty, or

3. who served in a war, campaign or expedition for which a campaign badge has been authorized, or
in an operation for which a U.S. Armed Forces service medal was awarded.

Our policy applies to all personnel actions including but not limited to recruitment, advertising, hiring, re-
evaluation, promotion, discipline, transfer, layoff, leave or termination, rates of pay, other forms of
compensation or benefits, training, apprenticeship, or participation in social or recreational activities. All
such decisions will be based only on valid job requirements. Our Affirmative Action plan has the
purpose of focusing our efforts to employ and advance in employment, qualified veterans including
disabled veterans, and other protected veterans at all levels of employment.

If you believe you are a protected veteran, you are invited to inform our Affirmative Action Officer so
that you may be included in required government reporting, or (for faculty and staff) go to
zagweb.gonzaga.edu to update your status. No one shall be subjected to harassment, intimidation,
threats, coercion, or discrimination because of filing a complaint under this policy, assisting in an
investigation, opposing a practice prohibited by laws protective of veterans, or exercising any other
rights under these laws or related amendments.

Christine Purviance, Assistant Director of Equity and Inclusion, is Gonzaga University’s Affirmative
Action Officer and has responsibility to maintain the necessary programs, records, and reports to
ensure compliance and policy objectives. The full text of the policy may be reviewed on the Human
Resource Equal Opportunity page of the Gonzaga University website.
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Backqground Check Policy

A. Purpose

Gonzaga University is committed to preserving the safety of the campus community and the integrity of
the institution by taking appropriate steps to protect its community members, property, and other assets.
To achieve this goal, the University has developed this policy regarding background checks and related
inquires.

B. Applicability

This policy applies to persons currently employed or seeking employment with Gonzaga University,
including certain student and non-student temporary employees and volunteers.

C. Policy

1. Pre-Employment Background Checks: Prior to the start of employment all employees must
successfully pass a pre-employment background check to be conducted in accordance with state
and federal law. The background checks are conducted once a position has been offered and
accepted and the extent and subject of the background check depends on the specific
responsibilities of the position and the corresponding business necessity.

Employment is contingent upon satisfactory results from the background check. Any adverse
information discovered during a background check can be taken into consideration by the
University when determining whether the results are satisfactory. The University will determine,
in its own discretion, whether the results are satisfactory.

When necessary, applicants may be employed on a conditional basis pending completion of a
background check. If the results of the background check are unsatisfactory the person will not
be eligible to continue employment in the position.

2. Current Employees: Background checks may be performed on current employees under
certain circumstances including, but not limited to, when duties and responsibilities have changed,
when needed as part of an investigation into an incident or allegation, when required by job
description, contract, grant, or agreement, or where safety or security is a concern.

3. Scope of Background Checks: The information requested during a background check will
vary depending on the job responsibilities and nature of the position. Background checks may
include, but are not limited to, the following:

Educational Credentials Verification

Employment History Verification

Ten Year Criminal History Record *

National Sex Offender Search

Social Security Number Trace and Validation

Consumer or Credit History Report (for applicable positions only)
Professional Licenses and Certifications (for applicable positions only)
Motor Vehicle Record (for applicable positions only)

Drug and Alcohol Testing

*NOTE: Criminal convictions will not automatically disqualify an applicant from employment.
The University will consider factors such as the nature of the crime, the age of the individual
at the time the crime was committed, the length of time since the conviction, the nature of the
position, and the job-relatedness of the conviction.
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4. Confidentiality: Background check information is confidential, and will only be obtained and
reviewed by authorized University employees. All records related to background checks will be
maintained in a secure location separate from employee personnel records.

5. Notification _and Authorization: Applicants and employees required to submit to a
background check will be informed of the University’s intent and will be requested to sign an
authorization form for any background check, including those considered an “investigative
consumer report” as defined in the Fair Credit Reporting Act. Refusal to complete the process or
the receipt of unsatisfactory information during the screening process may result in either the
position offer being rescinded or the end of employment.

Background check results are the property of Gonzaga University. Applicants and employees
shall be informed of their right to obtain a copy of the results. In the event of unsatisfactory
background check results the applicant or employee shall be informed of the results and provided
an opportunity to respond. If applicable, the applicant or employee will be provided with a
summary of their rights under the federal Fair Credit Reporting Act and the Washington Fair Credit
Reporting Act.

6. Duty to Give Notice of Conviction: All current Gonzaga University employees must
immediately notify Human Resources of any criminal conviction. Failure to report such conviction
is grounds for disciplinary action, up to and including termination of employment.
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Cell Phone Policy

A. Purpose

This policy provides guidelines for Gonzaga departments regarding the issuance of cell phones to
employees and the payment of employees’ personal cell phone expenses for legitimate job-related
needs. The purpose of this policy is to: outline Gonzaga'’s expectations for proper procedures
relating to cell phone acquisition, use, and expense reimbursement; to define criteria for
determining employee eligibility; to articulate departmental and employee responsibilities; and, to
assist in managing and containing costs and risks related to cell phone services.

B. Guidelines

1.

Departmental and vice presidential approval is required for issuance of a Gonzaga-owned cell
phone or the payment of an employee’s personal cell phone expenses.

Employees are eligible for a Gonzaga-owned cell phone or the payment of their personal cell
phone expenses, if they meet any of the following criteria:

a. Employee’s job requires significant travel on behalf of Gonzaga.

b. Employee spends significant time away from the desk/office during the day and needs to
remain in contact (e.g., IT support employees).

c. Employee’s job requires that the employee be accessible before/after normal work hours.
d. Employee’s job has other specific requirements with vice president approval.

It is the responsibility of each cell phone user to know, understand, and adhere to Gonzaga’s
policy for cell phone voice and data use. Departments may specify additional guidelines
specific to their areas via a Departmental Addendum to the Gonzaga University Cell Phone
Policy. Departmental addenda must be reviewed and approved by the area vice president.

Each employee who requires a cell phone must complete the Cell Phone Request and Approval
Form and sign the Cell Phone Policy Acknowledgement and Agreement Form.

Cell phone service is available through Gonzaga approved vendors only. Contact Purchasing
for a current list of approved vendors. Service providers may change over time. Gonzaga may,
at its discretion, move Gonzaga-provided cell phones from one provider to another as
necessary.

Cell phone equipment must be supportable by Information Technology Services. Cell phones
that have data service activated must be secured via the use of a password. Password
complexity and other security requirements for cell phones may change over time. Contact ITS
for current information on mobile phone security policy.

If an employee’s cell phone charges exceed the monthly limits for voice and/or data service
(including SMS/texting), the employee is responsible for reimbursing Gonzaga for the cost of
any personal use of the phone and associated services, except for when the phone is used
during out-of-country travel. This applies to both Gonzaga-owned phones and personally
owned phones where Gonzaga is paying for the cell phone services.

Gonzaga data and information transmitted via mobile technology qualify as records of Gonzaga
University, subject to all policies, including those relating to data security, data retention, and e-
discovery. Employees should not expect privacy while using Gonzaga cell phones. Gonzaga
may search cell phone records, text messages and other means of communication.

78



9. Users are responsible for protecting confidential data on cell phones/mobile data devices. If a
cell phone is lost or stolen, it is the employee’s responsibility to notify his/her department,
University Purchasing, and the Help Desk immediately. Phones that are reported lost or stolen
will be wiped of all data. An employee may be required to compensate Gonzaga for lost or
damaged phones if the employee has been found at fault in losing or damaging the cell phone.

10. When an employee leaves Gonzaga, it is the responsibility of the employee to return the phone
and accessories to his/her department, and it is the supervisor’s responsibility to ensure that the
phone and accessories are returned. The phone and associated phone number is the property
of Gonzaga University, unless otherwise negotiated.

11. An annual cell phone inventory list and cell phone usage report will be provided to each vice
president to review with their respective departments. Each Gonzaga department is required to
review and provide feedback to its area vice president to ensure that there is still a business
need for previously approved cell phones and to ensure that employees know and adhere to
Gonzaga’s Cell Phone Policy.

C. Cell Phone Acquisition Process

1. Departments must submit to University Purchasing a signed copy of the Cell Phone Request
and Approval Form and the Cell Phone Policy Acknowledgement and Agreement Form, along
with the Gonzaga purchase requisition. These forms are found at
http://www.gonzaga.edu/campus-resources/Offices-and-Services-A-
Z/Purchasing/PurchasingandFinanceForms.asp.

2. Departments must select approved phone and accessories, and an approved data service
package for smart phones. The department should select the minimum package necessary to
enable the job functions of the individual.
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Certain Relationships by Persons in Authority Policy

A. Policy

A romantic (amorous) relationship or sexual relationship freely entered into between two members
of the Gonzaga community generally are not addressed here and are not at issue. Certain romantic
or sexual relationships, however, may arise in circumstances that involve an inherent conflict of
interest and present a recognized potential for sexual harassment/discrimination, or charges
thereof. Those include relationships in which the following circumstances co-exist:

1.

A romantic or sexual relationship between two members of Gonzaga community, and one
person in that relationship has actual or apparent authority to supervise, evaluate, or make
decision(s) or recommendation(s) regarding the other person in respect to the other person’s
employment, education, or instruction at Gonzaga, or as to his or her advancement,
participation, benefits or privileges in connection with or relating thereto. Romantic or sexual
relationships in those circumstances are recognized to entail an inherent conflict of interest.
Continuation of such can result in irreparable injury and may give rise to serious legal and
financial consequences for both Gonzaga and for the participants.

Such relationships involve heightened financial risks because of known, real potential for (a)
claims that a quid pro quo (“this for that”) exchange was required or was implicit, and (b) claims
that Gonzaga has legal responsibility for quid pro quo acts of the supervisory-person even
though no one in Gonzaga (other than the participants) had any knowledge or notice of the
romantic nature of the relationship. An employer can be held strictly liable for its supervisor’s
quid pro quo harassment of an employee even though the only persons in the company having
actual knowledge or notice of the relationship were the two persons who were intimately
involved.

The power of persons in authority greatly restricts the freedom of subordinate students and
employees to reject romantic or sexual advances. Typically, authority to give or withhold
rewards such as evaluations, grades, advancements, and recommendations limits the extent to
which a romantic or sexual relationship between individuals can be considered consensual.
Even if a student or subordinate employee does not appear to object to participation in the
relationship, this does not mean that the individual welcomes (or will continue to welcome) the
relationship. Romances sometimes end and, in circumstances in which a power imbalance
exists, the person having authority may become highly vulnerable and defenseless against
exaggerated accusations, especially in a factual dispute between the participants as to whether
quid pro quo consideration was required or implied. Moreover, a third party may claim that the
participant in a consenting relationship unduly received preferential treatment and may file a
complaint of discrimination against the person having power or authority. This policy seeks to
avoid or minimize those risks and concerns.

Relationship of this Policy to Gonzaga’s Harassment and Discrimination Policy: A
consensual, romantic relationship does not necessarily include or entail the elements of sexual
harassment. Indeed, an essential element of sexual harassment is that the sexual conduct was
not welcomed. One purpose of the present policy is to head-off and deter high-risk relationships
which can give rise to accusations of the quid pro quo form of sexual harassment. Accordingly,
this policy is not considered as an amendment to Gonzaga’s harassment and discrimination
policy but as preventative and as complementary to the harassment policy.

Duty: If and when those stated circumstances co-exist, regardless of which occurs first, the
person in position of authority is required to do the following forthwith: (1) discontinue
exercising any authority over the other person; (2) report the relevant facts to his or her own
supervisor as set forth in the procedures portion of this policy; and (3) confer with his/her own
supervisor with respect to transfer of that authority to another. Prompt action is required in
fulfilling these mandatory requirements.
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6. Violation of Duty: If the person in authority fails to fully or timely comply with these
requirements, he or she will have violated this policy and will be subject to disciplinary
sanctions, up to and including dismissal from employment by Gonzaga. This policy has
Gonzaga-wide application including without limitation relationships between faculty/student,
faculty/faculty, administrator/faculty, administrator/staff, administrator/student, advisor/advisee,
or supervisor/supervisee. In this context, the term “administrator” is defined as any employee in
a position level above or perceived as having influence over another employee.

B. Procedures

1. Self-Reporting:

a. The policy requires that the person in authority in such a relationship report the relevant
facts to his or her own immediate supervisor. If the immediate supervisor is not readily
available, report shall be made to the next available higher supervisor (e.g., faculty ordinarily
would report to chair/dean/AVP as customary and appropriate; staff would report to his or
her supervisor/director/vice president, as customary and appropriate).

b. If, for any reason, the transfer of authority is not or cannot be accomplished by the
supervisor to whom report is made, that supervisor should act promptly to refer such matter
to a higher level or levels of authority to obtain direction and resolution of the matter.

c. Persons receiving such self-reported information are expected to maintain confidentiality by
limiting communication of such self-reported information to those having a need or right to
know, thereby encouraging prompt and voluntary self-reporting of such matters.

2. Reports by Others: Reports or allegations by any other person that the circumstances
referenced in paragraphs 1 and 2 of the policy co-exist as to another member of the Gonzaga
community, should be directed to Gonzaga’s vice president having supervision of the
departmental area in which that member is employed. That vice president will then coordinate
with that member’s immediate supervisor (and/or higher supervisors) to consider or effect any
further action deemed appropriate. Prompt, accurate, honest and forthright reporting in good
faith is encouraged and needed, if the objectives of this policy are to be achieved. Conversely,
reports or allegations made in bad faith without any foundation in fact are counter-productive to
these goals and itself could give rise to serious consequences, including disciplinary action.

3. Discipline: Disciplinary procedures, if any, for violation of this policy will be (a) pursuant to the
applicable provisions of the Gonzaga University Policies and Procedures Manual, if the alleged
violation is by a staff person, and (b) pursuant to Section Three, Paragraphs 309.01 and
Appendix 300E of the Faculty Handbook, if the alleged violation is by a faculty member.
Enforcement will seek to take into consideration all relevant factors, including without limitation
whether the matter was self-reported, to what extent the mandatory requirements were
complied with, and the timing thereof.

This policy is also considered as complementary to Gonzaga'’s existing policy entitled “Employment of Relatives”
which appears in Gonzaga University Policies and Procedures Manual.
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Confidential Information Policy

Employees will respect and safeguard confidential information regarding the University and its students,
staff, faculty and alumni. Confidential information is information protected by statutes, regulations,
Gonzaga policies or contractual language. Samples of confidential information include: donor
information, financial information, academic grades, personally identifiable information (name, social
security number, driver’s license number, identification card number, account number, credit/debit card
number, etc.), information covered under FERPA and proprietary information of Gonzaga University.

Employees are responsible for protecting confidential information on personally owned computers,
mobile data devices and on internet-cloud based services. Employees will not access, copy, preserve
or disseminate confidential information, except in the course of fulfilling their job responsibilities.
Employees who are uncertain of their authorization status should contact their supervisor or HR for

guidance.
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Conflict of Interest Policy

The highest standards of conduct and honesty are expected of all employees of Gonzaga University. It
is the obligation of all employees to avoid involvement in activities which might conflict, or which might
appear to conflict, with institutional responsibilities. The conflict of interest guidelines contained in this
document are intended to help employees avoid involvement in actual or apparent conflicts of interest,
and to protect both the employee and Gonzaga from potential legal prosecution, damage to its
reputation and financial loss.

While it is useful to provide basic guidelines to assist employees in assessing potential conflict
situations, no list can be so exhaustive as to provide direction for all the variable circumstances that
may arise. The personal good judgment of employees is indispensable.

Gonzaga remains committed to academic freedom and nothing in this policy should be construed as
diminishing this commitment.

A. Definition

A conflict of interest is considered to exist if an employee’s actions or activities on behalf of
Gonzaga result in preferential treatment or an improper gain or advantage to the employee, the
individual’s family or business associates, or conversely, has a detrimental effect on Gonzaga’s
interests. It can include an instance in which an employee fails to exercise due care, skill, and
judgment on behalf of Gonzaga in the performance of the individual's duties because of a conflict of
interest.

B. Guidelines

1. All employees have a duty to act in the best interests of Gonzaga. Therefore, all employees
have a duty to avoid conflicts of interest and to conduct themselves in a manner that maintains
the integrity and accountability of Gonzaga University.

2. Employees who have a financial or family interest in a business that furnishes goods or services
or contracts with Gonzaga should not undertake to act for Gonzaga or enter into negotiations or
contracts with that business, either directly or indirectly, on behalf of Gonzaga University. No
employee may participate in the selection, award or administration of a contract with any party
with whom he or she is negotiating potential employment, or has any arrangement concerning
potential employment.

3. Employees must avoid outside employment or business activity which may conflict, or appear to
conflict, with Gonzaga interests. Directorships or consultation agreements for which the
employee is compensated must be approved in writing by the appropriate dean or area vice
president.

4. Employees must provide full written disclosure of any business, financial enterprise or activity
that might influence, or appear to influence, decisions or actions concerning Gonzaga matters.
Disclosure must be made by completing a disclosure statement annually, or whenever a
significant change in interest occurs. The disclosure statement will be maintained in a
confidential file by the appropriate area vice president and a copy submitted to General
Counsel.

5. If an employee anticipates a conflict of interest or that the appearance of a conflict may arise, he
or she should seek advice from the appropriate dean or area vice president. Employees should
not participate in any way in the matter that is the subject of their concern until the area vice
president has made a determination regarding the potential conflict of interest. Such
determination will be in writing.
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10.

11.

12.

Employees should not use confidential information or special knowledge acquired as a result of
their relationship with Gonzaga to, among other things, purchase or sell securities, real property
or other goods or services, or to in any way enhance their own personal financial well-being by

using such inside information to their own advantage.

Employees may use the name of Gonzaga to identify themselves professionally, but unless they
are authorized to do so, they should be careful not to represent themselves as speaking on
behalf of Gonzaga University.

Employees may not use students or other employees of Gonzaga to perform personal services
for themselves or others if improper gain or benefit would result, or to perform any tasks
unrelated to their position description.

Employees must not disclose information regarding Gonzaga’s intentions as to investments,
property development, sale or acquisition of property, or Gonzaga’s purchasing and contracting
activities.

Employees must not make unauthorized use of Gonzaga equipment, property or other
resources for personal benefit or for the personal benefit of any other person.

Personal gifts or favors from persons with whom Gonzaga has a business relationship should
be discouraged. To avoid improper influence, or the appearance or suggestion of such,
personal gifts of more than nominal value should not be accepted. Special caution has to be
exercised by employees involved in awarding or administering federal or government contracts
as it is a crime to solicit or accept gratuities, favors or anything of value from contractors or
potential contractors.

Employees may not be involved in Gonzaga matters pertaining to a member of his or her
immediate family, insofar as said matter affects such family member’'s employment, evaluation
or advancement at Gonzaga, without first making a full disclosure. Such disclosure must be in
writing and shall include the nature of the relationship and the impact or potential impact the
employee’s actions may have on such family member. The disclosure should be made prior to
any action being taken with regard to the family member and should be made to the appropriate
area vice president. See also Part 2: Certain Relationships by Persons in Authority Policy.
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Copyright Policy

Gonzaga seeks to balance the right of fair use with the legal ownership rights of copyright holders in
accordance with its philosophy and Mission as a humanistic, Catholic, and Jesuit University. This
policy’s objective is good faith compliance with the directives and intent of the copyright law of the
United States.

The copying, for research and classroom purposes of books, articles, and other copyrightable works is
a concern to the entire Gonzaga community. This policy statement addresses questions about when
copying may take place without the consent of the copyright owner, the extent of fair use, when and
how permission to copy should be obtained, and how to reduce exposure to liability.

A. Preamble

Gonzaga University intends to adhere in spirit and principle to the provisions of the United States
Copyright Law (Title 17, United State Code, Sec. 101, et seq.). This policy represents a sincere
effort to conform to the requirements of the copyright act.

B. Policy

1.

2.

Responsibility: Gonzaga disapproves of and forbids duplication in any form that violates
copyright law. This includes, but is not limited to, duplication of printed matter, music, computer
software, and video/audio materials. Members of the Gonzaga community who disregard
Gonzaga copyright policy and guidelines do so at their own risk and assume all responsibility
and liability arising from such activity, including indemnification of Gonzaga. Gonzaga
employees who cooperate with persons violating this policy will be subject to disciplinary action,
including dismissal.

Compliance: Members of the Gonzaga community are expected to adhere to the copyright
law, fair use guidelines, licenses or contractual agreements, or other permissions.

C. Guidelines

A person may use copyrighted material without permission of the owner when such use satisfies
the requirements of “fair use” or if the use is by an instructor for distribution to a class. However, in
the latter case, the use must meet the requirements of spontaneity, brevity and cumulative effect.

1.

Copyright: A copyright grants the holder exclusive rights in the reproduction of creative works.
With certain exceptions, no one may reproduce the work without express permission from the
copyright holder.

A copyright is created at the time the work is created. The copyright is created regardless of
whether the work is published or unpublished and the copyright immediately becomes the
property of the author. If the work is created for hire, the copyright becomes the property of the
hiring party. Registration with the Copyright Office is not required to protect an interest in the
work. Additionally, affixing the copyright notice is no longer required to give the public notice.
However, registration with the Copyright Office is required before initiating an infringement suit.
Also, affixing the copyright notice will make defense of the copyright easier.

Fair Use: A person may make copies of copyrighted work to promote research and
scholarship. The test used consists of a four level balancing test. The areas applicable to “fair
use” are:

a. Purpose and character of the use, such as whether it is for commercial or non-commercial
use.

b. The nature of the copyrighted work.
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c. The amount and substantiality of the portion used as related to the work as a whole.

d. The effect of the use on the potential market or value for the copyrighted work.

3. Distribution to a Class: Instructors may make copies of copyrighted material for use in

preparing lectures or for distribution to students in their courses. Different guidelines apply on
the intended use of the copyrighted material. Single copies intended to be used by the instructor
for research or lecture preparation may consist of any of the following:

a.

b.

C.

d.

A chapter from a book.

An article from a periodical or newspaper.

A short story, short essay or short poem, whether or not from a collective work.

A chart, graph, diagram, drawing, cartoon or picture from a book, periodical or newspaper.

4. Multiple Copies for Distribution to a Class: If multiple copies are desired for distribution to a

class, three requirements must be met. First the copying must meet the requirements for
spontaneity and brevity. Second, the cumulative effect test must be satisfied. Third, each copy
must include a notice of copyright.

a. Spontaneity: Spontaneity is satisfied when the copying is done at the insistence of the
teacher, and the decision to use the copyrighted work, combined with need for quick use to
gain maximum teaching effectiveness from the copyrighted material, make it unreasonable
for the teacher to get permission from the copyright holder.

Brevity: Brevity is defined differently depending on the type of work being considered.
Listed below are the differing requirements for each type of written work.

Poetry - a complete poem is less than 250 words and printed on two or fewer pages;
or, an excerpt from a longer poem not to exceed 250 words.

Prose - a complete article of fewer than 2,500 words; or, an excerpt not to exceed
1,000 words or 10% of the work, whichever is less. However, the minimum limit is
not less than 500 words.

lllustration - one chart, graph, diagram, cartoon or picture per book or periodical.

“Special” works - those works that comprise both a prose and pictures that consist of
fewer than 2,500 words.

c. Cumulative Effect: The cumulative effect test limits the overall use and number of copies
that can be made. The test requires that:

The copies made are for use in only one class in the school.

No more than one short poem, article, story, essay or no more than two excerpts
from the same author. Also, cumulatively, no more than three short poems, articles,
stories, essays or more than six excerpts may be copied from the same collective
work or periodical volume during one school term.

In totality, no more than nine instances of multiple copying per course per term may
take place.
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Conclusion: The copyright rules concerning reproductions made for individual research are
easily followed. As long as reproductions of only the sections needed for research are used, no
violation should occur. The copyright rules that allow an instructor to use copyrighted works for
class are straightforward. However, the requirement that could be most easily overlooked
would be the one requiring that the copyright owner’s notice be attached. This is because the
notice may or may not be on the page or pages reproduced and might be overlooked if the
copier is in a rush.
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Druqg, Controlled Substance and Alcohol Free Workplace Policy

A. Policy

Gonzaga University encourages employees who might have a drug, controlled substance or alcohol
abuse problem to seek assistance through outside sources or to contact HR for referral to an
agency providing rehabilitative and counseling services.

lllegal Drugs: In compliance with the Drug-Free Workplace Act of 1988 (41 U.S. Code, Section
702) and consistent with its Mission Statement, Gonzaga University prohibits in its workplace the
unlawful manufacture, distribution, dispensation, possession, or use of controlled substances that
are illegal under state or federal law.

Controlled Substances/Prescription Medication: Employees must not be working when they are
under the influence of prescription medication that impairs their personal safety or ability to perform
the essential functions of their job or affects their perception or judgment. If an employee has been
prescribed a controlled substance and the employee or his/her medical professional believes this
medication may impair him/her, the employee must report this information to Gonzaga’s Benefits
Manager (313-5996), who serves as Gonzaga’s Health Insurance Portability and Accountability Act
(HIPAA) officer.

Alcohol: Employees must not be working when they are under the influence of alcohol.
B. Procedure

1. Administration and Education: The Assistant Vice President for HR (AVPHR) is responsible
for administering the Drug, Controlled Substance and Alcohol Free Workplace Policy.
Information, support, guidance and resources for staff and faculty dealing with a drug, controlled
substance or alcohol problem are provided through Curalinc, Gonzaga’s Employee Assistance
Program (EAP).

2. Reporting: Any employees observing or having knowledge of others in a condition adversely
affecting their ability to perform job responsibilities or posing a hazard to the safety and welfare
of themselves or others shall promptly report such condition to the appropriate supervisor or
HR.

3. Violations: A violation of this policy may result in actions ranging from mandatory participation
in a drug rehabilitation program up to dismissal from employment.

4. Notifications: In order to comply with the Federal Drug-Free Workplace Act, the AVPHR will, if
required, notify the appropriate government agency within ten (10) days after receiving notice of
an employee’s criminal drug statute conviction occurring in the workplace. The Office of
Sponsored Research and Programs (SRP) will provide copies of Gonzaga’s Drug, Controlled
Substance and Alcohol Free Workplace Policy to all employees involved with federally-funded
grants or contracts.

C. Testing Program

1. For-Cause Testing: Employee drug, controlled substance and alcohol testing may occur
whenever a reasonable suspicion exists that an employee is under the influence of illegal drugs,
controlled substances or alcohol. When an incident occurs, the employee’s supervisor and HR
must immediately be notified to review the circumstances and facts related to the event that
gave rise to the suspicion that an employee is under the influence. No prior notice is required to
test for-cause.
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2. Post-Accident Testing: Gonzaga reserves the right to require a post-event drug, controlled
substance or alcohol test of employees involved in an on-the-job accident or incident.

3. Group Testing: Gonzaga reserves the right to conduct drug, controlled substance or alcohol
tests for an area, team, shift or department when reasonable suspicion of wide-spread use
exists.

4. Testing Company: Drug, controlled substance and alcohol testing will be conducted by a
certified testing company.

5. Paid Administrative Leave: If a drug, controlled substance, or alcohol test is administered to
an employee, the employee immediately will be placed on paid administrative leave until a full
evaluation is complete and an appropriate course of action has been determined.

6. Refusal to Test: Any employee refusing to be tested will be deemed to have failed the relevant
test and will be subject to disciplinary action, up to and including dismissal.

D. Washington State Marijuana Law

Gonzaga prohibits the use or possession of marijuana on Gonzaga-owned, leased, or managed
property or during any university-sponsored or affiliated activity or program whether on campus or
at another location.

As a condition of receiving federal funds, Gonzaga is required by the federal Drug-Free Schools
and Communities Act to certify it has adopted and implemented a program to prevent the unlawful
possession, use or distribution of illegal drugs and alcohol by students and employees on campus
and as part of its activities and programs. At the federal level this law includes any amount of
marijuana.

Although Washington State Initiative 502 allows people over the age of 21 to possess small

amounts of marijuana for personal use, it is in conflict with federal law. When state and federal
laws are in conflict, federal law takes precedence.
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Interim Events Policy

A. Preamble

Gonzaga University is an exemplary learning community that educates students for lives of
leadership and service for the common good. In keeping with its Catholic, Jesuit, and humanistic
heritage and identity, Gonzaga models and expects excellence in academic and professional
pursuits and intentionally develops the whole person -- intellectually, spiritually, culturally,
physically, and emotionally.

Through engagement with knowledge, wisdom, and questions informed by classical and
contemporary perspectives, Gonzaga cultivates in its students the capacities and dispositions for
reflective and critical thought, lifelong learning, spiritual growth, ethical discernment, creativity, and
innovation.

To serve these objectives, members of the University community must be free to engage the full
range of views on a variety of subjects. They may, therefore, consistent with the processes and
standards below, invite speakers to campus and produce events on campus that promote the
University’s values, as well as those that express ideas or opinions that are contrary to Catholic
doctrines and teachings.

Recognizing that the University’s engagement and cultivation of students occurs communally over
time, and its success must not be measured by a single event, the following standards and
procedures govern such activities.

B. Standard

Permission to invite a guest speaker or to host an event for the public on campus may be denied
altogether if:

1. The speech or event would not constitute a legitimate educational experience or otherwise
contribute to the University’s mission; or

2. The speech or event is likely to confuse the public or students about or offend the
University’s core values or mission as a Catholic, Jesuit, humanistic institution by advocating
positions or activity contrary to Catholic teachings and the person or group seeking
permission refuses to accept provisions for appropriate response or counter-programming;
or

3. There is a substantial risk that the speech or event would conflict with University policies
concerning the creation of a hostile learning environment;

4. The speech or event poses a substantial risk to the physical safety of members of the
University community; or

5. There is a substantial risk that the speech or event would disrupt classes, obstruct access to
campus facilities, or otherwise interfere with other ongoing University events or activities; or

6. The speech or event would violate the law.
C. Process
1. A student or student group wishing to invite a guest speaker to campus or to host an event

for the public on campus must follow the policies and procedures adopted by the Vice
President for Student Development regarding guest speakers and events. This will require
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obtaining advance approval from the Vice President for Student Development, so that the
standards of paragraph 1 will be applied before any invitation is made.

2. Because faculty are representatives of the University and implementers of its mission,
faculty wishing to invite a guest speaker to campus or to host an event on campus shall
seek the advice of colleagues, the most appropriate department chair, and their dean before
extending an invitation or planning an event that is likely to confuse the public or students
about or offend the University’s core values or mission as a Catholic, Jesuit, humanistic
institution. If the faculty member’s judgment about a speaking invitation or event is
guestioned, the Academic Vice President shall make the initial determination as to the
propriety of the speech or event, in light of the rationale and considerations offered by the
faculty supporting the event.

3. Inreviewing any request for a guest speaker or event, the Vice President for Student
Development or Academic Vice President may impose conditions to ensure consistency with
the standards of paragraph 1. Any decision of the Vice President for Student Development
or the Academic Vice President to grant, deny, or condition permission for a guest speaker
or event must be provided to the interested parties and may be appealed to the President.
The President shall have final authority to grant, deny, or condition usage of University
property for any guest speaker or event.

4. In exercising this authority, the Vice President for Student Development, Academic Vice
President, and President shall:

a. Give due consideration to the standards of paragraph 1; the educational content and
value of the proposed speech or event; the degree of faculty involvement in planning the
speech or event; the academic or educational context for it; and the amount of co-
sponsorship by faculty and campus organizations.

b. Seek, where possible, modifications to the speech or event that, short of prohibiting it,
would address the concerns about it. Such actions may include issuing disclaimers,
requiring that a question and answer period immediately follow the speech or event,
creating counter programming at a different time, balancing the speech or event with
opposing views, changing the date of the speech or event, or otherwise providing
appropriate context for those attending

c. Give the persons and groups supporting or opposing the speech or event an opportunity
to be heard.

5. To avoid unnecessary future conflict and facilitate future decision making by members of the
University community, when the President exercises his authority to permit, condition, or
deny permission for a guest speaker or event, he shall communicate to the University
Community his reasons for doing so in a timely manner.

D. Disclaimer
An invitation to a guest speaker or production of an event does not in any way imply approval,

endorsement, or sponsorship by Gonzaga or by those making the invitation or planning the
event of the views expressed by the speaker or any aspect of the event.

91



Federal Family and Medical Leave Act Policy

A. Purpose

In accordance with the federal Family and Medical Leave Act of 1993 (FMLA), Gonzaga’s policy is
to grant up to 12 weeks of unpaid, job-protected leave during a rolling 12-month period to eligible
employees, and up to 26 weeks in compliance with the expansion of the FMLA under The Support
for Injured Service Members Act of 2007. The leave may be paid, unpaid or a combination of both
depending on the circumstances of the leave and available paid leave accruals.

B. Eligibility

An eligible employee must have one year of service and have worked at least 1,250 hours during
the 12 months preceding the leave request.

C. Types and Duration of Leaves Covered

An eligible employee is entitled to 12 weeks (26 weeks to care for an injured or ill service member)
under this policy during a rolling 12-month period.

1. Care for an employee’s child after birth, adoption, or foster care placement. The leave must be
completed within 12 months of the date of birth or placement. The right to take leave under
FMLA applies equally to male and female employees. A father, as well as a mother, can take
family leave for the birth, placement for adoption or foster care of a child. If both parents work
for Gonzaga the leave is a combined total of 12 weeks.

2. Care for an immediate family member with a serious health condition.

3. Employee’s serious health condition that renders the employee unable to perform his or her job
functions.

4. Care for needs of an immediate family member called to active duty, or on active duty, in the
Armed Forces. Needs may include helping the family member prepare for the departure or
caring for the children of the service member. The leave may commence as soon as the
individual receives the call-up notice. Employees must provide proof of the qualifying family
member’s call-up or active military service before leave is granted.

5. Care for an immediate family member who is a wounded veteran, or an immediate family
member who is injured or ill, or recovering from an injury or iliness suffered while on active
military duty, and who is unable to perform the duties of the service member’s office, grade,
rank or rating. This leave may extend to up to 26 weeks in a 12-month period. If more than one
family member works for Gonzaga and each wishes to care for the same injured or ill service
member, the leave is combined to a total of 26 weeks.

Employees must provide certification of the family member’s injury, recovery or need for care.
D. Procedures

1. Employees applying for Family and Medical Leave must complete a Leave of Absence Request
Form. This form must be accompanied by the Certification of Health Care Provider form for a
medical leave or proof of the qualifying family member’s call-up or active military service or
certification of the military family member’s injury or illness. The Leave of Absence Request
form and Certification of Health Care Provider forms are available in HR or on the website at
www.gonzaga.edu/benefits.
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2.

Request for leave should be submitted 30 days in advance. If 30-day’s notice is not possible
notice must be given as soon as possible.

Employees are required to use all available paid leave (i.e.; sick, personal leave and/or
vacation, when applicable) before going to unpaid status.

Gonzaga has the right to require a second medical opinion from a health care provider selected,
and paid for, by Gonzaga for the serious illness of an employee, or non-service member family
member. A third opinion may also be required. The selected health care provider may not be
employed on a regular basis by Gonzaga.

While on leave, employees are requested to report periodically to their supervisor regarding the
status of the medical condition, and their intent to return-to-work.

E. Definitions

1

2.

3.

“Serious health condition” is an iliness, injury, impairment, or physical or mental condition that
involves either an overnight stay in a medical care facility, or continuing treatment by a health
care provider for a condition that either prevents the employee from performing the functions of
the employee’s job, or prevents the qualified family member from participating in school or other
daily activities.

An “‘immediate family member” includes:
a. Employee’s spouse;

b. “Son” or “daughter” is any child under 18 who is the biological child of the employee, who is
adopted by the employee, or whom the employee supervises on a day-to-day basis and for
whom the employee is financially responsible. A “son” or “daughter” is also a child over 18
who is incapable of self-care because of a qualifying disability. For care of needs, or care
for an injured or ill service member, a son or daughter can be over age 18.

c. Parentis a biological parent or individual who assumed day-to-day and financial
responsibility for the employee when the employee was a child (not parent-in-law);

d. Next-of-kin of the injured or recovering service member is defined as the closest blood
relative.

A “health care provider” is any doctor of medicine or osteopathy, podiatrist, optometrist, and any
nurse practitioner, or nurse midwife performing within the scope of his or her practice as defined
under state law.

The “12-month period” will be calculated by determining the amount of leave used by an
employee for the 12 months prior to each day for which leave is requested and subtracting that
number from the total days equal to 12 work weeks (or 26 weeks for the care of the ill or injured
service member.) This is referred to as the “rolling” method of calculation. Employees will be
advised when requesting leave of the amount of Family and Medical Leave they have available.
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F. Health Benefits

1.

2.

Health benefits will be continued during the leave on the same basis as before the leave. The
employee is required to continue to pay the employee portion of any health insurance premiums
normally deducted from the employee’s paycheck and shall pay such amounts at the time
contributions are normally deducted. All the amounts due Gonzaga because of unreimbursed
health benefits provided during the leave will be deducted from the employee’s pay upon return.
NOTE: The Washington State Family Care Rule that extends protected leave for parent-in-laws
and grandparents does not include continuation of medical and dental benefits paid by Gonzaga
during unpaid leave periods.

An employee may self-pay on other group benefits during the unpaid leave.

G. Intermittent Leave or a Reduced Work Schedule

1.

3.

The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently
(take it periodically when needed over the year), or under certain circumstances may use the
leave to reduce the work week or workday, resulting in a reduced hour schedule. In all cases,
the leave may not exceed a total of 12 weeks over a 12-month period or 26 weeks for the care
of the ill or injured service member.

For intermittent leave or leave on a reduced hour schedule, there must be a medical need for
the leave as documented by the Certification of Health Care Provider form for a serious health
condition.

An employee needing intermittent leave or leave on a reduced hour schedule must attempt to
schedule their leave as not to disrupt departmental operations.

Gonzaga may temporarily transfer an employee to an available alternative position with
equivalent pay and benefits if the alternative position would better accommodate the intermittent
or reduced schedule.

H. Reinstatement

1.

4.

An employee taking leave under this policy will be returned to the employee’s same position or
to an equivalent position, unless the employee would have been terminated in the absence of
any leave.

Before returning from a leave for the employee’s serious health condition, the employee must
have a medical release from a health care provider authorizing the return and stating any
applicable work restrictions.

Upon receiving notice that the employee is not returning to employment with Gonzaga, or
should the employee simply fail to return or return to employment with Gonzaga for fewer than
thirty days after leave has ended, the employee shall owe Gonzaga the cost of any benefits
provided during leave, including both the employer and any employee premiums. No such
amount shall be owed if there is a recurrence or onset of a serious health condition.

Active Military Duty — According to the federal Uniformed Services Employment and
Reemployment Rights Act (USERRA), Gonzaga will provide re-employment to employees
returning from active military duty. To be eligible for reinstatement, the employee must have
been employed in a regular position and the total amount of active duty cannot exceed five
years.

Information on the Washington Family Leave Act and Washington Family Care Act can be found in Part 1,

Section IV: Absence from Work
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Gonzaga University Closing Policy

A. Purpose

The purpose of this policy is to inform Gonzaga employees about how and when decisions will be
made to close campus in the event of emergency situations (severe weather, public health,
pandemic, power failure, etc.) and guidelines regarding time off when Gonzaga is officially closed.
During such periods, Gonzaga reserves the right to close the administrative, offices, academic
schools, and other functions and operations of Gonzaga.

Gonzaga University will remain open unless it is determined that safety is compromised by
emergency situations or lack of utility services. In certain circumstances, essential facilities or
services will be open even though in-person classes are canceled.

B. Definitions

1.

Essential Employee: Employees designated to report to work in the event of campus closure
to maintain minimum levels of service. Essential employees will be defined based on the
specific emergency circumstance and determined by the department head or designee, dean or
vice president and communicated to the employee in accordance with department
communication plan.

Campus Closure: Entire campus is closed for business operations and classes are canceled.
Essential employees may be called in as necessary.

Campus Open/Classes Canceled: Business operations will remain open; however, the
Academic Vice President may cancel classes.

Opening Delayed: Campus will be opened for business and classes after a brief delay. This is
generally when reports suggest that conditions will improve within a brief period of time.

Campus Closed/Classes Operating Remotely: Campus will be closed for business
operations and classes will continue remotely. Essential employees may be called in as
necessary.

C. Procedures

1.

The determination to close Gonzaga will be made by the President in consultation with others.
Generally, a campus closure decision will be made by 6:00 a.m. daily.

Notification of campus and/or class cancellations or delays may include: recorded notification on
the Gonzaga University’s Information Line at 509-313-5666; email, Gonzaga’'s main web-page
(www.gonzaga.edu), information and public announcement to the local news media. Campus
closure/cancellation information may be accessed by calling 509-313-5666 after 6:00 a.m. daily.

Because conditions will vary considerably during an emergency closure, each employee must
individually assess his/her unique situation and determine if he/she can safely report to work.
Employees not reporting to work in accordance with their work schedule due to the emergency
situation should consult with their supervisor to determine the appropriate time reporting code.

If the emergency situation affects scheduled events such as athletics, theater, library hours or
related activities, department heads may contact the Gonzaga switchboard and the Office of
Public Relations to provide information to anyone who calls.

The Campus Public Safety and Security office is open 24 hours. If you have an emergency, or
need additional information or assistance, you may contact them at 509-313-2222.
95


http://www.gonzaga.edu/

D. Application

1. Compensation Method for Emergency Situations or Closures

If an announcement is made to close Gonzaga University employees will be paid at their regular
rate of pay, if they were scheduled to work during the period of declared closure. Staff on
prearranged vacation, personal days or sick leave on the day of closure will be paid as they
would have been had Gonzaga been open, and they will not receive closure pay or alternate
time off. Similarly, staff on leaves of absence will not be paid for the emergency closure day.

If Gonzaga has determined to keep Gonzaga University operational during an emergency
situation, each employee must individually assess his/her unique situation and determine if
he/she can safely report to work. If the employee chooses not to come in to work due to the
emergency situation employees should consult with their supervisor to determine the
appropriate time reporting code and may choose to take a vacation day or personal day or
make up the time, provided they do so in the same pay-period with supervisor approval. Non-
exempt employees may not work more than 40-hours in a workweek without prior supervisor
approval.

If an employee is designated an essential employee for this closure and the employee comes in
to work on a regularly scheduled day in which Gonzaga closes, that employee will be granted
an alternate day off to be used within thirty days. If a non-exempt essential employee works a
partial day, the employee will be granted the equivalent hours off on an alternate day to be used
within thirty days.

If Gonzaga closes mid-day or an employee works a partial day Gonzaga will pay the employee
the remainder of their regularly scheduled hours.

If an employee is called in as essential personnel on a regularly scheduled day off, the
employee will be compensated at their regular rate of pay and paid any over time if applicable
but will not receive an additional day off.

For clarification on call-in procedures, employees should reference their specific departmental
call-in procedures (i.e. Plant Services, ITS, Security, etc.).

2. Limitations & Exclusions

Employees will be paid up to three business days of regularly scheduled days during
emergency closure status. Beyond three days, the President in consultation with others will re-
evaluate the situation to determine a future course of action.

Depending on the needs of the department, a department head may require staff to work on an
emergency closure day. Staff members who are required to work are responsible for their own
transportation to and from Gonzaga or when appropriate, telecommuting. If a staff member who
is required to work cannot make it in due to inclement conditions, they must notify their
supervisor as soon as possible.

Temporary staff members include employees who work through an agency or are non-regular
employees who are employed for a specific period of time, season, or non-recurring work
project and not eligible for Gonzaga university-sponsored group benefits. Temporary
employees are not eligible for pay during emergency closures, unless they are required to work.
If they are required to work during a closure, they will be paid only for the time worked for that
day and shall not receive an alternate day off. Employees who telecommute during an
emergency closure should also reference Part 2. Telecommute Policy.
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Grievance Policy

A. Policy

1.

Employees may utilize the Grievance Policy to grieve a Corrective Action Plan (CAP), Letter of
Expectations (LOE), or termination of employment or when they believe a Gonzaga policy or
procedure has been violated or improperly interpreted or applied. All other issues involving
interpersonal conflict with peers, conflict with supervisors or direct reports, and performance
issues should be handled through Section VII: Employee Relations and Conflict Resolution of
the Gonzaga University Policies and Procedures Manual (PPM). Gonzaga’'s HR department can
assist employees with facilitated discussions, mediation, consulting, problem solving and other
techniques utilizing both internal and external resources.

Complaints alleging harassment or discrimination are filed under Section I.C. Harassment and
Discrimination of the Gonzaga University PPM, and complaints alleging denial of
accommodation are filed under the Access and Accommodation for Persons with
Disabilities Policy found in Part 2 of the Gonzaga University PPM.

Former regular employees who have been dismissed shall start this process at Step 2 and must
submit a Grievance Resolution Form within five (5) working days of their employment end date.

This policy is optional for Executives, particularly when dismissal is involved, because of the
sensitive nature of these positions and their impact on Gonzaga operations. This procedure
may be used for Executive-level positions only with the President’s approval.

Performance reviews are not covered under this Grievance Policy. Performance reviews should
be handled through divisional management levels up to the area vice president.

Complaints alleging harassment or discrimination against faculty members are filed under
Faculty Handbook Section C300 Complaint Procedures When a Faculty Member is the
Accused.

B. Procedure

Step 1: Initial Investigation with HR for harassment/discrimination issues- this step is
designed to resolve the situation informally through discussion and agreement.

1.

The complainant may contact HR directly or complete an Issue Clarification Form and submit it
to the Assistant Director Equity and Inclusion within HR at:

Gonzaga University
HR Department
102 East Boone Avenue, Spokane
(509) 313-5996, www.gonzaga.edu/hr

The Assistant Director Equity and Inclusion or designee conducts a preliminary inquiry and
attempts to resolve the situation by:

a. Working directly with the complainant, respondent(s), supervisors, directors and other
administrators to clarify policies and procedures, and enhance communication and
understanding.

b. Assisting the complainant to articulate issues and serving as liaison between the
complainant and the respondent(s).

Most situations are positively resolved through facilitation within a reasonable timeframe. If the
situation is urgent, the Assistant Director Equity and Inclusion or designee will work diligently to
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expedite resolution. The Assistant Director Equity and Inclusion or designee will communicate
progress and provide a resolution to all parties.

If the complainant does not believe the situation has been appropriately resolved at Step 1,
he/she may proceed to Step 2 by completing the Grievance Resolution Form and submitting it
to the Assistant Vice President of Human Resources (AVPHR) within five (5) working days after
receiving the Step 1 decision. The AVPHR will inform the complainant and respondent(s) of this
process.

STEP 2: Grievance Resolution Process - For employees grieving receipt of a CAP or LOE, this
step is designed to address problems that the complainant believes were not resolved at Step 1:
Initial Facilitation with HR. Step 2 also is used by staff and students who wish to grieve decisions
made through the Harassment/Discrimination Policy or the Access and Accommodation for Persons
with Disability Policy. Additionally, former regular employees who are grieving their termination of
employment start at this step.

1.

7.

The complainant completes the Grievance Resolution Form (GRF) or other documented notice
and submits it to the AVPHR within five (5) working days after receiving the decision in Step 1.

The AVPHR provides copies of the GRF to the employee’s immediate supervisor, divisional vice
president or cabinet representative, and respondent(s).

The AVPHR conducts a review of the case file to ensure completeness, conducts an
investigation where necessary, assesses the findings and determines whether a violation of law
or Gonzaga policy or procedure occurred.

The AVPHR selects an executive-level representative to serve as Review Officer who is free of
conflicts of interest in the case. The AVPHR will ensure the Review Officer has all information
in the record, and other documentation as may be requested to consider the grievance.

The Review Officer may meet with complainant, respondent(s) and other persons as
appropriate, or make a determination on the written investigative record only.

The Review Officer communicates the decision in writing to the complainant and the AVPHR
within a reasonable timeframe after receiving the Grievance.

This is the final recourse within Gonzaga for all but former employees.

STEP 3: Appeal Process - this step is available only to former regular employees whose
employment has been terminated.

1.

If a former employee is dissatisfied with the Review Officer’s decision in Step 2, he/she may
appeal by completing the Appeal Form and submitting it to the AVPHR within five (5) working
days after receiving the Review Officer’s written decision. The AVPHR will provide a copy of the
Appeal Form to the respondent(s) to the Grievance, who have the right to respond in writing.
Any response must be filed with the AVPHR, who will provide a copy of such to the former
regular employee filing the appeal.

The appeal will be heard and resolved by an Appeal Officer (typically another executive-level
representative) who is not in the former employee’s management levels and has not previously
been involved in the situation that led to the Grievance.

The President designates the Appeal Officer.

The Appeal Officer may request anyone to meet to discuss the appeal and may request anyone
to submit written materials. The AVPHR will ensure that the Appeal Officer has all
documentation of previous steps.
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5. The Appeal Officer normally issues a written decision on the appeal within a reasonable
timeframe after the appeal is received. The decision will determine the validity of the appeal
and its resolution. The AVPHR will send copies of the appeal decision to the former employee

and respondent(s).

6. This appeal is the final recourse within Gonzaga.

C. HR Role and Records

1. The AVPHR or designhee oversees this Grievance procedure, explains steps, clarifies and
interprets personnel policies and procedures, conducts preliminary inquiries and investigations,
and ensures that the Review and Appeal Officers are fully informed of all relevant information.

2. HR maintains a written record of all proceedings in a confidential file, not in an employee’s
personnel file, for at least three (3) years after resolution. Information concerning the
Grievance, the complainant, or any person named in the Grievance is confidential.

D. Protection Against Retaliation

Gonzaga is committed to ensuring employees are free from retaliation. It is a violation of Gonzaga
policy to threaten, intimidate or retaliate in any way against an individual for raising allegations of
harassment or discrimination, participating in an investigation, complaint process or hearing, filing a
complaint alleging harassment or discrimination, or encouraging others to report. Retaliation
includes, but is not limited to, any form of intimidation, reprisal, or harassment. Gonzaga will take
immediate and responsive action to any retaliation. Anyone found to have acted in a retaliatory
manner may be subject to appropriate disciplinary action up to and including termination of

employment.

. Outside Remedies

Gonzaga'’s intention is that complaints are resolved internally. However, employees may file a

complaint with these federal and state agencies:

Washington State Human Rights
Commission

Information and Complaints
1-800-233-3247

1-800-622-2755 (Spanish)

Washington State Human Rights
Commission

Spokane District Office

1330 N. Washington St., Suite 2460
Spokane, WA 99201

(509) 568-3196

Equal Employment Opportunity
Commission

Federal Office Building

909 First Ave

Seattle, WA 98104

(800) 669-4000

U.S. Department of Education
Office of Civil Rights

915 Second Avenue, Room 3310
Seattle, WA 98174

(206) 220-7900

TDD (877) 521-2172

U.S. Department of Labor

Office of Federal Contract Compliance Programs
1111 Third Ave., Suite 745

Seattle, WA 98101

(206) 398-8000

Washington State Employment Security
130 S. Arthur

Spokane, WA 99202

(509) 532-3000

U.S. Department of Justice
950 Pennsylvania Avenue, NW
Washington, DC 20530-0011
(202) 514-2000
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Institutional Memberships Policy

A. Purpose

As an educational institution and as a corporate citizen, Gonzaga University holds membership in a
wide variety of organizations. These institutional memberships range from the Association of Jesuit
Colleges and Universities, the Independent Colleges of Washington, the West Coast (athletic)
Conference, and the Association of American Law Schools to the Spokane Area Chamber of
Commerce and the Sister Cities Association.

In addition to these institutional memberships, a significant number of Gonzaga faculty and staff
belong to professional, civic, and community organizations. When deemed to be in the best interest
of Gonzaga, funding is at times made available for these individual memberships as well.

B. Procedure

In an effort to control increases in expenditures for institutional and Gonzaga-funded individual
memberships, specific approval of institutional or Gonzaga-funded individual memberships must be
secured from the appropriate area vice president. Approval is required for both annual membership
renewals and requests for new organizational or individual memberships. The Purchasing Office
will not accept a requisition nor will the Controller’s Office make payment without such approval. In
academic departments, the signature of the Dean is required before forwarding the purchase
requisition/payment voucher to the AVP office.
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Lactation Time Away from Work Policy

To assist the transition of women from maternity leave back to work following the birth of a child,
Gonzaga provides reasonable time away from work for lactating mothers to express breast milk, and
will make reasonable efforts to provide a private room or other location, other than a restroom, in
proximity to the work area for such activity.

The time away from work for lactating mothers should, to the maximum extent possible, run
concurrently with break times already provided. Supervisors should be flexible in allowing mothers to
select appropriate times to utilize an appropriate space/room.

Lactation room locations can be found at: www.gonzaga.edu/benefits, under the “Work/Life Benefits”
section. Visitors to campus may access these spaces by contacting the appropriate service desk as
indicated on that webpage. Employees and students wishing to develop a schedule for use and
individual access to a space should contact Accommodations (employees) at 509-313-5852 or Office of
Disability Access (students) at 509-313-4134 as appropriate.

Lactation spaces will be keyed for privacy. They will also be equipped with comfortable seating, a table
and an outlet.

If an employee has concerns regarding access to a private location, contact HR at 509-313-5996 for
assistance.
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Media and Public Relations Policy

A. Media Relations

Gonzaga has established the following procedures to distribute news and information to the news
media.

1. Allinformation about Gonzaga events, i.e. music, art, theatre, lectures, presentations, should be
entered by the sponsoring department’s calendar representative on the Gonzaga University
Web events calendar as far in advance of the event as possible. The Public Relations Office
will disseminate a weekly media tip sheet to alert media to upcoming events.

2. All other news and information except that directly related to the Athletic Department should be
released to the media through the Public Relations Office. Athletic Department news and
information should be released through the Sports Information Office.

3. The decision to release information, date and content of release will be the responsibility of the
Marketing and Communications Department and/or the Vice President for University
Advancement.

4. When information released to the media affects Gonzaga policy or reputation, the following
Gonzaga officials will be notified in the order listed:

a. Vice President for University Advancement
b. Gonzaga President

c. Academic Vice President, Vice Presidents for Student Development, Finance, Mission, and
Administration and Planning.

After the Vice President for University Advancement and the President are notified, the vice
president directly affected will be contacted first and all others as quickly as possible thereafter.

If the President and all vice presidents are unavailable, the Marketing and Communications
Department will seek advice from other Gonzaga officials knowledgeable about the affected
area and make whatever announcement is deemed prudent, and continue attempts to reach the
President and vice presidents.

5. Individuals contacted for comments, opinions, or as experts in their fields of study are
encouraged to respond, at their own discretion, to questions relating to their areas of expertise.
Employees should notify the Marketing and Communications Department that a media
representative has contacted them.

6. When faculty, administrators or staff are questioned about Gonzaga operations, they should
refer all questions to the Marketing and Communications Department that will then involve the
appropriate Gonzaga spokesperson.

As with any written policy, all contingencies cannot be anticipated but common sense should
prevail in any course of action.

B. Public Relations

The Marketing and Communications Department must be notified as soon as possible when
situations or events occur which ultimately may require a public statement of Gonzaga position.
When the Marketing and Communications Department is not immediately available, the Vice
President for University Advancement will be the spokesperson.
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1. The Marketing and Communications Department must be:
a. Apprised of circumstances
b. Involved in early discussions concerning the situation
c. Informed about facts pertinent to the situation
d. Made aware of other Gonzaga policies that bear on the event

e. Made aware of positions taken by the President and/or the Board of Trustees which may
affect specific situations

2. Administrators speaking on behalf of Gonzaga should review prepared statements, questions
that may arise, and direction on Gonzaga policy with the Marketing and Communications
Department.

3. Early involvement of the Marketing and Communications Department will enable the department
to:

a. Review all aspects of the situation

b. Arrange a system of obtaining information

c. Help those involved develop an official Gonzaga position

d. Anticipate questions from the media

e. Prepare a list of questions to be avoided

f. Respond to negative situations in the manner most favorable to Gonzaga

In an emergency situation, those directly involved will address the issue, and the Marketing and
Communications Department will respond to questions from the public.
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Patents Policy

A. Purpose

This policy establishes guidelines for inventions, improvements, and discoveries resulting from the
work of Gonzaga University faculty, administrators, staff, students, research associates, visiting
scholars, and anyone employed by Gonzaga.

Gonzaga’s main interest in research is training future scientists and engineers, and promoting new
knowledge and understanding for the general benefit of humankind - not to financially benefit from
inventions. However, marketable inventions or discoveries may result from Gonzaga research
activities. In such cases, it is in the best interest of the inventor, Gonzaga, and the public that a
patent be applied for and obtained, if possible, as outlined in this policy.

B. Patentable Inventions

1. Preamble: Gonzaga University considers and, where appropriate, assists in patenting and
commercially developing any discovery or invention accomplished with Gonzaga support. This
policy encourages creative intellectual effort, furthers the advancement of knowledge for the
public benefit, protects the respective interests of all parties involved, and assists the inventor
and Gonzaga in realizing tangible benefits from inventions, improvements and discoveries.

2. Applicability of the Policy: This policy applies to all inventions, improvements and
discoveries, whether patentable or not, which are conceived or reduced to practice through
research and development supported by Gonzaga-owned or administered funds, equipment,
facilities, materials, or services. Such inventions, improvements and discoveries are referred to
as “Gonzaga inventions,” and the term “inventor” refers to Gonzaga University faculty,
administrators, staff, students, research associates, visiting scholars, or anyone employed by
Gonzaga.

Inventions resulting from an inventor’s efforts on his or her own time and without the aid of
Gonzaga facilities and/or equipment are the inventor’s sole property. Gonzaga does not claim
any rights to inventions resulting from outside duties, or use of Gonzaga facilities and/or
equipment.

3. Disclosure of Inventions: As soon as reasonably possible, the inventor will disclose in writing
his or her invention to the dean of his or her academic area. The Dean will inform the Academic
Vice President, who will convene the Patent Committee. The Dean of the College of Arts and
Sciences and the Dean of the School of Engineering are ex-officio members of the Patent
Committee, and will annually alternate the Chairpersonship of the committee. Other committee
members are one trustee appointed by the Chairperson of the Board of Trustees for a three-
year term, one regent appointed by the President of the Board of Regents for a three-year term,
and three faculty elected by the Faculty Assembly for staggered three-year terms. The
committee must be kept fully informed, in writing, about the progress of research and
development of an invention. Committee decisions will be in writing and a copy forwarded to
the inventor.

4. Ownership and Disposition of Inventions: As to each Gonzaga invention, the committee
shall decide whether:

a. The invention will be submitted to Research Corporation Technologies or to another similar
non-profit organization for patenting, marketing, etc., subject to the reservation of agreed
upon rights, and upon acceptance, assigned and transferred to such organization.
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b. The invention will remain in Gonzaga’s ownership. If patents are applied for by the inventor
at Gonzaga’s expense and if a patent or patents are granted, the inventor will assign the
patent or patents to Gonzaga for administration.

c. The invention will be released to the inventor who may apply for a patent at his or her own
expense. Under this alternative, the inventor shall grant to Gonzaga a royalty-free,
irrevocable, non-exclusive license to make or use the invention for its own purposes.

Depending on the circumstances of each case, all Patent Committee decisions will be made
promptly. If the Committee fails to act within six months of the original disclosure notice, it will
be presumed that the Committee determined that the invention will be released to the inventor
who may apply for a patent at his or her own expense.

5. Distribution of Royalties from Inventions: To recognize the inventor's meritorious services
and to encourage basic and applied research, Gonzaga University will share the proceeds from
patents with the inventor. The inventor or inventors will receive sixty percent of the net royalties
received by Gonzaga, and Gonzaga will retain forty percent. Gonzaga'’s share will be
maintained in a separate account dedicated to the support of research. In each instance of
receipt of net royalties, one-half of Gonzaga’s share will be allocated to the inventor’'s
department. Net royalties are defined as the total proceeds Gonzaga receives from marketing
and selling the invention less expenses incurred by Gonzaga, including patent and/or litigation
costs, consulting and professional fees, commissions paid to others, travel expenses, telephone
and reproduction costs, and any other identifiable expenses.

If the inventor receives release time from his or her regular duties to work on the invention, a
separate agreement for the distribution of royalties will be entered into and signed by Gonzaga
and the inventor. This agreed distribution may vary from the formula stated in the preceding
paragraph.

6. Sponsored Research: If the research and development is financed jointly by Gonzaga and
one or more third parties, or solely by one or more third parties, Gonzaga and the principal
investigator (inventor) will confer with the third party or parties concerning a mutually
satisfactory agreement regarding ownership, licensing, royalties, and use of any results from the
work. Most agreements provide that Gonzaga will take title to inventions and will grant certain
license rights to the sponsor.

7. Resolution of Disputes: Any inventor requesting an exception to this policy or challenging a
patent decision made by the Patent Committee on behalf of Gonzaga may appeal to the
Academic Vice President. The appeal must be in writing and may be submitted by the inventor
as argument in opposition to the Committee’s report. A copy of the inventor’s written argument
will be submitted to the Committee, and the Committee may submit a written answer to the
inventor’s argument. If the Committee submits such answer, the inventor will be given the
opportunity to respond.

The Academic Vice President will establish a time schedule for filing the documents in the
appeal process. Such schedule will be strictly adhered to unless the Academic Vice President
grants an extension or extensions. The Academic Vice President’s decision on the appeal will
be final and will be explained in writing to the inventor.

C. Effective Date, Amendments and Revisions
The Patent Committee will review this policy at least every five years, or more frequently by request
of the President or the Academic Vice President. Before taking effect, revisions recommended by

the Committee must be approved by the Academic Vice President, the President and the Board of
Trustees.
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Public Expression of Personal Views Policy

When making public expressions of personal views, Gonzaga employees must take steps to assure
they are not identified as Gonzaga spokespersons or representatives. Therefore, using Gonzaga
letterhead, e-mail systems or position titles in such circumstances is always inappropriate.

As a tax-exempt organization, Gonzaga is prohibited from participating in political activities. This
prohibition includes, for example, endorsing candidates for political office or engaging in lobbying
activities related to legislative initiatives. Therefore, Gonzaga employees are cautioned to take
extraordinary steps to assure that personal involvement in such activities does not infer endorsement or
support by Gonzaga.
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Reductions-In-Force for Employees Policy

A. Purpose

While Gonzaga’s goal is to provide a stable work environment, Gonzaga’s staffing needs change
over time. These variations may be related to program, functional, or enrollment changes;
reorganization; lack of work; the reduction, elimination or reallocation of funding sources; or for
other reasons determined by Gonzaga administration. When circumstances necessitate a
reduction-in-force, certain employees may be separated from Gonzaga through layoff, reduction of
hours/days worked, and/or consolidation of positions. The administration reserves the right to
implement such personnel actions in the best interest of Gonzaga. All personnel actions will
comply with applicable federal and state laws and Gonzaga'’s policy on non-discrimination. Nothing
in this policy shall be construed as creating a contractual right to continuing or permanent
employment or to change the existing employment-at-will status of employees.

B. Definitions

1. Reduction-in-force: A reduction in the employment of current staff through temporary or
permanent layoff, reduced hours/days worked, or consolidation of positions.

2. Temporary Layoff: Gonzaga-initiated unpaid leave with the general expectation of recall to
work within six months from the time the layoff begins.

3. Permanent Layoff: Termination of employment with Gonzaga with no expectation of recall.

4. Reduction of hours/days worked: As an alternative to layoff, Gonzaga may reduce the
number of hours or days to be worked in a work period.

5. Consolidation of positions: Existing positions may be consolidated at Gonzaga’s discretion.
This will normally result in the reassignment and/or permanent layoff of affected identified
employees.

6. Furlough: Gonzaga reserves the right, at its discretion, to implement short, temporary unpaid
furloughs for all classifications of employees other than those with employment contracts.

C. Criteria for Determining Reductions-in-Force

Reductions-in-force will be planned to consider appropriate treatment of identified employees, the
impact upon affirmative action and diversity objectives, and compliance with Gonzaga policy.
Decisions will be made on the basis of Gonzaga needs and work requirements. These decisions
will not reflect adversely upon the job performance, employment and reference record of employees
impacted by these actions.

1. Selection:

a. The reduction-in-force policy is not intended as a means of removing unsatisfactory
employees whose below standard performance or unprofessional conduct has not been
addressed and documented through performance review, Performance Notice, CAP/LOE,
discipline, and other appropriate methods. However, employee performance may be
considered in reduction-in-force determinations if proper attempts have been made to
address the performance or conduct issue, and appropriate documentation of these efforts
exists.

b. When employee skill, productivity, value and performance levels are deemed by
management to be substantially equal, length of service with Gonzaga and diversity
objectives may be considered in selecting employees for reductions-in-force.
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C.

In consultation with deans, supervisors, and/or directors, the area vice president will
determine which positions from the area will be affected by reductions-in-force. This
analysis will include consideration of alternatives for reorganization, restructuring, and/or
consolidation for efficiency and operational requirements.

The following general guidelines will normally determine the priority in which employees will
be affected by a reduction-in-force in a given area:

i. Temporary employees will normally be laid off first, except where special skills are
required.

ii. Part-time employees will normally be laid off next, except where special skills are
required.

If reqular employees are to be laid off, the following factors will be considered:

i. Employees in their first six months of employment will normally be laid off before other
regular-status employees in the same department or area, provided the retained
employees have the skills and abilities to perform the available work.

ii. While length of service will be considered, it will not be the sole criteria for determining
which employees are to be laid off or retained. Relative capabilities, adaptability,
teamwork, and people skills may also be compared and considered.

iii. Length of service may be the determining criteria where the decision makers perceive no
material difference in the other designated factors.

Individuals whose positions are reduced or eliminated may not automatically assume a
similar position occupied by an employee with less length of service. For example, if shifts
are eliminated due to consolidation or reorganization, the individuals currently working those
shifts will not automatically be allowed to take the position of an individual on another shift
based on length of service. The decision as to who will be retained on the remaining shifts
will be based on the criteria outlined above.

2. Notification:

a.

The HR Department will assist departments in developing communication strategies to notify
identified employees.

Employees will be notified in writing and in person whenever possible by the department
supervisor and a HR Representative.

Length of Notice: all classifications of employees will be given a minimum of four weeks’
notice. However; Gonzaga may pay employees in lieu of providing the minimum notice
period.

Employees who are required to continue to work during the notice period may request
reasonable time off with pay for activities related to a job search. The immediate supervisor
and HR must give prior approval for such activity.

Should an employee resign after receiving written notice of temporary or permanent layoff,

(i.e., to accept a position outside Gonzaga) payment will not be made for the balance of the
notice period.
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D. Employee Benefits

1. Permanent Layoff:

a.

f.

Group Benefits - Coverage for medical and dental benefits will end the last day of the month
in which the notice period ends. Life and long-term disability benefits will end on the day of
termination.

COBRA (Consolidated Omnibus Budget Reconciliation Act) - If employees and their
dependents are not covered by any other group medical plan or dental plan they may
continue coverage for a period up to 18 months by paying the monthly premium.

Employees will receive detailed information from the third-party administrator of Gonzaga
University’s COBRA plan regarding their rights to continue coverage and payment schedule.

Retirement Plan - Final contributions to the employee’s pension plan will be made when the
last paycheck is issued. HR will provide detailed information regarding withdrawal options.

Tuition Waiver - Tuition waiver benefits will continue through the end of the semester in
which the notice period ends.

Vacation - All unused and accrued vacation will be paid in the employee’s final paycheck.
Vacation may not be used to extend the notice period; however, employees will be
encouraged to use their vacation during the notice period.

Sick Leave - Unused sick leave is not paid out when employment is terminated.

2. Temporary Layoff:

a.

Group Benefits - Coverage for medical, dental, life and long-term disability benefits will end
the last day of the month in which the employee is on paid status. HR will notify employees
of their option to self-pay all benefits during their unpaid leave period.

Retirement Plan - Contributions to the employee’s pension plan will be made on all earnings
received from Gonzaga (including return to a temporary position). Withdrawals from the
pension plan can be made only at time of termination. They are not available during unpaid
leave periods.

Tuition Waiver - Tuition waiver benefits will continue during the unpaid leave period.

Vacation - Employees must utilize all unused and accrued vacation pay before going to
unpaid leave status. Accrued vacation, if any, will be paid if employment is terminated.
Vacation does not accrue during unpaid leave periods.

Sick Leave - All accrued sick leave will be carried over upon an employee’s return-to-work,
but will not be paid out if employment is terminated. Sick leave does not accrue during
unpaid leave periods, and it may not be used.

E. Employment Assistance

1. Gonzaga Positions: Employees on temporary or permanent layoff status are encouraged to

apply for Gonzaga positions when such positions are open for recruitment. All employment
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opportunities will be posted on the Gonzaga employment website at
www.gonzaga.edu/employment.

2. Out Placement Assistance: Upon request, HR will provide information and assistance in job
search technigues, resume and application letter preparation, interviewing skills, and guidelines
for unemployment assistance.

3. Rehire: As provided by Section 1 B, of the Gonzaga University Policies and Procedures
Manual, employees rehired by Gonzaga within six months of their permanent lay-off date will be
credited with their previous length of service and accumulated benefit eligibility level, consistent
with the classification of their new position.

F. Pre-implementation Review

A proposal to layoff one or more employees pursuant to this policy must be submitted to the
Assistant Vice President for HR (AVPHR) and the Equal Opportunity Officer in sufficient time to
allow HR to review the proposal before implementation. The AVPHR and the Equal Opportunity
Officer will review the reduction-in-force proposal in an effort to ensure that the plan or proposal (a)
does not unlawfully impact protected classes of employees, (b) provides appropriately documented
programmatic and/or budgetary justification to identify affected positions and employees, and (c)
provides appropriately documented justification for the selection of each particular employee for
layoff within a classification and level.

G. Appeal Procedure

Any regular employee directly affected by and who objects to a layoff decision made under this
policy shall use the Part 2: Grievance Policy to request a review of the decision.

Faculty should review the Faculty Handbook and individual faculty contracts § 308.00.
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Retirement Policy

Gonzaga provides a 403(b) plan and an optional 457(b) Deferred Compensation Retirement Plan.
Gonzaga’s formal 403(b) retirement plan allows participants to:

1. Accumulate a substantial portion of retirement benefits for long term service with Gonzaga.

2. Accumulate retirement benefits which can be added to benefits from other employers for those
who have served Gonzaga for a shorter time.

A. Normal Retirement Age:

Gonzaga does not have a mandatory retirement age. The normal retirement age of approximately
65 does not apply to eligibility for withdrawals on Gonzaga'’s retirement plan or other benefits.

B. Retirement Plans:

403(b) Defined Contribution Retirement Plan - Beginning the first day of the month following one
(1) year of service, all employees working a minimum of 1,000 hours per year must enroll in
Gonzaga's 403(b) Defined Contribution Retirement Plan. Employees contribute 5% of their salary
and Gonzaga contributes 8.5%.

Employees may make voluntary contributions before one year of service, if working less than 1,000
hours, and above the required contribution after one year of service. Gonzaga does not match
voluntary contributions. Voluntary contributions are subject to IRS limitations. All contributions are
tax sheltered as provided under section 403(b) of the Internal Revenue Service Code. Employees
are 100% vested in all contributions and earnings from their participation date.

457(b) Deferred Compensation Retirement Plan - All employees working a minimum of 1,000
hours per year are eligible to enroll in Gonzaga’s 457(b) Retirement Plan. By enrolling in the 457(b)
plan, employees are eligible to tax-shelter additional contributions beyond the 403(b) plan limits, up
to the 457(b) IRS limit. There is no Gonzaga matching contribution.

Investment Options - Gonzaga’s policy is to use investment vehicles that provide a reasonable
return to all participants. Many investment options are available. However, given the nature of
retirement funds, Gonzaga selects only those investment options deemed prudent. To minimize
risk, Gonzaga uses major financial service organizations with high industry ratings, substantial size,
and experience.

Individuals have varying financial needs and investment goals depending on their age, length of
service, personal financial status, and risk tolerance. To accommodate these variances, the
retirement plan allows participants to select fixed income and/or common stock options.

While Gonzaga cannot advise individuals on investment selections, the plans will enable
participants to make changes in their investment options during the course of their careers.

C. Retirement Committee

Gonzaga administrators, including but not limited to the Executive Vice President, the Vice
President for Finance, the Assistant Vice President for HR, and the Benefits Manager, will meet
annually to review the program in light of current economic conditions, benefit plan trends, and
investment performance. Gonzaga employees may be represented on the Retirement committee
by the chairperson of the Faculty and Staff Benefits Committees.
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D. Retiree Medical Insurance

Gonzaga offers medical insurance continuation to employees in good standing who choose to retire
early. Medical benefits-eligible employees with a minimum of 10 years of service who are at least
age 55 may continue coverage in Gonzaga’s medical insurance for themselves and their
dependents by self-paying the premium. The premium is calculated by adding Gonzaga’s total
cost. The employee may continue their dependent coverage until the employee reaches age 65.
COBRA bengefits will then be offered to eligible dependents.

Faculty may also want to reference 428 in the Faculty Handbook.
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Social Media Policy

A. Policy

This policy applies to all Gonzaga employees who participate in any form of social media activity.
Gonzaga employees who engage in social media activity must abide by all federal and state laws,
and Gonzaga policies and procedures. Social media includes all types of postings on the internet
including, but not limited to: blogs, forums, on-line journals and diaries, bulletin boards and chat
rooms, internet-based collaboration tools such as Google Apps, and micro-blogging or social
networking sites such as Twitter, Facebook, LinkedIn, Friendster, YouTube, and MySpace.
Employees must be aware that when they post something on-line it becomes a part of the public
domain.

Consistent with Section VI Employee Professional Conduct Standards of the Gonzaga University
Policies and Procedures Manual, employees should use discretion when requesting or accepting
“friend” requests from other employees or students, and should be aware of what fellow employees,
students, alumni or others may see in their on-line profiles, blogs, postings, etc. Employees may
reject a friend request from any other employee or student without repercussion.

B. The Use of Social Media as part of Job Responsibilities

1. Employees who use social media as part of their regular work responsibilities must comply with
their departmental guidelines. Departmental guidelines must be reviewed by HR before being
implemented.

2. Recruiting

All employees must review the Gonzaga University recruitment strategy guidelines prior to
initiating a recruiting process.

Internet-based / social media research in the recruitment process is authorized pursuant to
Human Resources guidelines and must be consistent with the Gonzaga University’s Policy on
Non-Discrimination.

a. Research can only be done on publicly available platforms.
b. Candidates may NOT be asked for passwords.

c. Consider the source of the online information in your evaluation. If information of concern is
discovered, we recommend giving the candidate an opportunity to explain or respond to the
information. Allowing a candidate to respond is especially valuable if you are conducting
this research following a formal interview.

d. Potential sites for review include:

i. websites provided by the candidate that are relevant to the job position
requirements;
ii. university or employer websites where the candidate may have relevant
experience;
iii. relevant professional association sites;
iv. websites associated with a candidate’s research, teaching, volunteer, or other
activities.
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3. References

a. References for applicants - Reference checks must be coordinated through HR to ensure
consistency and legal compliance.

b. References for former employees - Consistent with Section I: Employment, para. 23
“References for Former Employees” in the Gonzaga University Policies and Procedures
Manual, HR is the preferred source of information about former employees. Supervisors or
employees who receive written or verbal reference requests or letters of recommendation
requests from potential employers should refer requests to HR. Employees should not use
social medial to provide references for former employees.

4. Performance Feedback: Supervisors must conduct performance reviews as part of Gonzaga’s
regular review process consistent with Section I: Employment, para. 13 “Work Performance” in
the Gonzaga University Policies and Procedures Manual. Supervisors must not conduct
performance feedback on social networking sites.
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Solicitation and Distribution Policy

A. Purpose

In order to maintain and promote efficient and secure operations, solicitation and promotion of
causes or organizations and the distribution of materials in the workplace are limited.

B. Policy
No employee shall solicit or promote any cause or organization in work areas during his or her
working time or during the working time of the employees at whom such activity is directed
without authorization from the appropriate department head.
No employee shall distribute or circulate any printed or written non-Gonzaga, non-work material
in work areas during his or her working time or during the working time of the employees at
whom such activity is directed.

Meals and breaks do not constitute working time.

It is the responsibility of the employee to distinguish appropriate times and means for solicitation
and distribution consistent with this policy.

Under no circumstances will non-Gonzaga employees be permitted to solicit or distribute written

materials for any purpose on Gonzaga'’s premises without prior authorization from the
appropriate vice president.
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Staff Additional Compensation Policy

A. Policy

Additional compensation may be requested by a supervisor for an employee who carries out a
special project, serves in an acting appointment, or who otherwise appropriately earns a bonus.

Additional compensation is not appropriate if the work in question is to become an on-going part of
an employee’s position. If so, the employee’s position should be subjected to a formal job
evaluation, with the assistance of HR.

Supervisors who wish to recommend additional compensation must consult with his/her divisional
budget officer and Human Resources before submitting a formal request. A justification memo will
be required along with a form for all additional compensation requests, outlining the business
rationale for the request. Supervisors should be mindful that additional compensation, if approved,
requires Gonzaga University to pay corresponding benefits, including but not limited to, retirement
plan contributions and Social Security taxes.

B. Criteria

1. Special Project - a project that creates substantial additional work for an employee. A
special project must have a defined timeframe and outside the normal scope of a position.

2. Acting Appointment- an appointment in which an employee accepts additional job
responsibilities due to the absence of another employee or supervisor. Acting appointments
normally occur when an employee is asked to assume the role of an employee in a higher
job classification. Acting appointments must have a defined timeframe.

3. Bonus — a non-base building one-time bonus may be allocated to an employee who
demonstrates exceptional performance or goal achievement, or to recognize longevity and
service. A bonus may not exceed 10% of the individual’'s annual salary.

5. Honoraria — considered a gesture of goodwill and appreciation to employees for a service
for which payment is not required. The amount is not negotiated and does not involve a
contract or invoice. It is not for ongoing services.
6. Base Building — base building adjustments may be used for recognition of exceptional
performance, retention efforts, strengthen alignment within an established pay range, etc.
These adjustments are considered base salary.
C. Process

1. Originator completes the Additional Compensation Request Form, justification memo and
submits to Human Resources (HR) for review.

2. If the HR supports the request, it is sent to the Office of Budget and Financial Analysis for
funding confirmation. The request is then forwarded to Area Vice President for review.

3. Once the Area Vice President reviews, it is sent to Chief of Staff (President’s designee) for
final approval.

4. If approved, HR will complete an electronic personnel action form for the appropriate payroll
effective date.
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Standards for On-Campus Religious Activities Policy

A. Purpose

Gonzaga University is a Catholic University committed to supporting the faith life of its Roman
Catholic members and supporting the faith development of Gonzaga community members from
other faith traditions. Gonzaga also educates the entire Gonzaga community on its Jesuit, Catholic,
and humanistic character.

B. Guidelines

1.

Gonzaga makes no active attempts to proselytize these individuals through its programs or
sponsored activities. Similarly, Gonzaga University does not allow any individual or
organization to proselytize using facilities, programs, or activities controlled by Gonzaga.

This policy should not be used to discourage open dialogue among community members
concerning their religious beliefs and values. Representatives of all faith traditions may, with
approval of the Director of University Ministry, provide on-campus religious functions for
students who are likewise affiliated. Students of all faiths are encouraged to create recognized
groups to support their own religious beliefs and practices. These groups are sponsored
through Gonzaga Ministry Office.

No individual or organization, either internal or external to Gonzaga, may sponsor activities on
campus that have the express purpose of proselytization, which is to make converts of
members of Gonzaga community to join another church or religious affiliation. Gonzaga
reserves the right to limit or restrict the on-campus activities of any organization or individual
whose purposes are contrary to Gonzaga’s religious and ethical values.

C. Enforcement

Gonzaga also reserves the right to enforce a policy of non-duplication of services. If approved
organization is already functioning to provide for the faith needs of a particular segment of students,
then Gonzaga can deny access to a similar group. The Director of University Ministry will evaluate
and implement this policy as necessary.
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Telecommute Policy

A. Policy

Gonzaga University considers telecommuting a viable work option which, when properly
implemented and administered, can benefit both Gonzaga and the telecommuter. Telecommuting
does not change the terms and conditions of employment with Gonzaga. All Gonzaga University
employees, including telecommuters, are subject to Gonzaga University’s employment policies and
procedures.

Supervisors must carefully evaluate an employee’s request to telecommute based on factors listed
in this document to determine if the request is reasonable, and benefits both Gonzaga and the
employee. The supervisor, department head or dean, and area vice president must approve any
telecommute arrangement. If approved, the employee, supervisor, area vice president, and
Information Technology Services (ITS) representative sign the “Telecommuting Employee and
Supervisors Agreement” and submit the form to HR for final review. The telecommute agreement
may be withdrawn at any time if it is no longer in the best interest of Gonzaga University to
continue.

The employee and supervisor agree on the number of telecommuting days allowed each week, the
work schedule the employee customarily maintains, and the manner and frequency of
communication. The supervisor and telecommuter communicate in a manner and frequency that is
appropriate for the job and the individuals involved. The telecommuter agrees that he/she is readily
accessible by phone or online within a reasonable time period during the agreed upon scheduled
work hours at the off-site premise. Telecommuting employees will be held accountable for
producing the quality and quantity of work product equivalent to an employee who is on-site.

A telecommuter who is non-exempt must record all hours worked. Hours worked include any time
an employee spends in email and/or telephone conversation on behalf of Gonzaga University,
whether during normal work hours or any other hours. A non-exempt employee must also take
his/her required breaks, and obtain pre-approval to work any overtime in accordance with Gonzaga

policy.
B. Eligibility

Telecommuting employees are selected based on University need and their demonstrated ability to
work independently and manage their own workload. In most cases, an employee should have at
least one year of Gonzaga University service, be in good standing with demonstrated exceptional
performance, and have a position description whose essential functions are conducive to
telecommuting.

C. Responsibilities
1. The telecommuter is responsible for:

a. Designating and maintaining a workplace free from recognized hazards and in compliance
with all occupational safety and health standards, rules, and regulations. All office
equipment, telecommuting equipment, furniture, and other items used for Gonzaga business
shall be located within the work space designated by the telecommuter and may be used
only by authorized employees for intended Gonzaga University purposes.

b. Establishing an appropriate work environment at the off-site office. Gonzaga is not

responsible for remodeling or repair costs associated with the setup or maintenance of the
employee's off-site office.
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C.

Using all Gonzaga University-owned telecommuting equipment, office equipment, and
furniture in a safe manner and for its intended purpose. Employees must return the
equipment in the same condition in which it was originally received, minus normal wear and
tear. Employees are personally liable for missing or damaged equipment.

Setting up and maintaining an ergonomically correct workstation and following Gonzaga'’s
ergonomic guidelines found at www.gonzaga.edu/safety or as provided by Gonzaga’s
Environmental Health & Safety (EH&S) Department. Ergonomic evaluation of the
employee’s workspace may be performed by the EH&S Department during the regularly
agreed upon telecommute work schedule.

Following Gonzaga’s accident/prevention plan and reporting injuries to his/her supervisor
and EH&S Department within 24 hours. Following a work-related injury, an EH&S
Department representative will conduct an evaluation of the employee’s workspace. All
Workers Compensation Insurance claims arising from job-related injuries will be filed in the
State of Washington.

Ensuring his/her internet connectivity is adequate to meet the technology requirements to
accomplish the job.

2. Gonzaga University is responsible for:

a.

Supplying the telecommuter with appropriate office supplies (e.g., pens, paper, etc.) to
successfully complete job responsibilities.

Reimbursing the telecommuter for all other pre-approved business-related expenses (e.g.,
phone calls, shipping costs, etc.) reasonably incurred within job responsibilities.

At its discretion, repairing and maintaining University-owned telecommuting equipment,
office equipment, and furniture (in accordance with the normal execution of work).
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Travel Guidelines Policy

A. General Guidelines

Since travel costs represent a sizeable portion of Gonzaga’s total expenditures, appropriate efforts
must be made to contain and control these costs. Gonzaga seeks the cooperation of all employees
to maximize cost saving opportunities. While Gonzaga recognizes the need for flexibility in
administering travel guidelines, expenditures that appear to be in conflict with the intent of these
guidelines will be submitted to the employee’s Department Budget Officer for review. These travel
guidelines govern travel for general University purposes. Some departments of Gonzaga routinely
travel as part of their departmental activity. They may have addendum guidelines that are specific
to their departmental activity. These departments must submit any addendum guidelines to the
Controller’s Office so that the Controller’s Office can properly audit the department’s travel activity
against the department’s approved guidelines.

These guidelines are intended to provide employees (faculty, staff, and student), who are duly
authorized by their Department Budget Officer to travel on behalf of Gonzaga, with adequate levels
of transportation, lodging, meals, and other services necessary to conduct Gonzaga’s business.
Gonzaga intends that employees should travel in reasonable comfort when away from home on
business. However, accommodations, meals, transportation, and services used should be in
keeping with those to which the individual is accustomed in normal circumstances and should never
be lavish or extravagant. Travel funds should be expended as though they were coming from one’s
own pocket.

Gonzaga also has a Vehicle Use Policy. This policy describes in more detail the criteria for being
an approved driver, rental and use policies, driver responsibility, driving rules, and driving
conditions. Please refer to this Vehicle Use policy for further information to supplement the
information contained in the Travel Guidelines.

B. Substantiation and Documentation

1. The Internal Revenue Service imposes specific requirements for travel and entertainment
reimbursements and advances to be considered as nontaxable to the employee. For
reimbursement of incurred expenses, the following must be documented in the space provided
on the travel expense form:

a. The business purpose
b. The dates and amounts of each item of expense
c. The business relationship to Gonzaga of those entertained, if such entertainment is required

2. Gonzaga requires that original receipts be submitted for all expenses. In the case of hotel bills,
the folio account, which details room service for meals, beverages, and incidentals, from the
hotel must also be submitted. Credit card statements/slips alone are not adequate
documentation. All purchases of gasoline or other supplies for rental cars should be
documented with a receipt. For business entertainment, one must indicate in the appropriate
space the names and affiliation of those entertained, the purpose and justification of the
entertainment, and when and where the business discussion took place. It is expected that
business entertainment will be kept to a minimum.

3. Employees must substantiate all travel and entertainment expenses within fifteen (15) days after
incurring the expense. In cases where an advance was obtained for travel, all items not
substantiated within sixty (60) days of the expenditure will be reported to Payroll as taxable
income.
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C. Air Transportation

1.

Air transportation can be reserved and ticketed through one of the travel agencies designated
by Gonzaga. The approved agencies are Travel Leaders (formerly Carlson Wagonlit Travel) at
327-8749 or Egencia Corporate Travel (formerly Expedia Corporate Travel) @
www.egencia.com.

Tickets purchased through these agencies must be placed on a purchase order. You will need
to contact Purchasing to set up an Egencia account in order for you to be able to access their
website.

For air transportation arrangements other than listed above, a preapproval from the Department
Budget Officer in your area is required. Payment is on a reimbursable method or as a corporate
credit card expense.

All domestic and foreign travel should be booked in excursion class. Airfare booked at other
than the lowest available class will be charged back to the employee to the extent that it
exceeds the lowest available fare.

The following link describes in-depth travel processes prepared by the Purchasing Department.
You can go to Microsoft Outlook, Public Folders, All Public Folders, Purchasing, Travel,
GonzagaUniversityTravel.ppt.

To maximize discount fare possibilities, air travel arrangements should be reserved as far in
advance of the travel date as possible. Restricted fares provide opportunities for saving funds
but the traveler should weigh carefully the savings potential against the risk of change or
cancellation. To be a cost effective traveler, one should plan early and carefully. Acquaint
yourself with the airline’s/agencies policies of missed, delayed, or cancelled flights.

Due to the change in airline policy, the employee may be responsible for any additional luggage
charge over the designated one luggage piece. (See Section 19.8) Special circumstances may
apply such as carrying on supplies or brochures. Check with your Department Budget Officer
for specific guidelines.

Gonzaga’s guidelines allow frequent flyer awards to be retained by the employee. If the IRS
classifies these awards to be an additional tax burden, the employee will be responsible for the
resulting tax liability. If an employee uses personal frequent flyer award miles for a business
trip, the trip will not be reimbursed for cash. The trip should be recorded in University
Advancement as a gift in kind. Any employee found to be incurring unnecessary travel
expense (additional trips, circuitous routes, unwarranted use of high cost airline, etc.) for
purposes of building bonuses, will be considered to be defrauding Gonzaga and will be subject
to disciplinary action.

D. Ground Transportation

1.

2.

Airport Transfers: The airport shuttle service should be the preferred method of transportation
to a hotel or meeting site. Taxis and private limousines should be used only when they
represent a more reasonable alternative or are essential because of time constraints.

Taxis: Taxi use should be limited, with preference given to public transportation. If public
transportation is unavailable or inadequate for local travel, then taxis may be used. Trips should
be of minimal length and each trip should be separately identified on the travel expense form.
Receipts should be obtained whenever possible.

Car Rental: Whenever possible, use Budget Car Rental which is the preferred vendor for travel
outside of Spokane. These arrangements can also be made through Egencia. Make certain
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that the Washington State contract number (V515846) is on the Budget billing and use a
Gonzaga “authorized representative” card. The Controller's Office has these cards for the
following vendors: Budget/Avis, National, and Alamo. A completed Car Rental Request Form
with the Budget Officer’s signature is required for a car rental card to be checked out.

You may make reservations directly with Budget or through your travel agent. Please follow
these instructions:

a. Budget Telephone Reservations:

e Call Budget (800-527-0700)

e Tell the reservation agent that you want to make a reservation using your Gonzaga
corporate discount number, V515846 and use your corporate rates.

¢ Reservation agents may ask if you want a promotional rate such as those offered
through a Costco, Sam’s Club or Triple AAA. Do NOT take promotional rates — they
void all of the coverage’s provided under the State of Washington agreement such as
Loss Damage Waiver.

b. Budget.com Reservations:

e Go to www.Budget.com

e Enter in pertinent pick up and drop off information for your trip under the section that
says, “Step 1 of 4”.

e You MUST include Gonzaga’s discount number, V515846 where it says “Optional Offer
Code (BCD)” to ensure that you are given rates and benefits under Gonzaga'’s discount.

e If you have a Fastbreak number, please also include your Fastbreak number where it
says, “RapidRez #/online ID” so that you receive your Fastbreak service for your rental.

e For Fastbreak information — contact the travel buyer in the Purchasing Department.

e Click on “Continue” and follow instructions to complete your reservation.

c. Travel Agency Reservations:
o Tell the agent that you want to use your Gonzaga corporate program and rate.
¢ Provide the agent with your BCD number, V515846.

*** Please note that our Budget rates include insurance coverage as long as you are renting on
University business and are using the corporate rates. Therefore, please do not book a
promotional rate even if it is cheaper, as these rates do not include insurance.

Avis Budget Group has stated they are on the exception list that states there is no underage fee
for anyone less than 25 years of age and the requirement to meet age requirement of 25 years
old to rent is no longer applicable. Consequently, 21 to 24 year olds can rent standard cars and
SUV’s through the Avis Budget Group. Vans are not approved unless prior authorization is
given.

If you are departing from Spokane and need to rent a vehicle, there are several local vendors
that accept University purchase orders: Enterprise (509-328-0173), Dollar Rent-A-Car (509-

462-4981) and Thrifty Car Rental (509-838-8223). Travel Leaders (327-8749) can also make
car rental arrangements.

Always rent the automobile in the name of “The Corporation of Gonzaga University”. Do not
rent it in the traveler's name. Should the automobile be rented in the name of the individual and
not the Corporation of Gonzaga University, insurance coverage is NOT automatic. Should the
automobile be rented in the name of an individual, it is HIS OR HER responsibility to assure that
insurance coverage is purchased at the time of rental or that proper coverage is available
through the individual’s personal automobile insurance.
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Rental of 12 to 15 passenger vans is not approved unless you are renting a van directly from
Gonzaga. You will need to rent standard vehicles or mini-vans only. Depending on the type of
vehicle, a SUV may be acceptable as many of these are now the equivalent of mini-vans from a
wheel base standpoint. For further clarification, please contact Marcia Bertholf (509-313-6139).

Do not purchase physical damage insurance (CDW or Collision Damage Waiver). As long as
the automobile is rented in the name of The Corporation of Gonzaga University, Gonzaga is
covered for rental car physical damage for rentals of less than 30 consecutive days. This is true
for autos and vans with a value of $50,000 or less. Coverage for a bus or vehicle exceeding
$50,000 value should be arranged with Marcia Bertholf, Assistant to the Vice President for
Finance (509-313-6139).

Prior to taking possession of a rental vehicle, employees should make a thorough inspection to
assure that any existing damage is noted on the rental agreement. Employees are encouraged
to plan their travels to return rental cars to the renting location to avoid unnecessary drop-off
charges. Such charges can substantially increase rental costs.

Employees should always attempt to refill the gas tank before returning the car. Service station
prices for fuel are considerably less than the charge imposed by rental companies.

Employees who continue on a trip for personal reasons must transfer the rental to a personal
credit card.

Personal Automobiles: Staff members must use University vehicles whenever available. If a
personal automobile is used, reimbursement will be based on the following:

o Gonzaga authorizes reimbursement at the current IRS rate. The rates and the effective
dates can be found in Public Folders/All Public Folders/Controller's
Office/Documents/Mileage Rate Log. A log, with date, destination, travel purpose, and
mileage must be submitted to the Controller's Office along with the Reimbursement
Request.

¢ Mileage from home to work is considered a personal expense and is therefore not
reimbursable by Gonzaga. However, if an employee leaves from home to go to another
business place (such as an airport); the mileage that exceeds the distance from home to
work can be reimbursed.

If an employee is authorized to use a personal automobile in lieu of alternative transportation,
reimbursement will be based on the least costly of the normal public transportation or the
automobile allowance. Should two or more employees travel together in one personal
automobile, reimbursement will be made only to the employee whose vehicle is used for the
travel.

Corporate credit cards should not be used to fill a personal vehicle with gasoline. Employees
required to use their personal vehicles while engaged in University business are eligible for
mileage reimbursement consistent with this policy and subject to the approval of their
Department Budget Officer. The mileage reimbursement rate is determined by the IRS and
includes gas, oil, maintenance, insurance, and depreciation costs. Any changes in the IRS
reimbursement schedule will be implemented automatically by Gonzaga.

The current mileage reimbursement rate is listed in Public Folders/All Public Folders/Controller’s
Office/Documents/Mileage Rate Log.

If an accident occurs when a University staff member is driving his or her privately owned

vehicle, that individual’s insurance is primary and will be utilized prior to Gonzaga’s possible
provision of any excess liability protection.
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Reporting Accidents

In the case of an accident involving a rental vehicle refer the rental company, injured party, or
anyone claiming injury to Marcia Bertholf (509-313-6139) or Joe Madsen, Risk Manager, at
(509-313-6445). Be prepared to furnish the following information:

Rental Vehicle

Driver's Name

Make, year, and license number of vehicle

Rental contract number

Name, address, and phone number of passengers
Renter’'s home and business phone numbers
Damage incurred

Date of loss

Time of loss

Address where accident/loss occurred

CoNor®LNE

Other Vehicle or Property

1. Driver and owner’s name

2. Address and phone number

3. Make, model, year, license number, state of registration
4. Name of insurance company

5. Name, address, and phone number of passengers

6. Damage incurred

General Information

1. Police officer's name and badge number

2. Name, address, and phone number of withesses

3. Explanation of accident, including description of accident

4. Street names, weather and road conditions, direction moving, date, hour and
location

5. File an accident report if required by law.

The employee should use good judgment to minimize the situation as if it were her/his own problem.
E. Hotel Accommodations

1. Gonzaga’s policy is to use quality commercial grade hotel facilities. Some hotels will request
Gonzaga’s tax ID number (91-0236600). While hotel rates vary significantly from city to city, a
range of $70-$150 per night is suggested. Federal guidelines for major cities are available in
the Controller’s Office.

2. Check with the hotel if you will be arriving late. Most hotels require you to check in before 6:00
pm. If you are arriving later than this, it may be necessary to guarantee late arrival. The
employee is responsible for any changes or room reservation cancellations. Any “no show”
charges will normally be the direct responsibility of the employee.

To avoid incurring such costs, employees are encouraged to cancel in a timely manner and
record the cancellation number assigned when the room is released.

3. Reimbursement is limited to a single room rate unless the room is to be shared with another
University employee. Any additional charges incurred as a result of non-approved spousal,
companion, or family accompaniment should be deducted before submitting a Travel Expense
Request. Room service charges are discouraged but not prohibited and should be at the
Department Budget Officer’s discretion depending on travel circumstances.
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If an employee continues a trip for personal reasons, hotel reservation must be transferred to
the employee’s personal credit card or be paid personally.

Additional detailed processes for hotel stays can be accessed at Microsoft Outlook, Public
Folders, All Public Folders, Purchasing, Travel, GonzagaUniversityTravel.ppt.

F. Meals

1.

It is Gonzaga’s policy to provide a per diem meal allowance of $35 per day. If an employee
starts and ends the travel period with a partial day (see guidelines for actual reimbursements
below), the following per diem breakdowns are requested to be used:

e Breakfast $7 (20%)

e Lunch $11  (30%)

e Dinner $17  (50%)

If meals are included with the conference/registration fee, an adjustment based on above rates
is required from the per diem rate.

Gonzaga also recognizes that actual meal costs vary widely throughout the country. Therefore,
with Department Budget Officer approval, Gonzaga may reimburse meal expenses that exceed
the per diem allowance. Actual receipts are required for reimbursement of all such meal
expenditures. Department Budget Officer may choose to use the IRS Per Diem guidelines for
high cost city travels.

Gonzaga depends on its employees to exercise prudence in the selection of restaurants. Meals
should always be commensurate with the traveler’'s normal eating practices. Gonzaga will not
reimburse meal costs that are deemed to be lavish or otherwise extravagant.

The following guidelines apply in situations where reimbursement of actual meal expenses is
authorized:

e Breakfast reimbursement permitted if travel begins earlier than 7:00 a.m. and no meal is
served on the transportation used.

e Lunch costs will be reimbursed on all out of town assignments.
Dinner costs will be reimbursed when the traveler is out of town for the evening meal or
returns after 7:00 p.m. and no meal was provided by the transportation company en route.

Any meal costs that appear to be excessive will be referred to the Department Budget Officer in
charge for final approval. Departmental Budget Officers may authorize expenditures for
alcoholic beverages as stated in the individual department policies.

G. Local Business Meals and Entertainment

1.

Expenses with original itemized receipts incurred for local business meals and entertainment
(meetings, employer/employee relations, etc.) may be reimbursed with approval of the
Department Budget Officer. Meal costs that appear excessive will be referred to the
Department Budget Officer for final approval.

Good business practice may include the necessity from time to time of hosting business
contacts under conditions conducive to business discussion but removed from University
offices. Such entertainment must not be lavish or extravagant and must be reasonable and
appropriate to conduct business. Expenditures for alcoholic beverages must have Department
Budget Officer approval before submission to the Controller’s Office. The practice of a quiet
meal with a business associate that includes no discussion of business is not allowable.
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3.

The IRS requires documentation to support each instance of business entertainment. A receipt
that identifies the establishment and includes the city and the date on which the entertainment
occurred should be included with the expense report.

It also must contain the name and affiliation of those entertained and the business purpose.
Credit card payment forms or statements alone are not considered itemized receipts.

H. Travel Related Expenses

1.

Parking and Toll Charges: Necessary parking and toll charges incurred on University
business are reimbursable in addition to mileage allowance and other transportation expenses.
If you have extended your trip for personal time, and you parked your vehicle at the airport, you
need to prorate the cost between business and personal.

Baggage Fee: Some airlines recently added an additional fee for checked baggage. Gonzaga
will cover the cost of one checked baggage per business trip. Receipt is to accompany
reimbursement or travel advance.

Tips and Gratuities: Tips and gratuities should be reasonable. Receipts are generally not

required.

¢ Waiters: Up to 20% of the check may be included with the meal charge on your Travel
Expense form.

o Taxis: Up to 20% of the fare may be included with the taxi charge.

e Bellhops/porters: $1.00 per bag may be identified in the miscellaneous expense column on
the travel expense.

o Housekeeping: $1.00 per day.

e Valet Parking: $1.00-$2.00 when car is returned.

e Always write the tip amount on the receipt for record tracking. If using a per diem rate, tips
are included in daily rate.

Telephone: When using the phone, be aware of excessive hotel fees, which vary from one
hotel to another. Expenditures for personal long distance calls will not be reimbursed.

Personal Service: Laundry, cleaning and pressing charges are allowed only when a traveler
will be away from home base more than seven days. Reimbursement for such charges will be
limited to $25 for each seven-day period.

Personal expenses are payments for activities that primarily benefit the individual and will not be
reimbursed. The following is a sample list of such expenses (this list is not intended to be all-
inclusive):

Movies or video rentals

Premium TV channels

Car washes

Toiletry items

Barber and hairdresser expenses

Medical expenses

Hotel health club fees

Personal reading materials (magazines, books, newspapers, etc.)

Traffic fines or penalties

Repairs, maintenance, or towing of personal vehicles

Personal credit card fees or penalties

Lost or theft of personal property

Alcoholic beverages without Department Budget Officer approval

Spousal, companion, or family travel
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7. Any exceptions to the above list must have prior approval of the Department Budget Officer.

8. Gonzaga will not be responsible for costs incurred as a result of illegal actions by an employee,
even if the employee is conducting University business. This includes vehicular violation.

9. Passport and Visa Fees: Fees for passports and visas are reimbursable, if specifically
obtained for the business trip

10. Reqgistration Fees for Conferences and Professional Meetings: Whenever feasible,
registration fees for conferences and professional meetings should be paid in advance to obtain
available discounts.

I. Credit Cards

1. University issued credit cards may be used for business meals and travel. Charges for retail
items or services need prior approval by the Department Budget Officer and should be for
emergencies only. The traveler will be charged for purchases that are not in compliance with
this policy or for purchases for which receipts are not provided. Original detailed receipts, not
credit card slips, are required for reimbursement. Should an employee require a credit card for
extended travel, the Controller’s Office has gasoline, telephone, and car rental cards available
for check out. These cards must be returned within two business days following completion of a
trip.

2. Should a credit card be stolen or misplaced, inform the Controller’s Office (509-313-6371)
immediately. If you cannot reach anyone in the Controller’s Office (i.e. on a weekend) cancel
the card with the company immediately by calling the 24-Hour Customer Service number (1-
800-344-5696 for inside the U.S.) and (701-461-2010 collect for outside the U.S). Always
remember to keep the card number and phone number separate from each other.

J. Companion Accompaniment

As a general rule Gonzaga does not reimburse for spousal, companion, or family accompaniment.
Under no circumstances will expenses for spousal, companion, or family travel be reimbursed
unless Department Budget Officer approval has been granted in advance. If a spouse, companion,
or family member accompanies an employee for personal purposes, the difference in hotel charges,
if any, for a double room must be deducted before the expense report is submitted. If breakfast or
other meals are charged to one’s hotel account, only the amount for the employee’s meals can be
charged to Gonzaga. If two Gonzaga employees from separate departments travel together, it is
important to track the expenses separately and report separately to each Department’s Budget
Officer.

K. Travel Advances

1. Normally, requests for travel advances should be limited to approximately $125/day. Such
request may be submitted to Accounts Payable when making travel arrangements, but not less
than ten full working days in advance of the date the funds are needed. A check or an ACH
advance will normally be issued approximately one week before departure date.

2. The expense record (travel advance/request for reimbursement) should be submitted within 15
working days of the last day of the trip to the Controller's Office. Without timely and proper
documentation, the advance may be turned into the Payroll Office for W-2 taxability of amount
received. This is an IRS requirement for accountable plans such as Gonzaga’s. A second
travel advance may not be approved if a prior expense report is overdue. Gonzaga retains the
right to deny travel advances to any individual who has not submitted documentation in a timely
manner for a previous advance.
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All persons requesting reimbursement or reporting expenditures incurred on behalf of Gonzaga
must submit the appropriate documentation (reimbursement request, expense report, etc.) to
their Department Budget Officer for approval prior to submission to the Controller’s Office.

All Gonzaga Departments may add addendums to Gonzaga travel policy for their specific areas. Please forward
the addendum to the Controller’s Office for prior approval before distributing to department.
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Tuition Waiver Policy

A. Purpose

Gonzaga University’s tuition waiver benefit provides continuing opportunities for educational
development for eligible employees, their spouses and dependent children.

This policy is intended to provide qualified tuition reduction benefits under Internal Revenue Code
Section 117(d) and to serve as an educational assistance program under Internal Revenue Code
Section 127.

Employees and their eligible dependents utilizing benefits are considered Gonzaga students and
must adhere to all applicable policies including Admissions, Registration, and Office of
Community Standards, fee assessment, financial holds, Financial Aid and academic requirements.

B. Eligibility

These eligibility requirements apply to regular employees, or spouses and dependent children, for
courses at Gonzaga University:

1. Emplovees: Effective August 1, 2016 Regular employees are eligible to receive tuition waiver
for courses that begin after one year of continuous employment.

a. Full-time employees, scheduled 30 hours or more per week are eligible for 100% tuition
waiver. Part-time employees (faculty 50%-74% contract) are eligible for 50% tuition
waiver. Adjunct faculty are not eligible for tuition waiver benefits.

b. Tuition waiver is available for undergraduate, graduate, and doctoral courses. Tuition
waiver is not available for Law School or Medical School courses.

c. Staff employees are limited to one course during their regularly scheduled working hours
per semester. Regular working hours include lunch and break periods; employees
cannot use their intended lunch breaks to attend classes unless it meets two
requirements: (1) compliance with federal and state regulations on break periods, and (2)
it is the employee’s election, not the supervisor’s directive. Employees are expected to
get approval from their supervisor for adjusting work schedules for class attendance.

d. Supervisory approval is required for enrollment AND for work hour adjustments.
Supervisors must consider the needs of the department when determining whether to
permit an employee to enroll in one course per semester during working hours. All job
duties must continue to be performed according to expectations while utilizing the tuition
waiver benefit.

e. Under the Tuition Waiver Policy, employees are limited to one of each degree type: one
bachelor’'s degree, one master’s degree and one doctoral degree. Tuition Waiver is not
available for a second degree if the second degree would be of lower academic level
than the first degree received under the Tuition Waiver. For example, once a Master’s
degree has been earned, completion of a Bachelor's degree is not allowed under the
Tuition Waiver benefit.

2. Spouse and Dependent Children: Legal spouses and dependent children of full-time
employees are eligible for tuition waiver based on the employee’s anniversary date, before the
beginning of the semester, as follows:

After the 1st year anniversary date - 50%
After the 39 year anniversary date - 75%
After the 51 year anniversary date - 100%
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a. Spouse tuition waivers are for one Gonzaga University degree, either undergraduate or
graduate courses (excluding Doctoral, Law and Medical).

b. Dependent children tuition waivers are for one undergraduate degree. Admitted High
School Dual Enroliment students are covered under this policy as non-matriculated
students.

For the purpose of Tuition Waiver dependent children are defined as follows:

o Adependent child (a) is a son, daughter, stepson, or stepdaughter of the employee, (b)
has not attained age 24 as of the close of the applicable calendar year, (c) resides with
the employee more than one-half of the year, (d) does not provide more than one-half
of his/her own support, and (e) has been claimed on the employees most recent tax
return as a dependent.

o Upon initial request for tuition waiver benefits, the employee will be asked to certify that
his/her child meets the above criteria by providing a copy of the employee’s most recent tax
return showing that the child was claimed as a dependent or a copy of domestic relations
order stating that the child is qualified dependent.

o Annually employees will be asked to certify that his/her child continues to meet the above
criteria by completing an affidavit that the above criteria continues to be met.

Dependent Children of Retired or Deceased Employees: Dependent children of retired
employees in good standing (at least age 55 with a minimum of 10 years of service) or
deceased employees are eligible for 100% waiver benefit if, at the time of the employee’s
retirement or death, they were otherwise eligible employees. All other policy provisions apply.
Written hardcopy Tuition Waiver forms must be completed annually. Contact HR for a copy of
this form.

ROTC Personnel: Fulltime ROTC personnel may participate in Gonzaga’s Tuition Waiver
program on the same basis as Gonzaga employees. However, all available federal tuition
assistance should be used to reduce the amount of such waivers. Special guidelines exist for
ROTC personnel; each case should be referred to HR. Written hardcopy Tuition Waiver forms
must be completed annually. Contact HR for a copy of this form.

C. Other Terms and Conditions

1.

Fees: This policy covers tuition only; all related mandatory fees (GSBA, matriculation, workshops,
lab fees, technology, etc.) text books and other supplies are the responsibility of the student.

Credit Limits: Employees and their dependents are eligible to take up to 30 Undergrad Non-
matriculated credits or 12 non matriculated graduate level credits per tuition waiver. Employees and
their eligible dependents are allowed a maximum of 155 credits to complete their undergraduate
degree under the Tuition Waiver benefit. Employees and their spouses are allowed only the
number of credits required to earn the graduate and doctoral degrees. Tuition charges related to
taking courses beyond those required for the degree are not covered under the Tuition Waiver and
are the responsibility of the employee.

Eligible Courses: Eligible courses or programs are regular courses for matriculated students at the
graduate or undergraduate level. Study abroad courses (with the exception of GU in Florence),
Principal Certification, Continuing Education/Workshop and site based classes are excluded from
tuition waiver.

Study abroad programs: Dependent children who are matriculated Gonzaga University students
are eligible to participate in Gonzaga-in-Florence study abroad program. Additional fees related to
travel, books and other cost will be the responsibility of the student. The tuition waiver does not
apply to the following programs Gonzaga-in-Paris, Faculty-Lead, Exchange Programs and
Sponsored Programs. Employees and spouses are not eligible for tuition waiver on study abroad
programs.

FACHEX and Tuition Exchange: FACHEX and Tuition Exchange are undergraduate tuition waiver
exchange programs involving other Jesuit Colleges and Universities and other participating
universities. This program is open to dependent children of Gonzaga University employees who are
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eligible for 100% tuition waiver. Dependent Children that are accepted to other Universities are
subject to the host schools’ terms and conditions. Because it is a competitive process and only
limited spots are available based on the policies of the host institutions, there are no guarantees
given to eligible employees that their eligible dependents will be awarded a Tuition Waiver at the
school of their choice. Each school determines how many waivers are available and sets their own
criteria for deciding who will be awarded tuition exchange waivers.

General information and a current list of participating institutions is available on the
benefits.gonzaga.edu website, specific arrangements for FACHEX and Tuition Exchange should be
made through the Financial Aid Office. Applications for FACHEX and Tuition Exchange are available
on the benefits.gonzaga.edu website.

6. Taxable Waivers: All undergraduate waivers are non-taxable, except waivers granted to
grandfathered dependent children who do not meet the Internal Revenue Service definition of
dependent Post - Bachelor and Graduate waivers for employees are only taxable if the value of the
tuition is greater than $5,250 per calendar year. Graduate waivers for spouses are taxable in full.
The value of taxable waivers is included in an employee's gross income and the applicable taxes
are withheld during the semester that the waiver is incurred. Please contact payroll with questions
regarding your taxable waiver amount. Please consult a tax advisor with questions regarding the
effect on your individual taxes.

7. Satisfactory Academic Progress: All students, including those receiving tuition waiver, must be in
good academic standing, as defined by the Financial Aid Office’s satisfactory academic progress
policy, to maintain eligibility for the tuition waiver and other types of financial aid. Students who fail
to meet the requirements have the option of appealing their status to the financial aid office. The
complete policy, including details on the satisfactory academic progress measures, statuses, and
options for appealing are available at www.gonzaga.edu/SAP.

8. FEinancial Aid: Employees are encouraged to complete a Free Application for Federal Student Aid
(FAFSA) to determine financial aid eligibility for other sources of financial aid. Students eligible for
tuition waiver under this policy may retain any Gonzaga-funded merit, department, activity, and
athletic scholarships for which they qualify; however, the value of the award and tuition waiver
combined cannot exceed 100% of the tuition. Gonzaga'’s financial aid office will coordinate from
other sources (federal, state, etc.) according to the appropriate regulations. In general, external aid
does not affect the value of the waiver. Students attending Gonzaga through FACHEX are subject to
the limitation noted above. Students attending other institutions on FACHEX are subject to the
financial aid policies of the receiving institution.

9. Employment Status: Employees under formal disciplinary actions that are deemed to be connected
to attendance and/or ability to perform job functions may not be eligible to receive the tuition waiver
benefit for themselves.

10. Student Accounts: All employee, spouses and dependents must have their student accounts paid
in full and/or their payment plan in good standing at the end of each semester. Students with
balances due from a prior semester will not receive the tuition waiver for any subsequent semesters
until all balances have been paid in full.

11. Employment End: If an employee voluntarily leaves employment, prior to October 15t for fall
semester, March 15t for spring semester or July 1st for summer sessions, the tuition waiver will be
revoked and the employee and/or dependents will be personally responsible for full amount of tuition
and fees incurred during that semester. If an employee is dismissed, eligibility for this program will
cease at the end of the semester in which the employee’s employment ends.

D. Procedures
1. Employees are responsible for conforming to this policy to receive tuition waiver benefits.
2. Registration must be confirmed through the Student Accounts Office to be valid.
3. Deadlines for submission of Tuition Waiver Request forms are due one month prior to the start of the

term.
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4. Dependents and spouses must have an active student record with the University prior to submitting a
tuition waiver form. Parents of new incoming students should contact the benefits manager with their
students ID number prior to completing the tuition waiver form in Zag Web.

5. Employees must complete the tuition waiver on Zag Web for the academic year.

Regular Faculty hired prior to November 1, 1996 may have additional grandfathered benefits for themselves and
their dependents. Please contact Human Resources for additional details.
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Vehicle Use Policy

Federal regulations require extensive record keeping by employers who permit the use of employer-
owned vehicles for personal business. Employers must determine the value of the personal use of a
vehicle and require full reimbursement from employees, or report this value on an employee’s Form W-
2 as additional compensation. Because of the additional burden on Gonzaga that this requires, the
President has directed that Gonzaga vehicles be used only for Gonzaga business.

133



Wellhess Policy

Gonzaga University’s wellness program helps to promote optimal working conditions and enhances
employees’ physical and emotional health. The program coordinates Gonzaga’s many resources that
facilitate individual health and well-being. A Wellness Committee of faculty and staff, with the support
of HR, directs the program, chooses positive approaches to wellness, encourages health
knowledge/practices, and presents enjoyable activities to promote self-esteem and self-acceptance.
The mission of the committee is to provide diverse and balanced health management program
resources and opportunities to meet a wide range or personal health needs, which fosters employee
engagement to create or build on healthier lifestyles.

The Gonzaga Wellness program is designed to improve the health and well-being of Gonzaga
University employees and their families through health management programs that include early
intervention and activities that support positive lifestyle changes. This results in improved employee
morale and health-care related cost savings. The Wellness Program includes: ZagFit, Wellness and
Benefits Fair that includes biometric screening and completion of a Personal Health Assessment;
fitness classes; Health Advocate’s assistance and support for understanding medical issues and
medical claim inquiries, recommendations to assist with elder care, competitions and challenges that
can earn prizes and discounts on medical premiums.
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Whistleblower Policy

Gonzaga University has a responsibility for the stewardship of university resources and the public and private
support that enables it to pursue its Mission. Gonzaga University is committed to compliance with the laws
and regulations to which it is subject and to promulgating university policies and procedures to interpret and
apply these laws and regulations in Gonzaga University setting. Laws, regulations, policies, and procedures
strengthen and promote ethical practices and ethical treatment of all members of the Gonzaga community,
those who conduct business with Gonzaga, and those who conduct Gonzaga’s business.

Gonzaga’s internal controls and operating procedures are intended to detect and prevent or deter improper
use of university assets, misappropriations, or improper commercial business transactions or activities.
However, even the best systems of control cannot provide absolute safeguards against such irregularities.
Intentional and unintentional violations of laws, regulations, policies, and procedures may occur and may
constitute improper use of university assets, misappropriations, or improper commercial business transactions
or activities. Gonzaga has a responsibility to investigate and report to appropriate parties allegations of any
such suspected improper activities. Examples of improper activities are set forth in Exhibit A.

Anyone may report an allegation of improper use of university assets, misappropriations, or improper
commercial business transactions or activities. A whistleblower report may be made to EthicsPoint,
Gonzaga’s independent and confidential reporting service, or other internal Gonzaga reporting sources.
EthicsPoint can be reached at: www.gonzaga.ethicspoint.com or 1-855-888-9237. EthicsPoint shall review
the report and coordinate with appropriate individuals at Gonzaga to investigate and determine the facts. In
all instances, Gonzaga retains the prerogative to determine when circumstances warrant an investigation and,
in conformity with this policy and applicable laws and regulations, the appropriate investigative process and/or
disciplinary process to be employed.

A person or entity reporting improper use of university assets, misappropriations, or improper commercial
business transactions or activities is commonly referred to as a whistleblower. Whistleblowers may be
university employees (faculty or staff), applicants for employment, students, vendors, contractors, or the
general public. The whistleblower’s role is as a reporting party. Whistleblowers are not investigators or
finders of fact, nor do they determine the appropriate corrective or remedial action that may be warranted.

Whistleblowers frequently make their reports in confidence. To the extent possible, within the limitations of
law and policy and the need to conduct a competent investigation, confidentiality of whistleblowers will be
maintained. Whistleblowers should be cautioned that their identity may become known for reasons outside of
the control of the investigators or university administrators. Should the whistleblower self-disclose his or her
identity, Gonzaga will no longer be obligated to maintain such confidence.

Similarly, the identity of the subject(s) of the investigation will be maintained in confidence with the same
limitations.

It is a violation of Gonzaga policy to threaten, intimidate or retaliate in any way against an individual for raising
allegations of harassment or discrimination, participating in an investigation, complaint process or hearing,
filing a complaint alleging harassment or discrimination, or encouraging others to report. Retaliation includes,
but is not limited to, any form of intimidation, reprisal, or harassment. Gonzaga will take immediate and
responsive action to any retaliation. Anyone found to have acted in a retaliatory manner may be subject to
appropriate disciplinary action up to and including termination of employment.

This whistleblower policy does not address work-related conflicts and thus does not replace or supplant the
Part 2: Grievance Policy found in the Gonzaga University Policies and Procedures Manual and in the
Gonzaga University Faculty Handbook, Section 307.00, et seq., under the circumstances described herein.

Continued next page
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Exhibit A

Examples of Improper Conduct and Reprisal or Retaliation

Examples of improper conduct include, but are not limited to the following:

ONoGA~AWNE

Forgery or alteration of documents

Unauthorized alteration or manipulation of computer files

Fraudulent financial reporting

Pursuit of a benefit or advantage in violation of Gonzaga’s conflict of interest policy.
Misappropriation or misuse of university resources, such as funds, supplies, or other assets
Authorizing or receiving compensation for goods not received or services not performed
Authorizing or receiving compensation for hours not worked

Knowingly allowing others to do a dishonest act
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Workplace Violence Prevention Policy

A. Purpose

This policy establishes procedures to minimize the threat of violence in the workplace and provides
guidelines for responding promptly to workplace violence.

All employees are responsible for minimizing workplace violence. Verbal threats, threatening
behavior, or acts of violence by any employee against any person on Gonzaga-owned, leased, or
managed property will not be tolerated. Workplace violence will be investigated, and employees
who engage in this behavior will be removed from the campus as quickly as safety permits.
Violations of this policy will result in appropriate disciplinary action, including potential dismissal.
Arrest and criminal prosecution by off-campus authorities are also possible.

B. Prohibited Behavior

While it is not possible to describe all the actions that might constitute threatening or violent
behavior, the following conduct is strictly forbidden in the workplace:

1. Harming or threatening to harm another person.
2. Damaging or threatening to damage another person’s property.
3. Committing or threatening to commit acts of workplace sabotage.

4. Possessing a weapon. The term “weapon” is defined as any object designed to cause bodily
injury, damage property, or cause a reasonable fear of bodily injury or property damage. The
prohibition includes, but is not limited to, firearms, pellet/BB/air guns, replica guns and other
simulated weapons, fireworks, home-manufactured cannons or explosive devices, bows and
arrows, slingshots, clubs, martial arts devices, and switchblades or otherwise-illegal knives. An
object otherwise not considered a weapon may be included within this policy if used as a
weapon. Possession of a lawfully issued concealed weapon permit does not exempt a party
from this prohibition.

C. Managing Behavior
1. Incidents of Workplace Violence — Notification Requirements

a. 9-1-1:. Employees should call 911 to report violent behavior or immediate threats of
violence. An immediate threat includes any behavior that is perceived as likely to lead to
violence, such as a verbal altercation which appears to be escalating. Employees are
encouraged to err on the side of caution and not hesitate to call 911.

b. Campus Public Safety & Security (CPSS) (external 509 313-2222, internal 2222):
Employees should next call CPSS and explain a 911 call has been placed. CPSS will
respond accordingly. CPSS will contact Human Resources at the soonest available
opportunity. HR will coordinate services as appropriate.

c. Functional Area Leadership: Employees should next call their immediate supervisor. If
unavailable, the employee should contact their next level of leadership until they have
exhausted the functional area chain of command. For example, a faculty member needs
to notify their Chair, and depending on accessibility, their Dean, and potentially, the
Academic Vice President. Department and program chairs will notify their dean or vice-
president level supervisor.
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2. Potential Threat of Workplace Violence

a. Reporting: Employees should promptly report to their supervisors or Human Resources
situations they believe could lead to workplace violence, including, but not limited to,
personal situations of domestic violence or the existence of any type of ho-contact
orders such as restraining or anti-harassment orders.

b. Evaluation: Employees are encouraged to err on the side of caution when evaluating
the threat of potential workplace violence. While each situation is unique, circumstances
can quickly escalate. In all cases, University personnel will exercise discretion in
handling reported information.

c. Employee Relations: Supervisors are required to seek HR’s assistance with potentially
volatile situations such as employee disciplinary action or organizational restructuring.

D. Exceptions

1. ROTC - The Director of CPSS has authorized ROTC personnel access to simulated, inoperable,
ceremonial weapons. The authorization defines the terms and conditions of access, storage,
and transportation requirements and is available through CPSS (external 509 313-2222, internal
2222).

2. Academic - With prior approval from both the Academic Vice President and Director of CPSS, a
weapon used in or for specific instruction, theatre production, or approved research may be
permitted in University academic, administrative, or support facilities. The AVP and Director will
define terms and conditions for weapons use at the time of approval.

3. Washington State Fully Commissioned Law Enforcement Officer - This policy does not apply to
Washington State fully commissioned law enforcement officers conducting official business on
University property.

E. Assistance and Resources

Human Resources is available to assist employees and supervisors to help prevent workplace
violence. This assistance includes opportunities for training to identify situations likely to result in
violence, anger management classes, and referrals to the Employee Assistance Program and other
resources. Training is also available regarding the handling and reporting of specific volatile
situations.
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