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April, 2004

Dear CSU Staff Member:

Welcome to Cleveland State University! | hope your experience here is rewarding
and satisfying for both you and the University. This handbook, developed by the
Department of Human Resources Development and Labor Relations, is meant to
serve as an aid to you to achieve just that end. It contains general guidelines and
procedures relevant to your employment relationship with CSU.

The University depends upon a dedicated, capable, courteous and productive staff
to fulfill its mission of recruiting, retaining and graduating students.
Congratulations on accepting this challenge with us. We know that we can count
on you to serve in an efficient and courteous manner as a member of our carefully
selected team. Your efforts N combined with those of the rest of the university
community Ndetermine our success.

CSU and You is a general source of information and is not Oall inclusive.O It is
not a legal document or an employment contract, is subject to change, all or in
part, without notice, and supersedes previous CSU and You handbooks. If you have
any questions at all, please consult with your supervisor or any member of the
Department of Human Resources Development and Labor Relations staff.

| encourage you to maximize your employment experience and enhance your
personal development throughout your career at CSU.

Sincerely,

W,&M

Joseph S. Nolan

Vice President for Administration and Executive Assistant to the President
Appointing Authority for Classified Staff
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1.2

DEPARTMENT OF HUMAN RESOURCES
DEVELOPMENT AND LABOR RELATIONS

SECTION 1

Authority 2.1

The Cleveland State University Department of Human
Resources Development and Labor Relations is responsible
for all phases of the personnel program for Classified Staff
members. This includes the administration and interpretation
of the State of Ohio Civil Service System, as well as the
establishment and interpretation of University personnel
policies. Information about employment opportunities,
promotion procedures, and benefits is also available.
Employees are encouraged to contact the Department
of Human Resources Development and Labor Relations
for general information or for assistance in individual 2.2
matters at (216)687-3636. Visit our website at
www.csuohio.edu/HRD.

Information and Communication

The Department of Human Resources Development

and Labor Relations (HR) communicates with employees

in many ways. Notices concerning HR related matters are
sent via mass email and/or campus mail and posted on the
HR website (www.csuohio.edu/HRD). Departmental
communications are issued periodically to update employees
on new or changing policies. It is recommended that
employees retain these bulletins for easy reference.

Department bulletin boards are located throughout
campus (Keith Building, Rhodes Tower, University
Center, and Plant Services Building). These bulletin
boards are used to post announcements for civil service
vacancies and examinations, as well as notices regarding
your rights.

The department maintains a 24-hour Job-Line (216-
687-9300) and website (www.csuohio.edu/HRD) which
are used to communicate information regarding vacanci2.3
The information in this handbook is accurate as of this
writing. Please contact us if you have questions.

EMPLOYMENT AT CLEVELAND STATE
SECTION 2

Equal Employment Opportunity

The University is committed to the principle of equal
opportunity in employment and education. No person
will be denied opportunity for employment or education
or be subject to discrimination in any project, program or
activity because of race, color, religion, sex, sexual orienta-
tion, national origin, age, disability, disabled veteran or
Vietnam era veteran, or other protected veteran status.
Complaints of unlawful discrimination should be filed
with the Affirmative Action Office (See Section 2.2).

Affirmative Action

The University is an Affirmative Action employer and
is committed to the development and implementation of
results-oriented policies and programs to enhance access
and opportunities for minorities and women, persons
with disabilities, and disabled and Vietham era veterans.
The Board of Trustees has charged everybody associated
with the University to support and implement these
policies and procedures and to participate in achieving
their maximum success.

The Affirmative Action Office is responsible for the
day-to-day administration and implementation of the
UniversityOs Affirmative Action Plan and the investigation
and resolution of informal and formal complaints of
unlawful discrimination, including complaints of sexual
and racial/ethnic harassment. If you believe you are
experiencing problems with discrimination, or wish to
obtain information pertaining to equal opportunity and
affirmative action policies and programs, please call the
Affirmative Action Office at (216) 687-2223 for confiden-
tial assistance.

Sexual Harassment

Sexual harassment is prohibited by federal and state law
and by University policy. The University will not tolerate
sexual harassment because it creates an unacceptable or
injurious working environment.

All administrators and supervisors are expected to insure
full compliance with the UniversityOs sexual harassment
policy in their areas of responsibility. Employees who
experience or observe sexual harassment should contact the
Affirmative Action Office at (216) 687-2223. Formal and
informal complaint procedures for the prompt resolution
of sexual harassment issues are available to all employees.
Copies of the sexual harassment policy and complaint
procedures can be obtained from the Department of
Human Resources Development and Labor Relations
or the Affirmative Action Office.



EMPLOYMENT AT CLEVELAND STATE

SECTION 2

24

2.5

Americans with Disabilities Act

Under the Americans with Disabilities Act (ADA) and
University policies, employees, students and members
of the public with physical disabilities must be afforded
physical accessibility to campus facilities and programs.
The ADA and University policies also protect individuals
with disabilities from discrimination in employment and
in any program, project or other University activity.

OPerson with a disability® means any person who (1)
has a physical or mental impairment which substantially
limits one or more of such personOs major life activities
(seeing, hearing, walking, working, talking, etc.), (2) has a
record of such impairment, or (3) is regarded as having
such an impairment. Employees with disabilities may be2,6
granted accommodations to allow them to perform the
essential functions of their positions. Employees who
believe they qualify for protection under the ADA and
who wish to request an accommodation should contact
their supervisor, the Department of Human Resources
Development and Labor Relations, the Affirmative Action
Office or the Coordinator of Services for Persons with
Disabilities for proper processing of the request. If the
request involves the purchase of equipment or other aid
to perform the essential functions of a particular job, the
request must be directed to the Coordinator of Services for
Persons with Disabilities, University Center, Room 434.
The Coordinator should also be contacted for all issues
involving physical accessibility to University facilities.

All medical information regarding disabilities furnished
to the University in connection with a request for accom-
modation will be kept confidential and separate from your

personnel file, as provided by law. If you believe you hage 7

been discriminated against on the basis of a physical or
mental disability, please contact the Affirmative Action
Office for assistance under the UniversityOs formal or
informal complaint procedures.

Drug-Free Workplace

Cleveland State University is committed to a campus
free of alcohol and unlawful drug use. The unlawful pos-
session, use, distribution, manufacture or dispensation or
providing funding for illicit drugs, controlled substances
and alcohol or drug-related paraphernalia by students and
employees on University property or as part of University
activities is prohibited.

The University, in accordance with the appropriate
University disciplinary procedures, will impose sanctions
for violations of the above prohibitions. Sanctions for
employees may include one or more of the following: an
oral or written reprimand from the employeeOs immediate

supervisor or department head, a reduction in pay for a
definite or indefinite period of time, suspension with or
without pay for a definite or indefinite period of time,
participation in and satisfactory completion of a drug
and/or alcohol rehabilitation program, restitution or pay-
ment for damages to property or termination from
employment. In addition to these sanctions, the

University in appropriate cases may refer individuals to the
appropriate jurisdiction for criminal prosecution.

The IMPACT Employee Assistance Plan (EAP) pro-
vides confidential counseling and referral for personal and
work-related problems for employees and their household
members.

Identification Card

All staff members are issued cards to be used for identi-
fication on campus. To obtain an I.D. card, a new
employee must obtain an application card from the
Department of Human Resources Development and
Labor Relations and take it to the I.D. Center. If an
employee loses the I.D. card or has a name change, a new
application must be obtained from the Department of
Human Resources Development and Labor Relations, and
a new picture must be taken.

I.D. cards are the property of Cleveland State University
and must be returned to the VikingCard Center upon
termination of employment. The 1.D. card is also used for
admission to University events, physical education facilities,
loans from the library, discounts on non-food and non-
textbook items from the CSU Bookstore, and cashing
checks at the BursarQOs Office.

Form I-9

The University complies with the Immigration Reform
and Control Act, which requires all employees to establish
work eligibility before beginning work. Employees whose
work authorization is temporary must maintain a legal
work status and reverify that work status or complete a
new I-9 form whenever their work status is extended. An
employee who is unable to maintain a legal work status
will not continue employment and will be removed from
the UniversityOs payroll upon expiration of that status.
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3.2

OHIO CIVIL SERVICE SYSTEM

SECTION 3

Selection Procedures

Classified positions at the University are filled through a
competitive process known as the Ocivil service test.O The
civil service test may include a written examination, test of
skills, and an interview in the Department of Human
Resources Development and Labor Relations. Tests are
designed to measure the knowledge, fitness, skills, abilities
and worker characteristics necessary for successful perfor-
mance on the job.

The testing procedures at CSU have been established to
provide equal employment opportunity. Because each
applicant must be ranked according to the same basis of
comparison, it is essential that each applicant undergo all
of the tests currently required for a particular position.
Reasonable accommodations for disabilities are provided.

Job Change/Promotion

Employees who seek advancement are encouraged to do
so through available opportunities at the University. Job
movement is initiated when an employee expresses interest
in a posted position. Interested employees must meet the
minimum requirements and pass the examinations associ-
ated with the position. The Department of Human
Resources Development and Labor Relations administers
the examinations.

Posting: When a position becomes available, recruitment
will begin with the posting of the notice of position vacancy.
Employees who bid on the vacancy, meet the minimum
education, training, and experience requirements, and
pass all criteria within the examination process, will be
considered for the vacancy. Employees must have a current,
satisfactory evaluation on file in Human Resources, indi-
cating that the employee meets standards in all areas. Aj 3
evaluation is considered current if it is not more than 24%*
months old and not an interim probationary period evalu-
ation. The employee should also update their application
on file in Human Resources by adding their current CSU
employment and any other education, skills or experien
they may have acquired since their initial employment.
to ten applicants (internal and external) ranked in score
order, will be referred to the hiring department.

Application Procedure: Application is made when a
person expresses interest in a posted position. Position
vacancies are posted on Tuesdays and Fridays after 3:30
p.m. on the four Department of Human Resources
Development and Labor Relations campus bulletin 5
boards, and are announced on the Department of Hum:gﬁ’
Resources Development and Labor Relations job-line
(216-687-9300)and website (www.csuohio.edu/HRD). A
current CSU employee can apply for listed positions dur-

ing the application period by calling or reporting to the
Department of Human Resources Development and
Labor Relations office. The application period for posted
positions continues for three to ten working days following
the day of posting. A job description for the position is
available for review during the application period in the
Department of Human Resources Development and
Labor Relations.

Examination (Testing): A current employee may be
allowed necessary time off the job, without loss of pay,
when a portion of the examination is scheduled during
the workday (up to two examinations during any one
calendar year). However, the supervisor must approve
the release time.

Examination scores are valid indefinitely. However, if a
test is revised, an employee must take the new test in order
to be considered for a vacancy opportunity. The most recent
score will be recorded.

If an employee is selected for a new position, it is the
employeeOs responsibility to notify his or her current
supervisor and provide at least two weeksO written notice
before the transfer takes place, unless another arrangement
is accepted.

Promotion Compensation: A classified employee who
is selected for a position which is a promotion begins at
the lowest step of the new pay range that provides approx-
imately a four percent increase in the employeeOs current
base rate, provided such step exists. It is important that
employees interested in making a job change call the 24-
hour job-line or monitor the bulletin boards and website,
as they are the primary sources of information about
vacancies.

Lateral Transfer

A lateral transfer is the movement of an employee from
one classified position to another with no required change
in the employeeOs pay range.

Demotion

A demotion is the voluntary movement of an employee
from a position in one classification to a position in a clas-
sification with a lower pay range. When an employee
desires a demotion, the employee will be placed in the
highest step of the new pay range, which does not provide
either the same base pay or an increase in base pay.

Professional Staff Employees

and External Applicants

Professional Staff contract employees and external
applicants may apply for posted positions during the appli-
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3.7

cation period. Applicants who are not CSU employees may
be invited to participate in group testing in order to be
placed on eligibility lists for the classifications in which
they show interest and for which they qualify.

Probationary Period

When an external applicant is hired, or when a non-
bargaining unit employee successfully competes for a pro-
motion, a probationary period of 120 days must be com-
pleted before such appointment is considered final. Whe3.8
a bargaining unit employee successfully competes for a
position in another classification, a probationary period
of 120 days must be completed before such appointment
is considered final. In most cases the probationary period
is computed in calendar days beginning on the date of
hire. Intermittent employees (those who are not assigned
a regular, fixed schedule) serve a probationary period,
which is computed on an Ohours workedO basis.

The probationary period provides the employees with
the opportunity to learn the duties of the new position and
to demonstrate that the duties and responsibilities of the
position can be undertaken satisfactorily. The employeeOs
job performance is evaluated twice prior to completion
of the probationary period. However, if a new employee
receives an unsatisfactory performance rating, the department
may request a probationary separation prior to the com-
pletion of the probationary period. If an employee who
has been reclassified into a vacant position is unable to
fulfill the responsibilities of the new classification, a demo-
tion to the former position or similar classification may be
allowed within limits set by the University.

An employee who receives a probationary separation
may not be eligible for consideration for rehire for one
year.

Position Audit

A position audit is a review of a classified employeeOs
regularly assigned duties and responsibilities to determine
whether the position is properly classified. An audit is not
conducted during assignments of a temporary nature.

This review is conducted at the request of either the
employee or his/her supervisor. The request for an audit,
which is submitted on a form supplied by the Department
of Human Resources Development and Labor Relations or
available on the website, must be signed by the supervisor,
department head, the dean and the vice president/provost.
A request for an audit of a position may be made not
more than once a year unless documentation shows sub-
stantial changes since the last audit. If new duties are 3.9
assigned, the employee should have performed those new
duties at least four months before requesting an audit.

Jobs are analyzed through consideration of an updated
job description along with other information including
logs and interviews. Adherence to deadlines is essential,
and an audit shall be cancelled if at any stage the audit
materials are not returned on time. The classification
which most accurately describes the duties performed
shall be assigned to the position. The classification may

be higher, lower, lateral (same pay range) or not changed.
All classification changes shall be implemented.

The decision rendered on position audits for non-
bargaining unit positions may be appealed to the State
Personnel Board of Review, 65 East State Street, 12th
floor, Columbus, Ohio 43215-4213. Bargaining unit
position decisions may be appealed through the grievance
procedure.

Performance Evaluations

The performance evaluation is a part of the permanent
record of the employeeOs work performance and conduct
during the period of time noted on the evaluation.
Performance evaluations are completed twice during an
employeeOs probationary period and annually thereafter.

The evaluation contains an assessment of the employee(
performance in specific areas of responsibility and conduct.
The evaluation includes a portion for the employee to
express his/her view of the work situation. The employee
and the supervisor each complete the relevant portion of
the evaluation form and then meet to discuss the entire
document. Each signs the evaluation, which is then
reviewed by the department head. The evaluation is
retained in the employeeOs personnel file and is included
in a determination of the employeeOs eligibility for job
bidding. Please note: an unfavorable rating of two or
below makes an employee ineligible for job bidding on a
classified position.

Although the primary purpose of a performance evaluation
is to rate an employeeOs job performance uniformly and
objectively, the evaluation serves other purposes as well:

1) It serves as a means of communication between
employee and supervisor and can clarify standards
of expected job performance and continued devel-
opment;

2) It gives the supervisor and the employee an oppor-
tunity to discuss specific performance problems and
set goals for improvement;

3) It forms a basis for a determination of promotion
eligibility for an employee who wishes to participate
in the UniversityOs internal promotion procedure.

Each evaluation is retained in the employeeOs file and is
reviewed when the employee is under consideration for
promotion or transfer. An employee who receives an
unsatisfactory performance rating during the probationary
period may be removed or demoted.

Each classification in the Ohio Civil Service System is
assigned a specific pay range. When individuals are hired
they begin at Step 1 of the pay range assigned to their
classification. Upon completion of the probationary period,
employees move to the next step in their pay range. New
employees with qualifications that are beyond the minimum
normally required for the position, as determined by the
Vice President for Administration (or designee), may be
employed at an advanced step.
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3.11

3.12

Thereatfter, upon completion of each full year of servic§ 13
following the previous step increase, non-bargaining classi-
fied employees advance one step until they reach the final
step in their pay range. In the event that a promotion is
made effective the same date on which an annual step is
due, the computation producing the higher rate is used.

Longevity Increases

Employees are eligible for longevity supplements upon
completion of five years of state service. The longevity 3,14
supplement is based on Step 1 of the employeeOs pay range.
The schedule provides 2-1/2 percent for five years of service
and an additional 1/2 percent for each additional year of
service. The maximum longevity supplement is 10 percent.

Pay Rate Adjustments

Changes in the rate of pay for employees who are mem-
bers of bargaining units are set through the collective bar-
gaining process. The UniversityOs Board of Trustees has
authority to establish compensation rates for employees
who are exempt from membership in a bargaining unit.

Position Duties and Classification

The duties of a classified position are determined and
assigned by the supervisor or department head. A summary
of these duties and the recommended classification are
contained in the most recent audit report prepared by the
Department of Human Resources Development and 3.15
Labor Relations. However, over a period of time, these
duties may change.

Changes in the regular job duties of a position sometimes
result in a change in the recommended classification of the
position. On other occasions the changes involve duties
which fall within the scope of the current classification.

Few positions require the entire variety of job duties
appropriate to their classifications. Likewise, many posi-
tions require some duties which are also contained in
other classifications. On occasion, temporary job duties
will be assigned for such reasons as a shortage of staff, a
reduction of regular duties, or a temporary increase in
workload. Such changes do not affect the classification of
a position. A classification is not reduced when temporary
duties appropriate to a lower classification are assigned.
Similarly, a classification is not increased when temporary
duties appropriate to a higher classification are assigned.
An employee who is temporarily assigned to all of the duties
of a position with a higher pay range than an employeeOs
own shall be eligible for a temporary pay adjustment.
Entitlement to the temporary pay adjustment depends
upon the amount of continuous time the employee per-
forms the temporary duties. This pay adjustment shall 3.16
increase the employeeOs base rate of compensation to a rate
of pay at least 5 percent above the current base rate of pay.
Employees temporarily assuming professional staff classifi-
cations will receive a 5% adjustment above their current
base rate of pay or an adjustment to the minimum rate of
the related professional staff classificationOs wage scale,
whichever is greater.

A four-week advance notice of resignation is highly
desirable. At a minimum, employees should give their
department head at least two weeksO notice before resigning
or interrupting their employment. Prior to termination,
employees must contact the Department of Human
Resources Development and Labor Relations to schedule
an exit interview.

Exit Procedure

When an employee leaves University employment it is
necessary to finalize arrangements regarding insurance, settle
outstanding obligations, and return University property.

This is accomplished through a timely exit interview.

As soon as an employee tenders a resignation, or once
employment with the University is otherwise scheduled to
cease, the employee must make an appointment with the
Department of Human Resources Development and
Labor Relations for an exit interview. During that inter-
view options concerning benefits will be reviewed, and the
employee will be advised as to certain obligations which
should be cleared before employment ceases. This inter-
view also provides the employee with an opportunity to
comment on any aspect of the employment situation
which may be helpful to the improvement of policies and
programs at CSU.

Employees who resign from positions in the classified
service may be eligible to compete for future openings for
which they qualify.

If a former employee is selected for employment, the
rehire is considered a reappointment to state service. This
means that the person will begin at the entry level salary
for the position and must serve a probationary period. If
reappointment occurs within ten years, the individual will be
credited with previously accumulated but unused sick leave.
Service time, which determines the amount of vacation
leave, will be credited regardless of the length of time
between employment periods.

A former employee who is selected for a non-bargaining
position in her/his previous classification is eligible for
reinstatement to his/her previous step if the employee
previously served the required probationary period and
the duration of the separation was less than one year. The
employee may return to the step which he/she held at the
time of separation.

Nepotism

The appointment, classification and promotion of all
shall be based solely on appropriate qualifications and per-
formance. Relationship by family, marriage, or partnership
shall constitute neither an advantage nor a deterrent to
appointment in the University provided the individual meets
and fulfills the appropriate appointment standards. It is
not the intent of this policy to encourage the employment
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3.18

of relatives within the same unit, but rather to re-empha-
size the concept that the selection of personnel shall be
solely on the basis of merit and is governed by the State of
Ohio Conflict of Interest statutes.

3.19

Members of the same immediate family may be employed
by the University, either on a full-time or part-time basis,
so long as neither family member is responsible for the
decision to hire, supervise, direct, evaluate or make merit
recommendation of the other.

Layoff and Recall

The State of Ohio has established extensive procedures
to be followed in the event that any layoff of classified
employees becomes necessary. The general guidelines are
outlined here.

A layoff can occur for reasons such as: lack of work, Is:l2°
[ ]

of funds, reorganization or efficiency of operation. Staff
reductions proceed in the following order:

1) Provisional probationary employees
2) Other provisional employees

3) Certified probationary employees
4) Other certified employees.

Within each of the above categories, part-time employees
shall be laid off before full-time regular employees. And
within these categories the order of lay-off is based on
retention points (length of service). An employee to be laid
off may choose instead to displace (bump) an employee
with fewer retention points in the same or a lower classifi-
cation of the same series. Employees who have been laid
off may retain reinstatement rights for a period of one year
from separation date (18 months for bargaining unit
employees).

Discipline
Each University staff member is responsible for con-
structive self-awareness and self-discipline. These traits

contribute to a cooperative working atmosphere in which
employees can and do perform their duties efficiently.

When an employeeQs behavior, attitude, or performance
requires corrective disciplinary action, the immediate
supervisor or department head may reprimand the employee
either orally or in writing. More severe penalties must be
authorized by the Vice President for Administration (or
designee).

The following are some examples of misconduct that
justify disciplinary action: discourteous treatment of the
public, neglect of duty, violation of University rules, failure
of good behavior, incompetence, inefficiency, dishonesty,
intoxication, immoral conduct, and insubordination.
Conviction of certain acts of violence will result in auto-
matic dismissal (Section 3345.23, Ohio Revised Code).
An employee will be advised of his/her departmentOs rec-
ommendation for disciplinary action and will be offered
an opportunity for a pre-disciplinary hearing. No decision
on a request for disciplinary action will be made until the
employee has requested, waived, or otherwise forfeited the

opportunity for a pre-disciplinary hearing. An employee
who is dismissed from employment at the University for
cause may not be eligible for rehire.

Appeal of Disciplinary Action

In cases of disciplinary reduction, suspension or removal,
the University must notify the employee of the action to
be taken and the reasons for it. Appeal is available through
the grievance procedure for bargaining unit members.
Other employees may appeal the action, in writing, within
ten days following the notice of suspension of more than
three days or removal. Appeals should be made to the
Chairperson, State Personnel Board of Review, 65 E. State
Street, 12th Floor, Columbus, Ohio 43215-4213.

Recommendations to
Prospective Employers

In cases where prospective employers request official
recommendations from the University (either oral or in
writing or both) regarding current or former Classified or
Professional Staff of the University, only the President and
the Vice President for Administration and Executive
Assistant to the President or designee are authorized to
respond to such requests.
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4.2

COMPENSATION PRACTICES

SECTION 4

Pay Procedures

The UniversityOs pay period consists of two weeks starting
on Sunday and ending on Saturday; paydays occur on a3
nate Fridays. Compensation earned within a pay period of
two weeks will be paid at the end of the following pay
period. This two-week period is necessary so that the
Payroll Office can assemble and process submitted pay-
related information.

The Department of Human Resources Development
and Labor Relations must receive the following forms
before the Payroll Office can prepare the paychecks for
new full-time employees:

1) EmployeeOs Withholding Allowance Certificate
(W-4 Form)

2) EmployeeOs Withholding Exemption Certificate
(IT-4 Form)

3) INS Employment Eligibility Verification (-9 Form)

4) Ohio Public Employees Retirement System
(OPERS)

5) Application or waiver of Medical Insurance

For a new part-time employee, the following forms are
needed:

1) EmployeeOs Withholding Allowance Certificate
(W-4 Form)

2) EmployeeOs Withholding Exemption Certificate
(IT-4 Form)

3) INS Employment Eligibility Verification (-9 Form) 4.4

4) Ohio Public Employees Retirement System
(OPERS)

These forms are available in the Department of Human
Resources Development and Labor Relations and should
be completed on the first day of work.

The Payroll Office receives the information conceminq 5
hours worked in each pay period and processes it for pay*
ment. The Payroll Office is not authorized to make loans
or advances on earnings.

Paychecks

All new employees are required to have their paychecks
automatically deposited directly to their bank account. Pay
advices are delivered to employees via campus mail.

Paychecks for those employees who have not yet setgph
direct deposit are available at the Cashiering area of the
BursarOs Office UC 460. An employee picking up a pay-
check must present a CSU I.D. card for identification.

The BursarOs office is not able to cash paychecks.
However, personal checks for amounts up to fifty dollars

per day may be cashed for staff members with a valid CSU
I.D. card.

Payroll Deductions

There are certain deductions which, by law, the University
must withhold from a paycheck. These deductions are for
federal, state, and municipal income taxes, Medicare tax
and for the Ohio Public Employees Retirement System.

As an added service, other optional deductions are possible
for full-time employees, in accordance with University
policy. The schedule for deduction is:

Pay of Month
1) CSU Development Foundation First
2) Credit Union Both

3) United Way/Community Shares/Earth Share Both
4) U.S. Savings Bonds First
5) Medical Insurance Both
6) Parking Second

7) Communication Workers of America First
8) FOP/CWA Fair Share First
9) Additional Life Insurance(s) Both
10) Additional Vision Insurance(s) Both
11) Tax Deferred Annuity All Pays

The deductions are identified in the earnings statement
that is attached to each payroll stub.

Working Hours

The standard work week for full-time University employees
is forty hours. Office hours are normally Monday through
Friday from 8:00 a.m. to 5:00 p.m. with a one hour
lunch. However, for some individuals or some depart-
ments, a different forty-hour schedule may be established.

Breuaks and Lunch Periods

Employees should check with their supervisor concerning
the availability of breaks during the workday. Full-time
employees and most part-time employees are expected to
be assigned an unpaid lunch period. Lunch periods may
not be less than 30 minutes; they may be longer than 30
minutes. No employee may skip his or her lunch hour
without prior approval.

Overtime

When necessary, a full-time classified employee may be
required to work more than forty hours during a work
week (Sunday through Saturday). Each department deter-
mines procedures regarding the advance assignment of
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overtime hours. State employees are entitled to overtime
compensation for any authorized overtime work. Such
overtime compensation will be at the rate of one and one-
half times the employeeOs total rate of pay.

Availability of compensatory time in lieu of overtime
pay may depend upon the employeeQs status as a bargain-
ing unit member. Where compensatory time is available,
an employee may accumulate no more than 240 hours
compensatory time (480 hours for police officers). When
an employeeOs compensatory time balance exceeds the
limit, the employee is entitled to receive payment for any
additional hours of overtime accumulated. There is a 180
day time limit to use compensatory time. Individual
departments are responsible for record keeping pertinent
to accrued compensatory time.

An employee may be allowed to use accumulated hours
of compensatory time upon timely request. Such a request
can be denied where use of the accrued compensatory
time would unduly burden the department.

Compensatory time may not be used in order to earn
overtime

Holiday Observance
The ten paid holidays granted University employees are:
New YearOs Day
Martin Luther King Day
PresidentsO Day
Memorial Day
Independence Day

Labor Day 4.8

Columbus Day

VeteransO Day*

Thanksgiving Day

Christmas Day

A holiday falling on Sunday will be observed on the fol-
lowing Monday, and a holiday falling on Saturday will be
observed on the preceding Friday. Employees will be noti-
fied if any changes occur.

The Administration may establish alternative days or
observance for the following holidays:

Martin Luther King Day
PresidentOs Day
Columbus Day
VeteranOs Day

* On November 11, no classes will be held in observance
of VeteransO Day. Offices will be open.

Full-time employees with work schedules other than
Monday through Friday are entitled to receive pay for any
holiday, which is observed on their day off.

Holiday Compensation. Full-time employees, regardless
of their work shift or schedule, are automatically entitled
to eight hours of holiday pay whether they work on the

holiday or not, provided they are in active pay status for
the entire shift on the scheduled work day immediately
preceding the holiday. Part-time employees are entitled to
holiday pay for that portion of any holiday for which they
would normally have been scheduled to work, provided
they are in active pay status for the entire shift on the
scheduled work day immediately preceding the holiday.

Compensation for working on a holiday will be at the
time-and-one-half rate and will be in addition to the auto-
matic eight hours of holiday pay. An employee who is
otherwise entitled to compensatory time off may choose
that method of compensation for work performed on a
holiday.

Holidays During Leave. If a holiday occurs during a
period of paid sick or vacation leave, the employee will
draw normal pay and will not be charged for sick leave or
vacation. Payment will not be made for a holiday that
occurs during an unpaid leave of absence. A leave of
absence should neither start nor end on a holiday.

An employee who is absent without leave on a workday
immediately preceding a holiday is denied the holiday pay.

Holiday Overtime Calculation. When calculating
overtime for a calendar week that includes a holiday, the
automatic eight hours of holiday pay may be counted as
paid status and will be used in the calculation of overtime.

However, any hours actually worked on the holiday will
not be included in the calculation of paid status for over-
time because these hours will already be paid at the premi-
um holiday rate.

Vacation Leave

Eligibility for vacation leave is determined by the date
the employee began work at the University. An employee
is eligible for vacation after completion of one year of
CSU service. When a full-time employee completes one
year of service, eighty hours are entered into the employ-
eeOs vacation accrual, and the employee continues to earn
vacation leave at a rate that is based on years of paid pub-
lic service with the State of Ohio or one of its political
subdivisions. However full-time employees who are in
active pay status less than 80 hours each pay earn vacatior
on a pro-rated basis.

Full-time employees earn vacation leave annually at a
rate based on their years of paid public service with the
State of Ohio as follows:

Accrual per

80 hours of

active Pay
Years of Status/Pay
Service Weeks Period
Less than 1 No vacation 0 hours
1 through 7 2 weeks (80 hours) 3.1 hours
8 through 14 3 weeks (120 hours) 4.6 hours
15 through 24 4 weeks (160 hours) 6.2 hours
25 and over 5 weeks (200 hours) 7.7 hours

After completion of the eighth year of service, an addi-
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tional 40 hours of vacation is entered into the vacation
accrual. Then employees begin to accrue at the higher
rate, 4.6 hours. Upon completion of fifteen and twenty-

five years of service, an additional 40 hours of vacation is
entered into the vacation accrual, and employees accrue at
the rate of 6.2 and 7.7 hours, respectively.

Vacation maximum. Classified employees may carry
over from the last full pay period in the month of June to
the beginning of the succeeding pay period, a maximum
of 30 days of accumulated vacation leave. This vacation
leave carryover limitation does not apply to employees
who, as of June 30, 1995 had more than 18 years of
continuous service at Cleveland State University. Non-
bargaining unit members may accrue up to the maximum
amount earned in these years, subject to the 30-day maxi-
mum carry over cited above. At no time may the number
of accumulated vacation hours exceed the number of hours
earned in a three-year period. Vacation leave should be
scheduled at a time mutually convenient to the employee
and the department head, and whenever possible leave
should be requested well in advance. When a holiday occurs
during vacation leave, employees receive their normal pay
for the holiday; the pay is not charged to vacation leave.
Upon termination of employment, employees are entitled
to payment for earned but unused vacation time.

Vacation Payout. After completion of one year of service4,10

employees may be paid out up to three yearsO accrual of
vacation leave at termination. The number of vacation
hours earned and used is recorded on the pay advice.

Sick Leave

With the approval of an employeeOs supervisor, accumu-
lated sick leave may be used for absence due to personal
iliness; injury; exposure to contagious disease which could
be communicated to other employees; medical, dental or
optical examinations; or treatment for pregnancy and/or
childbirth and related conditions; and for iliness, injury, or
death in the employeeOs immediate family. (The immedi-

ate family includes mother, father, brother, sister, spousé, 1 1

daughter, son, mother-in-law, father-in-law, brother-in-law,
sister-in-law, daughter-in-law, son-in-law, grandparent,
grandchild, and legal guardian or other person who stands
in place of a parent, registered same-sex domestic partner,
and dependents of registered same-sex domestic partners.)
Sick leave granted for death in the employeeOs immediate
family may not exceed five working days.

Sick leave may not be used for vacation purposes or for
personal business. Falsification of the reason for sick leave
usage may be grounds for disciplinary action including
dismissal. Sick leave may not be exhausted upon resigna-
tion from the University. Sick leave may be used in tenths
of an hour. It is earned at the rate of 4.6 hours for each 80
hours of service. It is not earned during an unpaid leave or
during an unexcused absence. The number of hours of
accumulated sick hours earned and used is recorded on the
bi-weekly pay advice. It is the responsibility of employees to
notify their supervisors as soon as possible on the first day of
any absence for which sick leave is requested. Thereafter, it
is the employeeOs responsibility to keep the supervisors

informed of conditions and the expected date of return to
work according to the procedures established by each
department. Failure to give such notification may result in
an unauthorized absence and can be cause for disciplinary
action. An employee must apply for use of sick leave in
accordance with their departmentOs procedures immediate-
ly upon returning to work.

An employee who is absent on sick leave may be
required to present a doctorOs certificate stating the cause
of the absence, regardless of the length of the absence. The
University will ordinarily not require such certificate in the
case of illness or injury of less than five (5) daysO duration
except in the case of employees who frequently take sick
leave for one (1) to five (5) days and the employee has
been so notified in writing.

When a holiday occurs during a period of paid sick
leave, the employee receives regular holiday pay; the time
is not charged to sick leave.

If illness or disability continues beyond the period covered
by accrued sick leave, the employee may, with approval of
the department supervisor, choose to use vacation time
while the absence continues. Also in cases of extended
absence, an employee may be granted a leave of absence
or a disability separation.

State and Other Public Service

It is important for employees to make certain the
Department of Human Resources Development and Labor
Relations has a complete record of their employment with
the State of Ohio and any of its political subdivisions.

This service may affect sick leave, vacation leave accrual,
and longevity increases. Employees who have had prior
public service should contact former public employers and
request that a written verification of public service, sick
leave accrual, and length of service be forwarded to the
CSU Department of Human Resources Development and
Labor Relations.

Cash Payment for Unused Sick
Leave

There is one condition under which classified staff
members may be paid for unused sick leave. Employees
who retire from the University and who have ten years of
state service and have applied for retirement benefits from
one of the retirement systems of the State of Ohio, may be
paid one-fourth of their accrued but unused sick leave.
The rate of pay is the hourly rate at the time of retirement.
The maximum amount of accumulated sick leave for
which payment can be made is 240 hours.

When employees choose this cash payment, the remainder
of their sick leave credit is automatically cancelled. This
means that if they should return to work as reemployed
retirees, their sick leave accrual would be zero, and they
would begin a new accrual. Payment for unused sick leave
can be made only once to any employee.
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Disability Separation and
Disability Retirement

An employee who becomes incapable of performing the
duties of his or her position may be granted a disability
separation or a disability retirement. University-paid life
insurance will be continued for three years while the
employee is on a disability separation. All other insurance
will be available for purchase at group rates under the
procedures outlined in Section 5.6 (COBRA) of this
Handbook.

An employee may apply for reinstatement from a dis-
ability separation or disability retirement within three
years or five years (respectively) of the beginning date of
the separation. If the employee is found to be medically
qualified to return to work, the employee will be reinstat-
ed to the same or similar position within thirty days of the
approval.

Leaves of Absence

A leave of absence may be granted to a classified employee
whose written request is submitted to the employeeOs
department for recommendation and approved by the
Department of Human Resources Development and
Labor Relations. Whether an employee is eligible for a
leave of absence may depend upon the length of time the
employee has been employed at the University.

Timely Application for Leave. Whenever possible a
written request for the leave should be made at least 30
days prior to commencement of the leave, although in
emergency situations, leave can be approved retroactively.

Content of Leave Request. An employeeOs request for a
leave of absence should be submitted in writing to the
employeeOs department. The request must provide the
beginning and ending dates of the requested leave and
include a statement of the purpose of the leave. Additional
documentation may be required depending on the nature
of the leave request.

Length of Leave. Maximum length of leave of absence
varies as described below.

Extension of Leave. Leaves of absence can be requested
for a short time and then extended up to the maximum
length. Each extension is to be submitted to the employ-
eeOs department for recommendation and approved by the
Department of Human Resources Development and
Labor Relations.

Return from Leave. An employee will return to his/her
same or a similar position following a leave of absence.
Where an employee fails to return from leave for reasons
other than those approved as part of the leave request, the
University may recover the cost of any premium paid for
employee benefit coverage during the leave.

Family and Medical Leave Act
of l9¥3 (FMLA)

An employee, who has been employed at CSU for at
least 1,250 hours in the previous 12 months, is entitled to

a total of 12 workweeks of leave during any 12-month
period for one or more of the following reasons:

¥  Because of the birth of a son or daughter and in
order to care for the newborn;

¥  Because of the placement of a son or daughter with
the employee for adoption or foster care;

¥  In order to care for the spouse, registered same-sex
domestic partner and the dependent(s) of their
same-sex domestic partner, son, daughter, or parent
of the employee if such spouse, son, daughter or
parent has a serious health condition;

¥  Because of a serious health condition that renders
the employee unable to perform the functions of
his/her position.

Application for Leave. Request for FMLA Leave is
made by completion of an application for FMLA provided
by and returned to the Department of Human Resources
Development and Labor Relations.

Content of Leave Request. A request for FMLA Leave
should be accompanied by written certification of a health
care provider, which contains the following information as
applicable:

1) The date on which the applicable health condition
commenced or, in the case of an adoption or foster
care placement, the date on which the child was
placed in the employeeOs home;

2) The probable duration of the health condition;

3) The appropriate medical facts within the knowledge
of the health care provider regarding the condition;

4) If applicable, a statement that the employee is need-
ed to care for the daughter, spouse, registered same-
sex domestic partner, dependent of registered same-
sex domestic partner, or parent and an estimate of
the amount of time that the employee is needed as
primary caretaker;

5) A statement that the employee is unable to perform
the functions of his/her position;

6) A proposed schedule of treatments where intermit-
tent leave has been approved.

Compensation During Leave. An employee may be
required to use available vacation time during the FMLA
Leave and may also be required to use available sick leave
where FMLA Leave is requested in conjunction with a
serious health condition. Where all paid leave has been
exhausted, FMLA Leave will be allowed on an unpaid
basis.

Extension of Leave. FMLA leave may be requested in
increments of less than 12 weeks and extended as neces-
sary up to the maximum. With department recommenda-
tion, an employeeOs leave may be extended up to a maxi-
mum of six months.
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Types of Personal Leave

1) Personal Leave for Purposes of Education: An
employee may request an unpaid leave of absence to
pursue education or training which will be of bene-
fit to the University. The maximum length of this
leave is two years.

2) Personal Leave for Rehabilitation: Where an
employee claims or acknowledges an alcohol or drug
abuse dependency and requests leave for treatment
of this problem, the department must grant the
employeeOs request for leave for rehabilitation. The
request must be granted whether or not the employ-
ee has accrued sick leave available. However, repeat-
ed requests for leave for rehabilitation may not be
approved where frequent absence hampers the func-
tioning of the department.

3) Leave for Personal Reasons: An employee may
request unpaid leave of absence of up to six months
for specified personal reasons.

Military Leave

The University complies with the requirements of Ohio
Administrative Code Section 123:1-343-05 and the
Federal Uniformed Services Employment and
Reemployment Rights Act of 1994, 38 U.S.C 4301-4333
(OUSERRAO). In addition to the rights afforded under
USERRA and the Ohio Administrative Code, the
University provides the following benefits and salary con-
tinuation policies for regularly appointed called to active
military duty:
¥  Continued Student Fee Authorization benefits for

eligible spouses and dependents

¥  Continued Spouse and Dependent Life Insurance
benefits

¥  Continued Employee Assistance Plan benefits

¥  In circumstances as described in the UniversityOs
OUniformed Service Leave,O policy, USERA pays
the difference, if any, between the employeeOs total
monthly military compensation, including all pay
and allowances, and his/her monthly base
University salary, up to $500.

Military leave is granted by the Department of Human
Resources Development and Labor Relations upon receipt
of military orders or other written evidence from the
appropriate military authority verifying an employeeQOs call
to training or duty. An employee who enlists or is induct-
ed into military duty shall be granted a leave of absence
without pay for such purposes. Each employee who is a
member of the Ohio National Guard or a reserve compo-
nent of the United States Armed Forces shall be granted
leave as required with full pay for a period or periods not
to exceed 176 hours per calendar year. This leave is in
addition to the regular vacation leave.

4.18

4.17 Status of Benefits

During Leave of Absence

Full-time employees who are on approved FMLA Leave
will continue to receive health coverage during their leave;
however, the employee must pay the regular contribution
to the premium, if applicable (Arrangements are to be
made with Benefits Services [See Section 5.3]). Employees
who are on any other type of unpaid leave of absence may
continue group insurance benefits through CSU under
COBRA. Individuals are responsible for the insurance pre-
miums, which are payable monthly. CSU-paid benefits
may be resumed upon return to full-time active pay status.
Where an individual on an unpaid leave of absence has
chosen not to continue coverage during the leave, new
enrollment forms must be completed by contacting the
Department of Human Resources Development and
Labor Relations to reestablish coverage once the employee
returns to full-time active pay status.

Jury Duty

An employee who is subpoenaed to attend court pro-
ceedings as a witness (and not as a party) or to serve on
jury duty for the United States, the State of Ohio, or a
political subdivision will receive full pay from the
University for regular work hours lost. Affected employees
should present their subpoena or jury summons to their
supervisor to arrange for their absence. Occasionally an
employee may report for jury duty, not be called, and be
released after several hours without pay. In these instances,
the employee is responsible for reporting back to work
unless vacation leave, compensatory time, or unpaid leave
has been approved by the department.
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Group Insurance

The University offers a comprehensive and highly com-
petitive group insurance program to provide protection
and security for employees and their families for regular
classified employees. Classified Staff appointed to a regular
full-time position, part-time, non-bargaining position may
participate in the HMO health plan, voluntary life insur-
ance and medical and dependent FSAs, but must pay the
full premium cost for the coverage. Information regarding
these programs is available from the Benefits Services Staff
of the Department of Human Resources Development
and Labor Relations.

A regular full-time position is defined as a position that
continues for a period of six months or longer and is regu-
larly scheduled for 40 hours per week. A regular part-time
position is defined as a position that continues for a period
of six months or longer and is regularly scheduled for at
least 20 hours per week. Your choices include retirement,
medical, dental, vision, life insurance, disability insurance
and medical and dependent care flexible spending
accounts (FSA) benefits. Classified Staff are covered under
the unemployment benefits of Ohio and are protected by
Ohio WorkersO Compensation laws. Currently, the
University contributes 13.31% of the individualOs gross
salary to the Ohio Public Employees Retirement System
(OPERS). A pre-tax reduction of 8.5% for staff is with-
held from the individualOs gross salary and contributed 5-2
his/her retirement system.

Law Enforcement officers are covered under OPERS-
LE. Currently, the University contributes 16.70% of the
individualOs gross salary to the Ohio Public Employees
Retirement System. A pre-tax reduction of 10.10% is
withheld from the individualOs gross salary and con-
tributed to his/her retirement system. members may also
take advantage of tax-sheltered annuity plans, Optional
Life, Spouse and Dependent Life Insurance Plans, the
Staff Development Program, the Fee Authorization
Program, and special banking services.

Benefit Enrollment Procedures:

New Enrollment: All new full-time classified staff
members attend a group benefits orientation upon hire.
Call the Department of Human Resources Development
and Labor Relations at 687-3636 for a schedule and to
reserve a space. Because the Payroll Office must know the
amount of tax and medical deductions, employees cannot
be paid until all the forms have been completed and
returned to the Department of Human Resources
Development and Labor Relations. Tax questions should
be directed to the Payroll Department. Any questions
about CSUOs group benefits should be directed to the

Benefits Services staff in the Department of Human
Resources Development and Labor Relations.

Enrolliment forms must be completed and returned to
Benefits Services within 31 days of hire. If you do not
complete and return your benefit election form within 31
days of hire, you will be ineligible to participate in the
UniversityOs benefits program until the next annual open
enrollment period.

Annual Open Enrollment: To comply with IRS
requirements, you may change your benefits elections only
during the annual open enrollment period, unless you
experience an eligible status change. Announcements will
be made before the enrollment period to remind all staff
that the open enrolliment time is approaching.

Status Changes: Status changes must be reported to the
Department of Human Resources Development and
Labor Relations within 31 days of the event. If you do not
report the status change within 31 days, you may not
change your benefit elections until the next annual open
enrollment period. The IRS gives the following examples
of status changes: marriage or divorce; death of a spouse 0
dependent; loss of dependent status; birth or adoption of a
child; change in employment status of employee or
employeeOs spouse; or, a significant change in the health
coverage offered to the employee or employeeOs spouse.

Reporting Personal Changes

In order to ensure complete and accurate records on
each employee, it is essential that employees notify the
Department of Human Resources Development and
Labor Relations of any changes in their personal status,
such as:

1) Name

2) Marital status

3) Address or telephone number

4) Income tax exemptions

5) Benéeficiary for life insurance plans
6) Medical insurance coverage

7) Payroll deductions

Employees requesting corrections to the Faculty-Staff
Directory must file a Personal Data Form with the
Department of Human Resources Development and
Labor Relations reflecting the necessary changes. Address
and phone changes can be sent to the Department of
Human Resources Development and Labor Relations
through email at mail to: HR@csuohio.edu



53

The University offers a flexible health benefit plan
intended to qualifiy under section 125 of the Internal
Revenue Code (IRC). The program allows staff to choose
the health care plan which best fits their individual or
family situation. There are three medical plan choices, two
from Medical Mutual and one from Kaiser Permanente.
You may also waive coverage and receive a $1200 taxable
payment if you provide proof of other coverage from
another source. Enrollment in a health plan is effective the
first day of active full-time employment with the
University (minimum six-month appointment), and cov-
erage under that plan remains in effect during an employ-
eeOs continued full-time employment in active pay status.

The University and employees share the cost of
providing health benefit plans. Employee contributions
are made by pre-tax payroll deduction.

Kaiser Health Care Plan

The Kaiser Permanente Plan is a Health Maintenance
Organization, or HMO. HMOs pay benefits only when
members use HMO-designated physicians and facilities.
If members receive care outside of the HMO network, the
HMO pays no benefits except in a medical emergency.

The Kaiser HMO covers a wide range of comprehen-
sive medical benefits and services in full. Services include
inpatient and outpatient care, preventive care, hearing
evaluations and eye examinations. The Kaiser HMO also
offers discounts to area health clubs, and a 24-hour
ONurse-lineO.

Medical Mutual Traditional Plan Plus

Medical MutualOs SuperMed Plus Traditional program
is a Preferred Provider Organization (PPO) that covers a
wide range of inpatient and outpatient services, including
preventive care. The traditional plan gives you the option
of seeking care with the Medical Mutual Network of
physicians and facilities or using non-network providers.
When you use network providers most charges are paid in
full, within plan limits. When you select non-network
providers, your costs will be higher. All services are subject
to medical necessity.

Medical Mutual Value Plan

The SuperMed Plus Value program is also a Preferred
Provider Organization (PPO). It covers the same inpatient
and outpatient services, including preventive care, and uses
the same provider network. The Value plan gives you the
option of seeking care within the Medical Mutual
Network of physicians and facilities or using non-network
providers. When you use network providers most charges
are paid in full, within plan limits (for example, the Value
Plan requires an office visit co-payment and co-insurance
for inpatient, outpatient and diagnostic services). When
you select non-network providers, your costs will be high-
er. All services are subject to medical necessity.

Taxable Cash Option

A $1200 taxable cash payment will be made to a
Classified Staff member who waives patrticipation in
CSUOs health plan with proof of coverage from another

source. Should an employee lose the coverage which
he/she had at the time this option was chosen, the
employee may enroll immediately in a University-provid-
ed plan within 31 days of loss of the prior coverage.

Vision Insurance Plan

You have two vision plan options from which to
choose: the OBasicO plan and the OOpt-UpO plan. Both
plans are sponsored by Vision Service Plan (VSP), a
Preferred Provider Organization (PPO).

The OBasicO plan provides benefits for an eye examina-
tion, frames and lenses once in a twenty-four month peri-
od. All services require a co-payment.

~ The OOpt-UpO plan provides the same benefits as the
OBasicO plan, but the benefits are available more frequently
(once every twelve months). All services require a co-pay-
ment.

CSU pays the full premium cost for the OBasicO plan.
You make a pre-tax payroll contribution if you choose the
OOpt-UpO plan.

Dental Insurance Plan

CSU offers a comprehensive dental plan. The plan is
administered by Medical Mutual and includes the
DenteMax PPO. When you use DenteMax providers, you
receive 100% coverage for diagnostic services (like X-rays)
and pay no annual deductible. Coverage for other services
depends on the type of dental service performed.

When you use non-network providers, the plan pays
benefits after you pay an annual deductible. You are also
responsible for paying any charges that exceed the Usual
Customary Reasonable (UCR) amount or the Ogoing rate.O
Preventive care services are not subject to the deductible.

The maximum annual limit is $1,000 per person.

The maximum orthodontia limit is $800 per person

per lifetime.

Medical and Dependent Care Reimbursement Accounts

The University also offers Medical and Dependent Care
Flexible Spending Accounts, or FSAs. FSAs allow you to set
aside funds on a pre-tax basis to pay eligible unreimbursed
medical and dependent care expenses during the year.

The contributions you make to a FSA are not counted as
part of your income for tax purposes. Because of this tax
advantage, the IRS places limits on the amount you may
contribute, and when and how you use the money. For
example, any of the FSA money not spent during the plan
year will be forfeited. You must also complete an enroll-
ment form to continue your participation from year to year.

Medical Care FSA Contributions
The maximum Medical Care FSA contribution is
$5,000 per year.

When you establish a Medical Care FSA, the full
amount you agree to set aside is available to pay eligible
expenses on the first day of the plan year.

Dependent Care FSA Contributions
The IRS limits contributions to a Dependent Care FSA
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based on your marital status, how you file your income
taxes and if your spouse works or attends school full-time.

When you establish a Dependent Care FSA, you may
file for reimbursement of eligible expenses up to the cur-
rent balance in your account, not the total amount you
have agreed to set aside for the year.

Part-time Benefits

Regular part-time Classified Staff are eligible to particﬁ'6
pate in CSUQs part-time benefits program consisting of the
Kaiser HMO; Voluntary 403(B) Accounts; up to
$150,000 of Voluntary Group Term Life Insurance; and,
participation in the Medical FSA and Dependent Care
FSA benefit plans. The employee pays the full cost of
these benefits. Voluntary Life insurance costs depend on
your age.

The University provides access to the IMPACT EAP at
no cost to part-time staff members. A regular part-time
employee is defined as an employee with a single appoint-
ment of six months or longer, regularly scheduled to work
20 hours or more. To ensure eligibility, part-time staff
members must enroll within 31 days of their hire date or
status change to part-time.

Staff Development Benefits

Regular part-time Classified Staff who hold a position
in which they are regularly scheduled to work twenty (20)
hours or more per week for six months or longer are eligi-
ble for tuition remission benefits. Part-time employees are
entitled to tuition remission of up to six (8) credit hours
per semester. Employees may also use tuition remission
benefits for non-credit courses offered through the
UniversityOs Continuing Education program based on the
undergraduate rate.

Benefits for Domestic Partners
and Their Dependents

Same sex domestic partners of Classified'Staff who cérﬁ-
plete an OAffidavit of Domestic PartnershipO may partici-
pate in the following benefit plans/policies:

e Family and Medical Leave Act (FMLA)
Classified Staff who are eligible for FMLA leave may
apply for FMLA (and Extended Leave beyond
FMLA) for situations involving their same-sex
domestic partners and the dependents of their
domestic partners.

e Sick Leave
Classfied Staff who are eligible for sick leave may
apply to use sick leave (and unpaid leave upon
exhaustion of sick leave) for situations involving
their same-sex domestic partners and the depen-
dents of their domestic partners.

e Optional Life Insurance
Classified Staff may purchase optional life insurance
for their same-sex domestic partners and the depen-
dents of their domestic partners, according to the §,8
terms and conditions of the insurer.

*  Employee Assistance Plan (IMPACT EAP)

The IMPACT Employee Assistance Plan (EAP) is
available to eligible Classified Staff and members of
their household, including domestic partners and
the dependents of their domestic partners.

The OAffidavit of Domestic PartnershipO is available
from the Department of Human Resources Development
& Labor Relations.

Continuation of Medical Insurance
Coverage (COBRA-Consolidated
(A)m)nibus Budget Reconciliation

ct

Classified Staff participating in benefits who leave
employment at the University for any reason other than
gross misconduct, who change from full-time to part-time
status, or who go on an unpaid leave of absence (other
than FMLA leave [see 4.17]), or dependents of employees
who cease to be eligible may continue coverages under
COBRA. Employees may continue the medical, dental,
vision or medical reimbursement account in which they
were enrolled. The plans provided under this continuation
coverage are maintained at the individualOs expense and
are identical to the coverage provided to similarly situated
employees or family members. The decision to elect con-
tinuation coverage must be made within sixty (60) days
from the date coverage would have ceased or from the
date the employee or dependent is notified of the loss of
coverage, whichever is later.

In the event of loss of coverage due to a divorce, legal
separation, or a childOs loss of status as a dependent unde
the University health plan, the employee or family mem-
ber affected must inform the University Department of
Human Resources Development and Labor Relations
within 60 days of the event to preserve their rights to
COBRA continuation coverage.

Continuation of Non-Medical
Insurance Coverage

Classified Staff who go on an approved unpaid leave of
absence, not covered by FMLA, are permitted to continue
other CSU sponsored insurance at the individualOs expens
for the duration of the leave.

Classified Staff may continue the following insurances,
if already enrolled, while on an approved leave of absence:

Basic Life Insurance
Optional Life Insurance
Spouse Life Insurance
Dependent Life Insurance
Disability Insurance

If you have questions about any of these benefits, please
contact the Department of Human Resources
Development and Labor Relations for more information.

Disability Insurance

The University provides a disability insurance policy for
regular full-time Classified Staff. In the event that an
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employee becomes totally disabled, the policy provides for
a payment of up to 60% of the employeeQs salary up to a
maximum of $5000 per month. The benefit supplements
and is correspondingly reduced by any disability benefits
received from OPERS, STRS, Social Security or WorkerOs
Compensation. The plan also provides deposits to a retire-
ment annuity to help reduce any shortage in your retire-
ment funds if you become disabled. A three-month wait-
ing period must be satisfied, and all sick leave must be
exhausted before benefits can be paid. An employee who
foresees a period of disability should immediately contact
the Department of Human Resources Development and
Labor Relations for assistance with application for benefits
under this policy.

5.10

Basic Group Life Insurance

The University provides each regular full-time Classified
Staff member with life insurance equal to one and one-
half imes the employeeOs annual salary, to a maximum of
$50,000. This policy is provided by Canada Life
Assurance Company. The policy will pay double for acci-
dental death and dismemberment. If an employee
becomes permanently and totally disabled, he or she may
qualify to receive waiver of premium benefits. The policy
also contains an Accelerated Benefit provision, in certain
circumstances a portion of the life insurance proceeds may
be paid in advance of death. An employee may convert
his/her term life insurance policy to a private policy upon
termination from Cleveland State University by complet-
ing a conversion form available from the Department of
Human Resources Development and Labor Relations
within 31 days of the termination date. To change your
designated beneficiary or to receive further information,
contact the Department of Human Resources
Development and Labor Relations.

Optional Life Insurance

Classified Staff may purchase up to $300,000 additional
life insurance within 31 days of hire. Up to $200,000 may
be purchased without evidence of insurability. After the
initial 31 days an OEvidence of InsurabilityO form must be
obtained from the Department of Human Resources
Department and Labor Relations and submitted to
Canada Life. This optional life insurance policy is portable

upon termination (except for retirement and disability §_ 11

separation) from CSU.

Spouse Life Insurance

An employee who purchases Optional Life Insurance
for theirself may also insure his/her spouse or registered
same-sex domestic partner up to $150,000. Within 31
days of hire, up to $100,000 may be purchased without
providing evidence of insurability. After 31 days an
OEvidence of InsurabilityO form must be obtained from
the Department of Human Resources Development and
Labor Relations and submitted to Canada Life. This
spouse life insurance policy is portable upon termination
from CSU.

Dependent Life Insurance

An employee may insure dependent children including
dependent children of a registered same-sex domestic part-
ner up to age 23 in the amount of $5,000 per dependent
child. If this coverage is applied for within 31 days of hire,
no evidence of insurability is required. After the 31 day
grace period an OEvidence of InsurabilityO form must be
obtained from the Department of Human Resources
Development and Labor Relations and submitted to
Canada Life. An employee may convert the dependent life
insurance policy to a private policy upon termination from
Cleveland State University by contacting Canada Life
within 31 days of the termination date.

Death Benefits

The Department of Human Resources Development
and Labor Relations is prepared to assist the dependents of
deceased Classified Staff in the receipt of the following
benefits where applicable:

1) Earned but unpaid salary

2) Payment for accrued vacation (up to applicable limits)
3) Payment for accrued sick leave, if applicable

4) University life insurance

5) Optional life insurance, if applicable

6) Survivor benefits or refund of contributions from
the Ohio Public Employees Retirement System

7)  WorkersO Compensation for work-related death

8) WorkersO Compensation for injury/accident which
results in death

9) Continuation of Fee Authorization plan

Departments should notify the Department of Human
Resources Development and Labor Relations in the event
of a Classified Staff memberOs death.

The Department of Human Resources Development
and Labor Relations is prepared to assist in the receipt of
spouse or dependent life insurance benefits for Classified
Staff whose insured spouse or dependent dies.

Classified Staff should notify the Department of
Human Resources Development and Labor Relations in
the event of an insured spouseOs or dependentOs death.

Tax Deferred Annuity Plans

A federal tax provision allows employees of a nonprofit
educational institution to voluntarily reduce their salaries
before taxes and direct the University to pay the reduction
into a qualified retirement contract (annuity or deferred
compensation option plan).

The University will cooperate with Classified Staff who
choose to participate in an annuity option plan by making
a payroll reduction from each check and making the pay-
ment to the annuity carrier. Classified Staff may select any
of the companies registered with CSU. A list of these
companies is available in the Department of Human
Resources Development and Labor Relations.
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The University neither encourages nor discourages an
employeeOs decision to elect a tax-deferred annuity. The
only service the University may provide is that of making
the payroll reduction and forwarding it to the carrier. The
University is unable to discuss questions regarding possible
tax advantages or disadvantages or questions regarding the
formula which the Internal Revenue Service has estab-
lished for tax-deferred annuity contracts. However, the
person representing the employeeOs chosen annuity carrier
or the IRS office will be able to assist in areas relating to
the tax-deferred annuity.

The representatives of annuity carriers are not permitted
to solicit business during an employeeOs work schedule.
Any such appointments are considered personal and
should not be held on work time. 5.13

The Department of Human Resources Development
and Labor Relations can provide the necessary forms for
obtaining the payroll reduction if such plan is selected.

State Retirement Systems

Classified Staff members of the University participate in
the Ohio Public Employees Retirement System (OPERS).
As such, Classified Staff do not contribute to the federal
Social Security System; however, employees who were
hired after April, 1986, contribute to the Medicare pro-
gram at a rate of 1.45% of their gross salary. For vested
participants the retirement plan provides disability after 5
years of public service and survivor protection while the
member is actively employed and provides a pre-financed
plan for future retirement income, which currently
includes health insurance.

Currently the University contributes 8.5% of each
employeeQOs salary to OPERS through payroll withholding.
This amount is reduced from the employeeOs total salary
and is in addition to the UniversityOs contribution of
13.31% of the staff memberQOs salary. Law Enforcement
Officers are subject to different provisions. For law
enforcement officers, currently, a pretax reduction of
10.10% is withheld from the individualOs gross salary and
contributed to OPERS-LE. In addition, the University
contributes 16.70% of the individualOs gross salary to
OPERS-LE. If a person is a member of more than one
state retirement system, the accounts in all systems will be
combined at retirement and paid as if all services were in
one system. Applications should be filed with the system
in which there is the greatest amount of service credit.
Retirement benefits vary according to the memberOs final
average salary, length of public service, and age. Employees
may retire at age 60 if they have at least five years of
OPERS credit. With thirty years of service credit, there is
no minimum age requirement. There are separate retire-
ment provisions for law enforcement officers. Upon termi-
nation from public service, individuals may choose to
reclaim their personal contributions, but if they choose
this option, the state systems do not allow reimbursement
of the contributions the employer has made on their
behalf, nor payment of any interest on the contributions
(exception: rehired retirees). Members of OPERS may
obtain a refund application request from the Department

of Human Resources Development and Labor Relations.
Such refunds are subject to withholding taxes. Three
months after the employeeOs name last appears on the pay
roll, the employeeOs contributions deposited with OPERS
will be refunded, provided the individual does not begin
employment with another public employer covered by
another public retirement system.

Brochures are available in the Department of Human
Resources Development and Labor Relations which detail
purchase of service time, estimating retirement benefits,
disability retirement, how to apply for retirement benefits
and survivor benefits. Classified Staff are not eligible for
the Alternative Retirement Plan.

Staff Development Program
and Policies

The CSU Staff Development Program is available to:
1) Regular full and part-time active Classified Staff.

2) Retired faculty and staff, who were full-time, had at

least five yearsO service and retired from CSU.

3) Laid off full-time employees who were attending
CSU during the two academic terms immediately
preceding the layoff may continue this benefit for

one year.

Classified Staff may enroll in courses that do not con-
flict with their responsibilities as defined by their chairper-
S0n Or Supervisor.

The University will cover all instructional and general
fees for up to eight credit hours of undergraduate or grad-
uate courses per semester or fees for continuing education
courses up to the equivalent cost of eight undergraduate
credit hours per semester. If the staff member takes less
than eight credit hours (graduate or undergraduate), the
University will also cover continuing education fees up to
the cost of the unused credit hours at the undergraduate
rate. Any unused credits may not be Obanked.O
Application and transcript fees are the responsibility of the
employee. All persons seeking to enroll for any credit in
the undergraduate colleges must be admitted to the
University. Persons seeking to enroll in graduate or law
courses must make application directly to the College of
Graduate Studies or the College of Law. Persons interested
in enrolling in continuing education courses should con-
tact the Division of Continuing Education. Information
about all academic degree programs may be found in the
undergraduate, graduate, or law bulletins.

At managementOs sole discretion, an employee who
wishes to attend a job-related course, which is available
only during working hours, may be excused from work
without penalty with the department headOs approval.
Job-related courses are those which, in the judgment of
the department head, will contribute significantly to the
maintenance or improvement of the staff memberOs
performance.

Employees may not be excused from work to attend
courses which are also available during non-working
hours, to attend courses which are not job-related, or to



5.14

attend more than one course during the workday. Work
schedules may be adjusted to permit employees to attend
courses, which are not job-related, provided the adjusted
weekly work schedule contains a total of forty hours of work.

Employees frequently ask whether they can take a course
on their lunch hour. A lunch is unpaid time; therefore the
employees may use it as they choose. Lunch schedules are,
however, the responsibility of the department, and
employees will need to discuss any arrangement with their
supervisors so that the efficiency of the department will
not be impaired. Eligibility for the Staff Development
Program is determined as of the date of registration for the
course desired. The University will not pay fees for employees
who were not eligible for the program on the date of regis-
tration. Applications for the Staff Development Program
may be obtained from the Department of Human
Resources Development and Labor Relations.

Student Fee Authorization Program

Benefit:

The Fee Authorization Program at Cleveland State
University is an educational assistance program for spouses
and eligible children of qualifying faculty and staff mem-
bers. A fee remission will be provided for full instructional
and general fees charged for enroliment in credit courses
by undergraduate students or for half of the total in-state
instructional and general fees charged for enroliment in
credit courses by graduate and professional students. The
Fee Authorization Program may not be used for Continuing
Education courses. The program will pay only the standard
undergraduate or graduate rate for premium priced programs
(e.g. EMBA, AMBA). An eligible spouse or child may
participate in the program for no more than a total of 144
semester credit hours or two academic degrees whichever
is less. Additional restrictions may apply to bargaining unit
members. Please refer to your contract.

Eligibility:

Eligibility for the Student Fee Authorization Program
is determined as of the date of registration for the course
desired. The University will not pay fees for the dependents
of faculty and staff who were not eligible for the program
on the date of registration.

Eligible dependents include the spouse of a qualifying
employee or children who are financially dependent on the
qualifying employee. A financially dependent child is one
who currently meets the Internal Revenue Service depen-
dency definition and is being claimed on the qualified
employeeOs federal income tax return for the current year.

Dependents are eligible if the employee has at least two
years of continuous full-time University service immediately
prior to participation. If eligibility has not been established
prior to an approved leave of absence, the eligibility period
will be extended only if the employee returns to full-time
status at the end of the approved leave of absence period.
An employee who has met the eligibility requirements
retains that eligibility when returning to full-time employ-
ment after a period of an approved leave of absence. Any
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person reemployed on a full-time basis after a period of
separation from the University must re-establish eligibility.

Changes in Status:

In the event of the divorce of a qualifying employee,
eligibility is continued for the spouse for a period of up to
two years, as long as the qualifying employee remains at
Cleveland State University.

In the event of death of a qualifying employee, with at
least five years of CSU service, the program will continue
to be available to eligible dependent children regardless of
registration status at the time. The benefit applies only to
the in-state portion of any fee. In the event of retirement or
total disability the spouse and eligible dependent children
maintain eligibility. If an appointment is continued at less
than full-time or if a leave of absence without pay is granted,
eligibility is continued for one full semester beyond the date
of the change in status.

In the event an appointment is terminated as a result of
a reduction of force, eligibility is continued for a period of
one year provided the student has been attending Cleveland
State University during the two academic terms immediately
preceding the termination of employment.

Tax Requirements:

Eligible employees and dependents who are interested in
fee remission for graduate and professional courses should
be aware that the Internal Revenue Service considers the
tuition assistance provided by the University to be taxable
income, and the University reports it as such. Taxable
benefits received under this program are treated as taxable
income of the CSU employee rather than that of the student.

Applications for the Fee Authorization Program may be
obtained from the Department of Human Resources
Development and Labor Relations.

Additional Benefits for
Staff Members

In addition to paid fringe benefits, staff members have
access to many OextrasO as a result of working at CSU.
These include use of the Health Services, Testing &
Counseling Center, University libraries and the physical
education facilities (including the swimming pool; track
area; weight room; basketball, squash, volleyball, racquet-
ball, and handball courts; and a Fitness for Life Program).
Also available to employees are special banking services.
Concerts, plays, lectures, athletic events and various pro-
grams, many of which are free, are also available to
employees.

IMPACT Employee Assistance Program

The IMPACT Employee Assistance Program is a free,
confidential service that was organized to assist employees
with personal problems that may affect work or well being.
IMPACT offers guidance and referral services to employees
and their families. Contacts with IMPACT are received in
strict confidence and can be made by calling an IMPACT
counselor at 1-800-227-6007.
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Benefits for Temporary Employees 6.1

Employees who work fewer than forty hours per week
are considered to be part-time employees regardless of the
duration of the appointment. Employees who are
employed for less than six months are considered to be
temporary and may not be eligible for some benefits.
Temporary part-time staff do not receive University-pro-
vided insurance benefits and are not permitted to purch%se
a University group health plan. .2

Temporary part-time classified employees are required
under state law to participate in the Ohio Public Employees
Retirement System (OPERS), and Medicare (if hired after
1986)and may choose to participate in a Tax Deferred
Annuity plan.

Sick leave and holiday pay is granted to temporary part-
time classified employees in proportion to the number of
hours that the employee is scheduled to work.

Credit Union

6.3

Membership in the Ohio Education Credit Union is
available to all employees of Cleveland State University.
Employees can become members by filling out a member-
ship card and depositing at least five dollars in savings.
Membership cards can be obtained at the Credit Union
offices. The Ohio Education Credit Union is located at
2554 East 22nd Street, Cleveland, Ohio 44101. For fur-
ther information call (216) 621-6296.

Parking

Certain areas on and near the campus are available for
employee parking. Parking permits are issued by the
Parking Department, which also furnishes a map of pari§,4
ing locations and information concerning vehicle and
parking regulations. An annual permit is available on a
cash or pre-tax payroll deduction basis. A Limited Usage
Permit is also available to those authorized to purchase
CSU parking permits. This provision offers the flexibility
needed by staff members participating in car pools or
occasionally driving to the University.

Complaints

Any employee who has a problem on the job should
first discuss the problem with the immediate supervisor. If
the problem is not resolved, the employee may proceed
under the appropriate formal grievance procedure, or con-
sult with the Department of Human Resources
Development and Labor Relations.

Employee Grievance Procedure

A grievance is an unresolved complaint regarding the
terms and conditions of employment. In an effort to
address such problems, a grievance procedure has been
established as a mechanism for the resolution of disputes.
This procedure is available to all classified employees. The
Department of Human Resources Development and
Labor Relations will provide a copy of the grievance pro-
cedure upon request. A bargaining unit member is advised
to contact a union representative concerning a grievance.

Unemployment Compensation

An eligible employee who has been laid off or has been
involuntarily separated from CSU for any reason, which
does not constitute just cause, may apply for unemploy-
ment benefits. To be eligible for unemployment benefits,
a person must have worked for an employer covered by
unemployment compensation (public or private) for at
least twenty weeks during the past year, must be available
for and actively seeking work, and must have an employ-
ment application on file with the Bureau of Employment
Services. The Bureau verifies each request for benefits
before approving the claim.

Workers’ Compensation

CSU employees are encouraged to observe safety pre-
cautions at all times. If a staff member receives an on-the-
job injury, the provisions of the workersO compensation
law of Ohio provide for medical care expenses and limited
loss-of-salary benefits. Covered injuries and disabilities are
those received during the performance of job duties and
for which treatment is sought. An injured employee is
responsible for notifying his or her supervisor and the
Department of Human Resources Development and
Labor Relations of the circumstances surrounding the
injury. This information is necessary for the proper filing
of a benefit claim. Claim forms are obtained from the
treating physician or hospital.

CSU has selected CareWorks of Ohio to manage its
workerOs compensation medical benefits. CareWorks has &
medical management team in place with nurses and physi-
cians familiar with work-related injuries to help manage
your treatment and return to work. In the event of a
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work-related illness/injury, CareWorks will coordinate

your care. CareWorks will be involved from the time of
your work-related illness/injury until you return to work.
You can reach CareWorks directly at 1-800-627-7586.

Uniforms for Physical Plant
Employees 6.9

An employee of the Physical Plant Department who is
required to wear a uniform is lent uniforms following the
completion of the probationary period. Five uniforms
remain in the possession of the employee during the peri-
od of active University employment. It is the responsibility
of the employee to provide for the cleaning and repair of
uniforms. Unserviceable uniforms are replaced at the dis-
cretion of the University.

Uniforms must be returned upon the employeeQOs termi-
nation of employment.

Smoke Free Environment

Cleveland State University maintains a smoke free envi-
ronment. Smoking is prohibited inside of all University
buildings except for the private rooms in campus residen-
tial dormitories. The policy applies to all students, faculty
and staff and voluntary compliance with the policy is
expected. Where individuals fail to comply with the poli-
cy, employees are encouraged to exercise peer pressure ©
against offenders. However, all members of the University
community and their guests are required to abide by the
policy and refrain from smoking inside our buildings and
bridges. Disciplinary action may be initiated for failure to
comply with this University policy. Employees who wish
to stop smoking are urged to contact the Department of
Continuing Education, which will sponsor smoking cessa-
tion classes on an as needed basis.

Political Activity

There are certain regulations which govern the kinds of
political activity in which classified civil service employees
may engage. Classified Staff members may sign petitions,
make voluntary financial contributions to political parties,
display political stickers at home or on private vehicles,
and, of course, express opinions, register, and vote.
Classified Staff may not be candidates for public office
either in a partisan election or in an election where the
nomination was obtained in a partisan primary. Classified
Staff may not circulate nominating petitions, make
speeches for a candidate, distribute or write political mate-
rial or solicit contributions for any partisan political candi-
date or cause. Classified Staff are also prohibited from
soliciting votes or acting as a recorder, checker, watcher, or
challenger for any party or faction.

Classified employees who engage in any prohibited
activities may be disciplined in a manner deemed appro-
priate by the University.

Employee Organizations

Employees who hold positions that are included in a
bargaining unit are represented by a union that acts as

exclusive representative of that bargaining unit for purpos-
es of collective bargaining. As exclusive representative, the
Union and the University conduct negotiations concern-
ing employeesO pay, benefits, and other terms and condi-
tions of employment.

Health Services

The CSU Health Services Department is available pri-
marily to students, but employees may be seen on an as
needed basis. A staff physician and registered nurses take
throat cultures, administer blood pressure tests, and do
routine outpatient screening for certain infections or med-
ical conditions. In addition, the Health Services
Department provides health counseling and educational
materials.

There is no charge for most services, although a mini-
mal charge may be assessed for medication and lab fees.
Office hours are Mon., Wed., Thurs., & Friday, 8 a.m.-5
p.m. and Tuesday 8a.m. - 8 p.m. Pre-scheduled appoint-
ments are required and can be made by calling 687-3649.
Health Services has same day system for acute problems. If
called before 8:30 a.m. an appointment can usually be
arranged that day. Please visit the Health Services web
page: www.csuohio.edu.

0 The University Police

The University Police Department and its officers share
the responsibility for the protection of employeesO personal
safety and property at CSU. They work to prevent crime
by adopting procedures that ensure high visibility during
motor vehicle and foot patrol, investigations and surveil-
lance operations that utilize plain clothes officers and
detectives, and through a campus community-based crime
prevention program that has won recognition on state and
international levels.

The University Police Department is a duly recognized
Law Enforcement Agency. All officers have full police
authority set forth in Ohio Revised Code 2935.01. In addi-
tion to their law enforcement function, University Police
provide other services to the campus community and the
public. These include assistance to the injured or sick, emer-
gency fire response, and building or vehicle access.

Emergency Blue Light Phones. Emergency Blue Light
Phones have been strategically placed throughout the
exterior areas of the campus and in the parking facilities.
Merely picking up the receiver or pressing a large button
makes immediate contact with a dispatcher at CSU Police
Headquarters. Each time an emergency phone is activated,
an officer is sent to investigate. To report an emergency
inside one of the University buildings, use a campus
phone and dial 2111 or use the Police/Fire button.
Employees are encouraged to use campus phones and
emergency phones to report suspicious activity, crimes in
progress, and fire or medical emergencies.

Emergency Telephone Buttons. Most University tele-
phones are equipped with an emergency Police/Fire but-
ton. When pressed, the speed-dialing button places the
caller in immediate contact with the university police dis-
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patcher. Please try to remain on the line so the police c@GENERAL PROHIBITIONS

identify your phone number. Please note that the tele-
phone receiver must be lifted in order for the alarm to be
activated on those phones with the speed dial feature.

Campus Watch. Campus Watch is the award-winning
Crime Prevention program at CSU. The Campus Watch
network consists of University staff dedicated to making

this campus as safe as possible. These coordinators are spe-

cially trained in crime prevention and emergency proce-
dures, and can be identified by a placard that indicates
that a Campus Watch Coordinator is available to assist
employees. Information on Campus Watch can be
obtained by calling x2098.

Safety

The University and its employees have a mutual interest
in maintaining a safe working environment. The University
promotes safe work practices on the job, and employees
are encouraged to observe safety rules and to report unsafe
conditions to supervisors. An employee who is involved in
an accident or who receives an injury on the job should
report the incident to the supervisor as soon as possible.

Severe Weather Policy

On rare occasions weather conditions will force the
University to close. Whenever employees are uncertain
about the effect of severe weather, they should call 687-
2000. University closing information is usually available
by 5:30 a.m. University closing information is transmitted
to commercial radio stations at the earliest possible hour.
Announcements, which state that the University is closed,
indicate that offices are closed and classes are canceled.

Ohio Code of Ethics Law

Cleveland State University employees are public
employees and as such are subject to the Ohio Ethics Law
and related statutes which are found in Chapter 102 and
Sections 2921.42, 2921.421, and 2921.43 of the Ohio
Revised Code, which can be viewed on the internet at
www.ethics.state.oh.us. As a public employee you are
responsible for reading and understanding OhioOs Ethics
Law.

The OGeneral ProhibitionO section of OhioOs Ethics Law
is reproduced below. Although not a substitute for the

From The Ohio Ethics Law

The Ohio Ethics Law contains provisions restricting
conflicts of interest that involve nepotism, post-employ-
ment, representation, influence peddling, confidentiality,
and supplemental compensation. Among other restric-
tions, the law provides that each public official and
employee is prohibited from:

¥  Authorizing, or using his position to secure autho-
rization of a contract, for himself, a family member,
or a business associate;

¥  Authorizing, or using her position to secure the
authorization of, the investment of public funds in
any kind of security to benefit herself, a family
member, or a business associate;

¥  Receiving any benefit from a contract entered into
by his public entity;

¥  Hiring or securing any contract benefits for
her spouse, parents, grandparents, children,
grandchildren, or siblings, or any other relatives
living with her;

¥  Soliciting or accepting substantial and improper
things of value, including gifts, or travel, meals,
and lodging;

¥  Participating in matters where something of value
will result for the public official or employee him-
self, his family, his business associates, or others with
whom the public servant has a close tie that could
impair his objectivity;

¥  Disclosing or using information deemed
confidential by law;

¥  Representing parties, before any public agency,
in a matter in which she was involved as a public
servant, both during and for one year after leaving
public service.

As a public employee, you are responsible for reading
and understanding Ohio's Ethics Law. If you have any
guestions about this information, or about the Ethics Law
in general, please contact The Ohio Ethics Commission.

entire text, the OGeneral Prohibition® provides some glﬁ)lIESfIOIIS

ance for public employees. For access to the complete text
please visit: www.ethics.state.oh.us.

The Ohio Ethics Commission administers the Ohio
Ethics Law. The Ohio Ethics Commission provides free
advice and assistance to public officials and employees,
and to the public and press, in the state of Ohio. If you
have any questions about this information, or about the
Ethics Law in general, please contact The Ohio Ethics
Commission.

Questions regarding this handbook can be directed to
the Department of Human Resources Development and
Labor Relations at x3636.
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