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A Message from the Human Resources Department 
 

Welcome to Wittenberg! 

 

As a member of the university staff, you are among a highly qualified group of people carefully selected 

to support the university's mission.  Each position is important, and each has a responsibility to provide 

high-quality services to our students and faculty. 

 

This manual is a central reference designed to provide you with important information regarding 

employment policies and procedures, salary and benefits, your responsibilities to your job, and the 

services and facilities available to you.  

 

One primary function of the Human Resources department is to administer and interpret the personnel 

policies and procedures set forth in this manual. Please contact us if you have questions regarding any of 

the universityôs policies or if you have suggestions for improvements to the manual. 

 

Please feel free to visit or call the Human Resources department at any time. It is located in the lower 

level of Recitation Hall and at extension 7517. We are always happy to answer questions, and we are 

interested in your comments and suggestions.  

 

Best regards, 

 

Maureen Sheehan Massaro   
 

Maureen Sheehan Massaro      

Associate Vice President for Human Resources 

 

LuAnn Shafer      

Assistant Director of Human Resources for Benefits and Recruitment 

       

Kevin Evans 

Assistant Director of Human Resources for Payroll and HRIS 

 

Teresa Allen 

Executive Assistant 

 

Cindy Torsell 

Coordinator, Payroll 
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A.      The Purpose of this Manual 
 

This manual has been prepared to provide you, as a member of the universityôs staff, with a description 

of important university employment policies and practices.  Its primary intent is to help you understand 

the university culture and your privileges and obligations as an employee.  The manual also includes 

statements and policies that are intended to protect the university and minimize its exposure to litigation.  

 

Under Ohio law, Wittenberg University is an ñat-willò employer.  This means that as an employee, you 

may resign anytime, for any reason, with or without notice.  Similarly, the university retains the legal 

right to conclude its employment relationship with you at any time, with or without cause.  Neither this 

manual nor any of the policies and practices included within it constitutes any type of contract of 

employment, obligation, or guarantee on the part of the university.  

 

The manual is not intended to be all-inclusive.  You can obtain more detailed information on any of the 

topics included in this manual from your supervisor or from the Human Resources department. If you 

have questions on how to interpret any topic in the manual, please pose them to the Human Resources 

department to obtain clarification. It is your responsibility to ask for clarification of any policy or 

practice that is unclear to you, and, in all cases, the discretionary interpretation of the manual made by 

the associate vice president for human resources will be final and binding on you. 

 

A thorough familiarity with the contents of this manual is necessary for you to understand matters 

relating to your employment.  Please read it carefully and refer to it when necessary. The policies in the 

Appendices are an important part of the manual, and you are responsible to read and understand them. 

The university will make all reasonable efforts to keep this manual up to date with its current policies 

and practices, but it retains the right to modify, eliminate, or change any policy or practice described in 

the manual at any time, with or without notice to you, in its sole and absolute discretion.  

 

When a revision to the manual is made, the Human Resources department will give you a notice of the 

revision. The university expects you to read and understand all changes.  Changes and revisions will 

become effective on dates determined by the university, and they will supersede previously existing 

policies and practices.   

 

The university reserves the right to change, supplement, or discontinue any benefit described in the 

manual at any time.  The existence of benefits and plans does not signify that the university will employ 

an individual for the requisite time necessary to qualify for these benefits and plans.   

 

This manual supersedes all previous employment manuals, management memos, or other oral or written 

communications which may have been issued on subjects covered within it.  

 

Any federal or state decision and any regulation or statute that modifies or nullifies any provision of the 

manual will be incorporated by reference into the manual to modify or replace the affected provision. 
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B.   Discrimination, Harassment, and Retaliation  
 

Wittenberg University is an independent, liberal arts and sciences college for undergraduate study 

affiliated with the Evangelical Lutheran Church in America.  Our fundamental purpose is the 

development of the intellectual, spiritual, aesthetic, social, and physical qualities, which characterize 

wholeness of person. 

 

Of the approximate 2,000 students at Wittenberg, more than one-third of them are from outside of Ohio, 

and the international student body represents more than 20 countries.  The students are from varied 

racial and cultural backgrounds.  We believe this diversity enriches the life of the university. 

 

Wittenberg University is committed to developing a safe and open living and working environment for a 

diverse community of students, faculty, and staff.  For academic and social integrity, Wittenberg 

encourages an environment of respect for all people and diverse beliefs, and it maintains a policy of 

nondiscrimination on the basis of race, color, religion, gender, age, national origin, disability, sexual 

orientation or any other legally protected status or basis prohibited by statute in the employment and 

advancement of university staff.  This policy applies to all terms and conditions of employment, 

including, but not limited to, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of 

absence, compensation, and training. 

 

All university employees, and particularly supervisors, have a responsibility for keeping the work 

environment free of discrimination and harassment, sexual or otherwise.  Any staff member who 

becomes aware of an incident of harassment, whether by witnessing the incident or being told of it, must 

report it to a supervisor or the associate vice president for human resources. The full text of the 

university's policy against sexual harassment and misconduct appears in Appendix E.  

 
If you are uncomfortable or believe it would be inappropriate to discuss any matter with your supervisor, 

please report it directly to the head of your department or to the associate vice president for human 

resources.  When the university is made aware that an act of discrimination or harassment may exist, it is 

obligated by law to take prompt and appropriate action. 

 

If you make a complaint of discrimination or harassment, you will be protected from retaliation, 

regardless of the outcome of the complaint.  The university prohibits any form of retaliation against any 

individual who assists with in a complaint investigation, including witnesses, supporters, and advisers.  

If you believe that you are experiencing retaliation, please notify the associate vice president for human 

resources. 

 

It is the policy of Wittenberg University that there is no discrimination on 

the basis of race, color, religion, gender, age, national origin, physical or 

mental handicap/disability, or any other legally protected status or basis 

prohibited by statute in the employment and advancement of university 

staff. Staff members are selected on the basis of their skills, knowledge, 

and ability to perform or learn tasks. 
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C. The Mission of Wittenberg University 

 
Wittenberg University provides a liberal arts education dedicated to intellectual inquiry and wholeness 

of person within a diverse residential community.  Reflecting its Lutheran heritage, Wittenberg 

challenges students to become responsible global citizens, to discover their callings, and to lead personal, 

professional, and civic lives of creativity, service, compassion, and integrity. 

 

D.  The Universityôs Values 
 

 

Liberal Arts  

Since its founding in 1845, Wittenbergôs curriculum has centered on the liberal arts as an education that 

develops the individualôs capacity to think, read, and communicate with precision, understanding, and 

imagination. We are dedicated to education in the core disciplines of the arts and sciences and in pre-

professional education grounded in the liberal arts. 

 

Intellectual Inquiry  

Wittenberg embraces the life of the mind. We promote high standards of artistic, scholarly, and 

scientific inquiry among our students and faculty. Teaching and research at Wittenberg emphasize the 

discovery of new knowledge as well as the learning of received wisdom. Intellectual inquiry is enhanced 

by the thoughtful participation of diverse peoples with diverse perspectives. We are committed to 

bringing to the lives of our students an enduring passion for learning, which requires risk-taking, 

persistence, reflection, and high ethical standards. 

 

Wholeness of Person 

Members of the Wittenberg community support each other in the personal search for balance that 

characterizes wholeness of person. To promote leadership, confidence, and community engagement, we 

help every student develop in harmony intellectual capabilities, aesthetic sense, physical well-being, 

spiritual identity, and social relationships.  

    

Community of Learners 

A purposeful and intentionally diverse community, centered on a residential campus, sustains education 

in the liberal arts and the exploration of complex and competing ideas within an ethos of accountability 

and support. From this community, we serve and engage our urban home of Springfield and the broader 

communities around the globe. By affirming the dignity of every person and fostering a spirit of respect, 

we create and expand opportunities to pursue knowledge in and out of the classroom. 

 

Lutheran Heritage 

Wittenberg expresses its Lutheran heritage through its continuing relationship with the Evangelical 

Lutheran Church in America, its welcome to people of all beliefs and backgrounds, its commitment to 

academic freedom and excellence, its exploration of the relationship between faith and learning, its 

promotion of campus worship life, its encouragement of reflection upon religious views and values, and 

its commitment to service to the community and the world. 
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Global Citizenship 

A Wittenberg education prepares students for the challenge and responsibility of global citizenship.  

Through our curriculum, study-abroad opportunities, and the enriching presence of international 

students, we engage the complexity of the human experience, learning about and from cultures around 

the world.  We are committed to providing opportunities for students to interact with others of widely 

different backgrounds, seeking common solutions to problems facing our world. 

 

Calling 

Wittenberg values the unique contributions each individual can make in responding to the needs of 

neighbors both near and far.  We encourage all students to discern their vocations and to understand the 

meaningful connection between self-fulfillment and service to the world. 

 

Creativity  

Creativity is central to the study of the arts and sciences and to problem solving in all areas of inquiry.  

Creativity requires the free and open exchange of ideas, the ability to value and imagine different 

perspectives, and the intellectual tools necessary to make personal contributions in any area of study. 

We are committed to providing opportunities for students to explore new areas of knowledge and to 

form the intellectual associations supportive of the creative life. 

 

Service 

Service provides an intentional opportunity to give back to the world and to promote social justice. 

Service requires us to learn about community needs, about who we are, and about what we can 

contribute.  We are dedicated as faculty, staff, and students to advancing the common good as local 

citizens and as members of the global community.  

 

Compassion 

Compassion requires a broad knowledge of ourselves and of others, and of all our joys and ills. It 

combines an awareness of suffering with a desire to respond.  At Wittenberg, we educate the mind to 

understand and we educate the heart to care. 

 

Integrity  

Integrity means honesty and fidelity to the highest ethical standards, which are fundamental to teaching, 

learning, and personal growth.   We encourage our students to pursue knowledge and truth with moral 

courage and reflection, and so to live their lives.  

 

Revised 1-06-06 
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A. Recruitment and Selection 

 
       1.  Policy of Non-Discrimination in Employment 

It is the policy of Wittenberg University that there be no discrimination on the basis of race, color, 

religion, gender, age, national origin, physical or mental handicap/disability, or any other legally 

protected status or basis prohibited by statute in the employment and advancement of University staff. 

 

2. The Selection of Personnel     

The Human Resources department is responsible for the administration of all recruiting activity and for 

approving all employment commitments, including salary, position classification, and any special 

conditions of employment.  Human Resources personnel will work together with hiring supervisors, 

who are required to follow established recruitment procedures when filling a position.  The primary goal 

in filling a vacancy is to hire the best-qualified individual.  Factors that will be considered in making this 

determination include but are not limited to: institutional fit; current departmental needs; increasing the 

representation of staff from diverse ethnic groups in keeping with the universityôs Affirmative Action 

Policy, which appears in Appendix J; and encouraging the career growth of current staff members.  The 

university makes efforts to place staff in positions commensurate with their abilities, interests, and 

potential for development. 

 

3. Employment of Immediate Family Members    
To avoid conflicts of interest and to prevent problems of safety, security, supervision, and morale, the 

university has established restrictions on the hiring of immediate family members. 

 

The university will accept and consider applications for employment from any relative of a current 

employee.  Generally, however, the university will not hire or transfer individuals into positions if the 

individual will directly or indirectly supervise or be supervised by an immediate family member.  Also, 

a relative of an employee generally will not be placed in a position where he or she will work with or 

have access to sensitive information about his or her family member.  If the associate vice president for 

human resources determines the existence of an actual or apparent conflict, she or he will forward a 

recommendation to the president for final determination. 

 

Generally, faculty or staff members are not permitted to participate in any decision or final 

recommendation on hiring, promotion, tenure, wage, dismissal, or any other condition of employment of 

their immediate family members. 

 

For the purpose of this policy, an immediate family member includes, but is not limited to, a parent, 

grandparent, child, spouse, brother, sister, or in-law. 

 

4. Promotions and Transfers 
The university encourages upward mobility and attempts to recognize qualified staff for promotion 

and/or transfer.  Promotions are encouraged within and among departments and are granted based on the 

individual's job performance and abilities to meet the requirements of the new position.  The Human 

Resources department generally sends vacancy notices to university staff through e-mail and posts 

notices on the bulletin board outside the Human Resources department.  To avoid the disruption caused 

by "job-hopping,ò staff are normally expected to work a minimum of one-year in a position before 

transferring to another position.  In cases where a staff member applies for an early transfer, the 
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associate vice president for human resources will consult with the applicantôs supervisors to determine if 

the transfer should be denied because it will cause hardship. 

You are welcome to discuss promotion possibilities with your supervisor or the Human Resources 

department.  The university provides opportunities for training and education as a means of professional 

growth and development.  We encourage you to participate in and to seek relevant training and 

educational opportunities. 

 

B. Disability Accommodations 
 

Accommodations for staff with mental or physical disabilities are determined on a case-by-case basis.  

Requests for accommodations should be made simultaneously to your immediate supervisor and to the 

associate vice president for human resources.  Once your supervisor is made aware of your possible 

need for an accommodation, he or she will work with the Human Resources department to resolve the 

request. Please refer to Appendix F for a statement of the universityôs policy on the Americans with 

Disabilities Act. 

 

C. Position Classifications 
 

1. Overview 

When you are hired, you will receive an appointment letter that will specify how your position has been 

categorized and its grade level under the universityôs position classification system.  The system of 

categorization is described below.  If you do not understand your position's classification or any of the 

terms used in this manual, please ask questions.  How your position is defined is important for several 

reasons.  Most particularly, it determines which policies apply to you and what benefits you are eligible 

to receive.  However, in all cases, the terms of the individual benefit plans, to the extent they conflict 

with anything in this manual, supersede and control. 

 

2. Position Definitions 
 

a. Administrative or Hourly  

The federal Fair Labor Standards Act (the Act) requires employers to determine which of their 

employees are subject to its provisions and which are exempt from them, based on a number of criteria 

specified in the Act.  At Wittenberg, generally, all administrative staff are deemed ñexemptò from the 

provisions of the Act. This means that administrative staff members are not entitled to receive overtime 

pay.  By contrast, all hourly staff are deemed ñnon-exempt.ò Under the Act, nonexempt employees are 

entitled to overtime pay, and the university is required to keep hourly work records. 

 

The Human Resource department evaluates the job responsibilities of each position together with the 

Actôs criteria for determining whether a position is classified as exempt (administrative) or non-exempt 

(hourly).  

 

b. Full-time or Part-time 

The status of your position is also determined by the number of annual hours worked, the regularity of 

your work schedule, and the duration of the position.   
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The definitions of Full-time and Part-time Applicable to Hourly Staff are: 

 

 Full -time hourly staff  are those who are scheduled to work 40 hours per week or 1,560 or more 

hours annually.  Full-time hourly staff receive all benefits applicable to hourly staff as described in this 

manual or as modified by the university from time to time. 

 

Part-time I  hourly staff  are those who are regularly scheduled to work 20 hours or more per 

week and between 780 and 1,559 annual hours.  Part-time I hourly staff receive prorated sick leave, 

prorated vacation time, prorated personal time, and prorated holiday time.  Tuition reimbursement for 

the employee at one half the full-time hourly staff benefit is available.  The tuition waiver/scholarship 

policies described in Appendix I do not apply to the children or spouses of part-time I hourly staff, and 

part-time I hourly staff are not eligible for short-term disability benefits, or health or life insurance. 

Hourly staff who work 1,000 hours or more are eligible to participate in the TIAA-CREF retirement 

plan. 

 

Part-time II hourly staff are those who are regularly scheduled to work fewer than 20 hours per 

week and less than 780 hours annually.  Part-time II hourly staff are not eligible for benefit programs 

other than coverage under Social Security and Workers' Compensation.  

 

The definitions of Full-time and Part-time Applicable to Administrative Staff are: 

 

Full -time administrative staff are those who are regularly scheduled to work a minimum of 40 

hours per week, 12 months per year. Full-time administrative staff receive all benefits applicable to 

administrative staff as described in this manual or as modified by the university from time to time. 

 

Part-time administrative staff are those who are regularly scheduled to work at least 1,560 

annual hours.  Such employees receive prorated vacation and sick pay, may participate in the TIAA-

CREF retirement plan, receive the universityôs life insurance benefit and are eligible for the tuition 

waiver benefit. Part-time administrative staff are not eligible to participate in the universityôs group 

health insurance plan, long-term disability plan or tuition scholarship program. Administrators who 

work less than 1,560 annual hours are not eligible for benefits other than coverage under Social Security 

and Workers' Compensation with the exception of the TIAA-CREF retirement plan if the employee 

works a minimum of 1,000 annual hours. Please consult the Human Resources department and plan 

documents for additional details. 

 

c. Temporary Staff  
Temporary staff are those individuals that the university hires for a pre-established period, usually 

during peak workloads or unplanned staff vacancies.  Temporary staff may work a full-time or part-time 

schedule and are ineligible for university benefits other than coverage under Social Security and 

Workers' Compensation programs. 

 

Generally, temporary staff may not apply for the open position for which they are providing temporary 

service.  Requests for an exception to this policy will be considered on an individual basis by the 

associate vice president for human resources. 
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D.      The Position Classification System  
 

1. Overview 

The university strives to offer a competitive and internally equitable total compensation package.  Salary 

ranges are market-based.  The university periodically reviews the system and adjusts the salary ranges as 

the market demands and the university budget allows.  

 

The compensation for individual positions is determined in accordance with this classification system. 

Each administrative and hourly staff position is classified into a grade level between 10 and 20 that 

correspond to a salary range.   

 

2. Classifications and the Classification Team    

The associate vice president for human resources consults with the Classification Team, whom the 

president appoints, to evaluate and classify positions based on the following eight factors: 

 

 1. Formal education   5. Authority to act 

 2.  Work experience   6. Impact of actions 

 3. Technical knowledge   7. Communication with others 

 4. Complexity    8. Supervision of others 

 

Using the Position Information Questionnaire (ñPIQò), the Classification Team carefully assesses each 

of these factors by comparing each factor with the responsibilities of positions university-wide.  External 

benchmarks may also be considered. 

 

Temporarily assumed responsibilities or those responsibilities that previous incumbents may have 

performed are not considered.  If changes in a position significantly alter its duties and requirements, a 

request for reclassification should be made to the associate vice president for human resources in 

accordance with the below reclassification procedures for existing positions.    

 

Although separating the person holding a position from the position itself is often difficult, the 

Classification Team is charged with the duty of separating individual personal accomplishments and 

performance from the position description.  The team will not consider personal qualities when it 

classifies a position.   

 

The position classification system does not evaluate the contributions and/or performance levels of the 

individuals working in the various positions.  

 

3. Classification Procedures for New Positions 

Because the specific responsibilities and duties of a new position are usually not completely defined 

until the position has been in place for at least a year, after a new position is created, generally 12 

months must pass before a position information questionnaire (PIQ) is completed.  

 

4. Reclassification Procedures for Existing Positions 
 

The responsibilities assigned to certain positions may increase or decrease throughout time.  If the 

overall responsibilities of a position change substantially, the staff member and/or his or her supervisor 
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are to submit a request for reclassification to the associate vice president for human resources, along 

with a revised PIQ and a memorandum, summarizing the changes in duties and the reasons for those 

changes. 

 

The classification of the revised position will occur as with initial classification.  If the position is 

reclassified to a higher grade level, the incumbent will receive a promotional salary increase.  If a 

position is reclassified to a lower grade level, the incumbent's salary will be subject to review; and if the 

incumbentôs salary exceeds the new salary range maximum, he or she will not receive salary increases 

until his or her actual salary falls within the assigned range.  

 

E.      The Position Description  
 

A position description consists of several items, including an overall summary of the position, a 

description of reporting lines of authority, and a statement of the position's essential functions.  It also 

states the necessary skills, experience, and educational background required.  This information provides 

a basis for determining a position's classification and is also used to understand each department's 

structure.  

 

Position descriptions are not fixed university policy; they are guidelines and generally evolve throughout 

time.  Occasionally, you may be expected to perform duties and handle responsibilities that are not listed 

in your position description.  If new duties and responsibilities become a significant part of your job, its 

position description should be changed.  To do so, you will need to complete a position information 

questionnaire (PIQ) as described in the preceding section of this manual.  Supervisors and their direct 

reports should review the staff membersô job description during the annual performance review meeting.  

Changes to the job description should be submitted to the Human Resources department  

 

F.      Work Hours  
 

1.  Definitions of the Regular Work Week 

 

 a. For Administrative Staff.  The university expects administrative staff members to work at 

least an average of forty (40) hours per week and to work additional hours as needed.  As exempt 

employees, administrative staff are not compensated for additional hours worked.  

 

Although work demands will determine your schedule, the work for most administrative positions is 

best accomplished during regular university work hours.  During the academic year, regular University 

work hours are defined as 8 a.m. to 5 p.m., Monday through Friday.  Flexible schedules are to be 

determined in consultation with your supervisor. 

 

b. For Hourly Staff.   The regular work week is 8 a.m. to 5 p.m., Monday through Friday.  Your 

position may have varying hours set by your supervisor because of the nature of the position.  From time 

to time, your supervisor may need to change your schedule to meet the workload needs of the 

department. 
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2. Summer Hours and Flextime 

University summer hours are determined on an annual basis. Toward the end of each academic year, the 

Human Resources department will advise you about the specific flextime options for the upcoming 

summer months.  Generally, flextime will begin the Monday following Commencement and end the 

Friday before the beginning of the next academic year.  Flextime allows full-time employees to choose 

their starting and quitting times within limits set by the university.  Flextime is an option that must be 

coordinated and approved by your supervisor to assure that the department continues to maintain quality 

services and programs. 

  

3. Lunch and Break Periods for Hourly Staff  

The lunch period is an uncompensated one-hour meal break, which is generally scheduled between 

11:30 a.m. and 2:00 p.m.  

 

The university permits a paid 10-15 minute break period each morning and each afternoon.  Break 

periods are intended to be preceded and followed by an extended work period; thus, they may not be 

used to cover late arrival to work or early departure, nor may they be regarded as cumulative if not taken.  

To maintain the programs and services of your department, your supervisor may need to adjust and 

determine the break period schedules.  Break periods are to be taken away from the office and are not to 

be used for socializing with others who are not on break.  Appropriate areas for break periods include 

lounges, the Benham-Pence Student Center dining areas, or outdoor areas. 

 

Lunch and break periods may not be regularly used to shorten your work day.  Exceptions may include 

the summer flextime schedule and to accommodate occasional personal and family schedules, but any 

changes to your regular schedule must be approved by your supervisor. 

 

4. Declared University Closing  

Occasionally, the university will be forced to close for unique, one-time events such as inclement 

weather or acts of God, which generally are not longer than one day.  The determination of a declared 

university closing is a discretionary decision made by the university.  Employees who are scheduled to 

work, or who are in a pay status but do not work due to a declared university closing, will be paid 

according to the hours they were scheduled to work that day.  In other words, you will not suffer a loss 

in pay as a result of the closing.  Employees who are not scheduled to work, including those who are 

scheduled to be on paid or unpaid leaves, will not receive additional compensation for the declared 

university closing.   

 

Employees who are required to work to maintain essential or necessary services on the declared 

university closing day will receive their regular rate of pay for the hours normally worked plus a 

comparable amount of pay or equivalent time off computed at their regular hourly rate for the hours 

worked.  Please refer to Appendix M for the full policy. 

 

G.      Employee Records    
 

The Human Resources department maintains a personnel file and a confidential file for each university 

employee.  Your personnel file contains information such as employment history, compensation, records 

of disciplinary matters, and general personnel data as prescribed by federal and state laws and university 

policy.  Supervisors may have access to their employeesô personnel files as may the hiring supervisor for 

a vacant position for which an employee has applied.  When the Human Resources department receives 
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a request for employment references or income verification, only your date of employment, position title, 

classification, and name of your department, which the university considers non-confidential 

information, will be released without your signed release.  

The confidential file contains benefit enrollment forms (such as for health and dental, life, and travel 

accident insurance), a general information sheet, any court ordered payroll documents, Family Medical 

Leave Act documentation, disability claims information, or workersô compensation documentation. 

 

All employee records are the property of the university and are retained for an indefinite period.  As 

such, they may be destroyed or reproduced as it is determined necessary.   

 

If you are interested, you may schedule an appointment to review your files in the Human Resources 

department.  You have the right to respond to any information in your files, and you may request a 

correction or removal of information in a file by petitioning to the associate vice president for human 

resources.  Keeping your records correct and up-to-date is important because it enables the university to 

reach you or a designated family member in an emergency, forward your mail, and properly maintain 

your insurance and other benefits.  You are responsible for notifying the Human Resources department 

of changes in address, telephone number, and/or family status such as births, marriage, death, divorce, 

and legal separation.  These changes may affect your tax status and benefit structure and are a part of 

your permanent employee record. 

 

H.      Outside Employment and Conflicts of Interest 
 

The University discourages outside employment by full-time regular staff.  Before accepting other 

employment, staff members are expected to discuss the extent of the responsibilities in advance with 

their supervisors.  If you do accept any outside employment in addition to full-time work at Wittenberg, 

it must be secondary to your position and responsibilities at Wittenberg and must not impinge upon your 

attendance or the quality or quantity of your work.  University staff have an obligation to avoid ethical, 

legal, financial, and other conflicts of interest to ensure that their outside activities and interests do not 

conflict with their primary responsibilities at Wittenberg.  

 

Equipment, supplies, materials, or clerical services of the university may not be used in the furtherance 

of outside work for pay.  Staff members engaging in outside professional activities for compensation 

will not use the name of Wittenberg University in any manner that suggests institutional endorsement or 

support of a non-university enterprise, product or service.  Neither business cards nor university 

stationery bearing the university name, address, and/or campus telephone numbers can be used in 

connection with such outside professional activities.  If you believe that it would be in the interest of the 

university to support your work, you may seek supervisor approval to use university supplies. 

 

In addition, please refer to Appendix H, which states the universityôs policy on commercial solicitation, 

and Appendix L, which describes the universityôs policy on political activity. 
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III.  COMPENSATION AND BEN EFITS 
 

 A. The Payroll Process 

1.  The Pay Period 

2.  Time Cards for Hourly Staff 

3.  Direct Deposit 

4.  Withholdings and Payroll Deductions 

 

B.  Overtime Pay for Hourly Staff  

             

C.  Paid Time Off in Lieu of Overtime Pay (Comp Time) for Hourly Staff 

        

       D.  Compensable Travel Time for Hourly Staff 

        

       E.  Paid Leaves 

  1. Holidays 

               2. Vacations 

a. Carry-overs 

b. Termination with Un-accrued Vacation Taken 

c. Vacation Calculations for Full-time Administrative Staff 

d. Vacation Calculation for Hourly Staff 

       3. Paid Short-term Sick Leave 

a.   Calculations for Hourly Staff 

b.   Calculations for Administrative Staff 

                        c.   Use of Sick Leave 

                        d.   Back to Work after Sick Leave 

             4. Maternity Leave 

5. Childbirth leave 

a.   General requirements 

b.   Pre-leave notice 

c.   Adoption eligibility  

                        d. Outside employment 

             6.Paid leave to care for Parent, Spouse or Child with a Serious Health Condition 

             7. Personal Days for Hourly Staff 

             8 Paid Bereavement Leave 

             9. Court Duty 

 10. Paid Study Leave for Administrative Staff (Sabbaticals) 

            

           F. Unpaid Leaves 

                  1. Military Service 

                  2. Unpaid Family and Medical Leave 

                  3. Unpaid Personal Leave 

 

          G. Health and Welfare Benefits 

                  1. The Group Insurance Plan 
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a.  Health and Dental Insurance 

  b.  Life Insurance 

  c.  Accidental Death and Dismemberment Insurance 

  d.  Long-term Disability Insurance for Administrative Staff 

  e.  Short-term Disability Insurance for Hourly Staff 

                  2. Workersô Compensation 

                  3. Flexible Spending Accounts (129 Plan) 

                  4. Unemployment Insurance 

           

           H. Retirement Planning 

                  1. TIAA-CREF Retirement Plan 

                  2. Supplemental Retirement Annuities 

           

           I. Child Care Opportunities  

           

          J. Relocation Expense Policy for Administrative Staff 

          

         K. Tuition Waiver and Scholarship Plan (Tuition Remission) 

          

         L. Tra ining and Development 

                  1. Travel Grants 

                  2. Tuition Reimbursement Grants 

                  3. Computer Training 

         

M. The Employee Assistance Program 

 

N. Human Resources Advisory Committee 

 

O. University Services and Activities 

     1. Weaver Chapel 

                 2. Athletic Events 

                 3. Cultural Events 

                 4. Library Privileges 

                 5. Wittenberg University Federal Credit Union 

                 6. Faculty Dining Room 

                 7. Wittenberg Group Blood Assurance Plan 

                 8. Wittenberg Campus Directory 
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 A. The Payroll Process 

1. Pay Period 

The work week runs from 12:01 a.m. Monday through 12 midnight Sunday.  Hourly staff are paid bi-

weekly on alternating Fridays.  Administrative staff are paid at the end of each month. Copies of the 

payroll schedule are available in the Human Resources department. 

 

2.       Time Cards for Hourly Staff 

In compliance with federal law, hourly staff are required to maintain accurate records of time worked.  

Employees must enter their hours worked on the universityôs web time entry system.  Time cards must 

then be signed electronically by the employee, approved by the immediate supervisor, and submitted 

electronically to the Payroll Office by noon on the Monday preceding payday.  When holidays cause a 

disruption in this procedure, you will be notified of the deadline date for submitting time cards. 

 

Your time card is a legal record of the hours you are at work, and your compensation is based on the 

time recorded on your web time entry time card.  Time cards must reflect the actual time and hours 

worked. As permitted under FLSA rules, the university uses ñrounding offò practices and requires staff 

to record their starting and stopping time to the nearest quarter of an hour. (i.e. 15, 30, 45)  

 

3. Direct Deposit  

The university pays all of its employees by direct deposit to the financial institution(s) of their choice.  

Deposits are made electronically on the established university pay dates.  If the payday falls on a holiday 

or a Saturday, the payday will be the preceding workday.  If the payday falls on a Sunday, the payday 

will be the following Monday.  When you begin your employment, you are responsible for completing a 

direct deposit instruction form available in the Human Resources department.  We urge new staff to 

complete this paperwork immediately after confirming your employment.  You may make changes to 

your direct deposit choices once per quarter for a maximum of four (4) changes per calendar year.  

Please direct questions or issues concerning pay discrepancies to the Payroll Office.  

 

4.        Withholdings and Payroll Deductions 

Federal and state laws mandate certain payroll deductions.  The following kinds of deductions will be 

made: 

 

¶ Federal and State Income Tax Withholdings from wages. Wages are defined as all remuneration for 

services performed by an employee for the employer regardless of the circumstances under which 

the employee is employed or the frequency or size of the individual wage payments.  Taxes are 

withheld based on the W-4 and IT-4 forms as completed by the staff member. The university uses 

the percentage method of withholding for an annual payroll period and then prorates the tax back to 

the payroll period.  

 

Both stipends and honoraria qualify as payments for services performed and are reported as taxable 

earnings to the Internal Revenue Service.  Taxes are withheld as if they were a one-time payment 

considering the exemption(s) claimed and the salary level of the staff member. 

 

¶ Social Security (FICA).  The Federal Social Security Act requires your participation in this program 

through payroll deduction.  A required percentage of your salary is deducted from your pay, and the 
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university matches contributions in accordance with the law.  The plan is designed to assist you with 

your retirement, disability, death, survivor, and Medicare benefits. 

 

¶ City Withholding Taxes 

 

¶ School District Taxes (where applicable) 

 

¶ Elective Deductions designated by the employee 

 

Although salaries and most other ñwagesò must be included in an employeeôs gross income and are 

subject to federal income taxes, employee contributions for some benefits such as health insurance are 

withheld on a pre-tax basis, and other benefits such as retirement contributions are exempt from federal 

and state income tax but still subject to Social Security, Medicare and city taxes.  At this time the tuition 

waiver and scholarship programs may not be considered taxable income, but you are urged to consult 

your individual tax adviser regarding the reporting of this benefit. 

 

By the last day of January of each calendar year, the university will supply you with your Wage and Tax 

Statement (W-2) form that summarizes your taxable income and deductions for the year.  It is your 

responsibilities to advise the Payroll Office of any change in the number of exemptions you are allowed.  

If you have any questions regarding your wages or withholdings, please contact the Payroll Office. 

 

B.  Overtime Pay for Hourly Staff 

 
Overtime work may be required from time to time, and in some areas, overtime may be required 

regularly.  The department supervisor must authorize in advance all overtime work by hourly staff, and, 

whenever possible, your supervisor is expected to give you advance notice of the need to work overtime. 

 

Under state and federal law, the university must pay each hourly employee overtime wages in the 

amount of one and one-half times the employeeôs regular rate for hours worked in excess of 40 in a 

work week.  Each work-week must be considered separately when determining overtime hours, 

regardless of the length of the pay period.  By law, employees can neither waive their right to be 

compensated for overtime hours nor agree to a lower overtime rate. 

 

Wittenberg offers a more generous overtime pay policy than required by law.  The universityôs overtime 

calculation is based on the number hours you are in ñpay status.ò In determining your ñpay status,ò the 

university includes the actual hours you have worked and your vacation, personal time, and bereavement 

leave entitlements, but does not include sick leave entitlements.   

 

Hourly staff who work overtime without authorization or whose overtime work is not consistent with 

their supervisorôs established guidelines may be subject to disciplinary action. 

 

 

 

 

 

 



Wittenberg University         Staff Manual 

 

August 2005       pg. 24 

C. Paid Time Off in Lieu of Overtime Pay (Comp Time) for Hourly Staff 
 

With the approval of their supervisors, hourly staff may choose to take paid time off in lieu of overtime 

pay if the following stipulations are followed: 

 

¶ Paid time off is awarded at the rate of one-and-one-half hours for each hour worked for 

which overtime compensation is required, and 

¶ Under Federal Law, paid time off must be used in the bi-weekly pay period in which it is 

earned. 

 

D. Compensable Travel Time for Hourly Staff  
  

Occasionally, hourly staff members will be required to travel away from the university campus in order 

to participate in conferences or perform other work-related duties.  You will not be paid wages for your 

travel time unless it cuts across your normal work day. Similarly, you will not be paid wages for meal 

breaks. If your work requires an overnight stay, the actual time that you spend working, such as, when 

attending a conference or meetings, reading conference materials, performing conference or work-

related activities on a laptop computer, etc., is considered ñhours worked.ò  All other hours are not 

ñhours workedò and are not compensable time. Expenses for travel are allowed under the universityôs 

Travel Policy, reprinted as Appendix G. 

 

Travel for ñCall-Backò Assignments:  Staff who are called back to work outside of their regular work 

hours and after they have finished their dayôs work shall have their travel time to and from work for the 

call-back assignment counted as ñhours worked.ò 

 

E.      Paid Leave Benefits  
 

1. Holidays 
The University recognizes and observes ten (10) paid holidays each year: 

    

 New Year's Days* (2)    Labor Day 

 Good Friday     Thanksgiving Day 

 Memorial Day     Day after Thanksgiving 

 Independence Day    Christmas Days* (2) 

    
*The University gives two paid days for both the Christmas and New Years holidays.  Staff are annually advised of the 

holiday schedule. 

 

Generally, when a university holiday falls on Sunday, the university will observe the following Monday 

as the holiday.  If a holiday falls on Saturday, the preceding Friday is observed as the holiday.   

 

To receive holiday pay, the employee must be in ñpay statusò the day before and the day after the 

holiday.  To be in ñpay statusò means that the employee is either actually at work or on a paid leave.  

The holiday is a 24 hour period that begins at 12:01 a.m. on the holiday established by the university.  

Part-time staff are entitled to receive payment for only those holidays that occur during their normal 

work schedule, and the payment will be prorated. 
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Hourly staff who are required to work on a holiday will receive pay at one and one-half times their 

regular rate for the actual hours worked on the holiday and will be given a day off (of equal time) at 

another time within same pay period. 

 

If an employee has terminated employment, he or she will not receive pay for any holiday occurring 

after the last day worked, even when the holiday falls within the period of projected terminal vacation 

leave. 

   

 

2. Vacations  
Wittenbergôs vacation plan is designed to support the general well-being of university staff, and, 

therefore, the university expects and encourages all employees to take all of their accrued vacation time.  

Vacation requests must be approved by your supervisor and should normally be planned either in the 

summer months or when university classes are not in session during the academic year.  The university 

reserves the right to assign vacation periods according to the needs of the department and may deny 

requests that could jeopardize the smooth running of the university.  A staff memberôs preference will be 

respected whenever possible.  Except for unforeseen emergencies, please schedule your vacation time 

well in advance with your supervisor.  

 

Holidays that occur during your vacation are not charged against your vacation balance.    

      

Vacation should normally be taken in full day increments and may not be taken in less than one-hour 

increments. 

  

a. Carry-overs 

If circumstances prevent an hourly staff member from taking all accrued vacation time by December 31 

of the calendar year, he or she may carry over a maximum of five days.  Administrative staff may carry 

over a maximum of 10 days into the next calendar year.  Generally, carry-over vacation must be taken 

prior to June 30 of that year.  Exceptions to this policy are made on a case-by-case basis in consultation 

with supervisors and the Human Resources department. 

 

b. Vacation Calculations for Full -time Administrative Staff  

A full -time administrative staff member is eligible for one (1) month of vacation per calendar year.  A 

month is defined as twenty-four (24) working days.  Vacation time is prorated from the date of hire at 

the rate of two days per month for a total of six days per quarter.  Administrative staff may take vacation 

after three (3) months of continuous full-time employment.  At that time, the staff member may take as 

vacation all time accrued thus far and all time that he or she will accrue by the end of the calendar year.  

 

You and your supervisor are responsible for keeping a record of all vacation time you have used and to 

file reports as directed by the Human Resources department. 
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c. Vacation Calculations for Hourly Staff  

The number of vacation hours earned by an hourly staff member is determined by the following table, 

which illustrates standard annual hours worked.  All vacation leave is prorated based on the actual 

number of hours in ñpay statusò per year. 

 

Amount of Vacation per Years of Service 

Years of 

Service* 

2,080 Annual 

Hours 

1,920 Annual 

Hours 

1,760 Annual 

Hours 

1,560 Annual 

Hours 

1 through 6 

7 through 13 

14 through 19 

20 or more 

80 hours 

120 hours 

160 hours 

180 hours 

73 hours 

110 hours 

147 hours 

165 hours 

67 hours 

100 hours 

133 hours 

151 hours 

60 hours 

90 hours 

120 hours 

135 hours 

 

*Years of service are calculated by using the number of service years an employee will complete at any 

point within a given calendar year.  

 

New hourly staff hired before June 30 are given one (1) week vacation during the initial year of 

employment.  Hourly staff hired after June 30 are not eligible for vacation benefits until January 1 of the 

following year.  New hourly staff are given two (2) weeks of vacation in the following year regardless of 

date of hire.  Vacation hours are awarded at the beginning of each calendar year based on the number of 

annual hours the hourly staff member worked during the prior year.  Vacation hours may be used before 

they have actually been accrued. 

 

d. Termination with Unaccrued Vacation Taken 

If you leave the university and have taken vacation time that has not yet accrued to you, you will be 

responsible to reimburse the university.   

 

 3. Paid Sick Leave 
 

Paid sick leave is a benefit provided by the university so that your salary may continue when illness or 

injury, including disability from pregnancy and/or childbirth, precludes your attendance at work.  The 

universityôs unpaid policy under the Family and Medical Leave Act appears as Appendix A.  The 

amount of the benefit that may be available to you is calculated as follows: 

 

a. Paid Sick Leave Calculations for Hourly Staff 
Full-time hourly staff accumulate one day of sick leave for each full month of work in ñpay status.ò  To 

be in ñpay status" means you are either actually at work or on a paid leave.  Hourly staff may 

accumulate paid sick leave to a maximum of 720 hours, and sick leave begins to accumulate with your 

first day of employment.  Paid sick leave is prorated for part-time I hourly staff.  Part-time II hourly staff 

are not eligible for paid leave.  

 

In no event may sick leave be used in increments of less than one hour.  When scheduling sick leave for 

a medical appointment, you are required to give at least 24 hoursô notice to your supervisor.  If illness 

prevents you from reporting to work, you are required to notify your supervisor as far in advance as 

possible and in no case later than one-half (½) hour after the time you were scheduled to begin work. 
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Sick leave is not paid until it is earned.  Time paid for sick leave does not count as time worked when 

calculating overtime for the week.  Your sick leave benefit record can be found on each pay check 

statement.  If you believe there is an error with the record, please contact the Human Resources 

Department as soon as possible. 

 

Short-term disability coverage is effective on the first of the month following the date of employment 

for full-time hourly staff members.  After a 30-day waiting period, this plan provides eligible 

participants with income replacement of 60 percent for a period up to six months. 

 

b. Paid Sick Leave Calculations for Administrative Staff 
Full-time administrative staff are entitled to one month, defined as 24 days, of paid sick leave for each 

year worked up to a maximum of six months.  The available sick leave benefit is calculated by adjusting 

the years of service accrual by the amount of sick leave used.  For example, if an administrative staff 

member uses all accumulated sick leave during a calendar year, the following year is considered as the 

first year of employment and would be limited to one month of sick leave.  

 

For part-time administrative staff members, short-term sick leave is prorated.  Sick leave begins to 

accumulate with your first day of employment, and the amount you may take will be prorated during 

your first year of employment.  Eligibility begins immediately on your first day of work.  

 

Long term disability coverage is effective after a one-year waiting period for fill-time administrative 

staff.  See ñHealth and Welfare Benefitsò for more information. 

 

c. Use of Sick Leave 

Paid sick leave is to be used for personal illness or for scheduled medical appointments.  Four days per 

calendar year may be used to care for dependents who are ill.  Use of paid sick time to care for a parent, 

spouse, or child with a serious health condition is described in section 6 on page 29.  Sick leave accrual 

is based only on time spent in ñpay statusò and is not accumulated when you are on leave without pay.  

When using sick leave, you are expected to keep your supervisor informed of your condition and the 

date you expect to return to work.   

 

If you are on sick leave because of a workplace accident, your sick leave benefit will be adjusted in 

accordance with the payments made to you for the same illness or injury under the provisions of the 

Workersô Compensation Act.  In other words, you will not receive the benefit twice. 

 

When an illness or injury results in an absence from work of six or more days or requires frequent, 

intermittent, or unusual absences, you are required to contact Human Resources and may be asked to 

obtain a Family and Medical Leave physician's statement.  This form explains the nature of the health 

condition and an evaluation of your ability to resume your essential job functions.  However, the 

university retains the right to require a physician's statement for any absence.  An absence from work of 

six or more days is generally counted against the 12-week FMLA period as explained in Appendix A.   

 

The universityôs paid sick leave provisions are generous and are intended to provide for you during 

periods of illness.  Sick leave is not an entitlement and is not earned wages; therefore, upon your 

resignation, layoff, termination, or retirement you will not receive payment for accumulated sick leave. 

Eligible administrative staff who have an illness that extends beyond six months have coverage under 

the universityôs long-term disability insurance program. 
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d. Back to Work After Sick Leave 
Wittenberg values the safety, health, and well-being of all staff.  Should you become injured or ill, it is 

important that you return to employment as early as is medically possible, but not before your treating 

physician provides you with a release indicating that it is medically safe for you to do so.  If you miss 

more than five consecutive days of work, you are required to submit a medical release to the Human 

Resources department before you can return to work. 

 

Light-duty assignments will be developed where possible for staff who are unable to return to their 

normal duties while recovering from injuries. If you request a light-duty assignment, your medical 

provider may be contacted to furnish information on the nature of the work you are medically able to 

perform.  Light-duty assignments will be evaluated on a case-by-case basis and may last up to three 

months.  

 

Should you be assigned to light duty, you will be expected to follow the advice of your medical provider. 

If you have trouble performing these duties, let your supervisor know immediately.  You will be 

required to follow-up with your medical provider, who may be asked to provide the university with a 

written report on your medical status.  

 

Wittenberg reserves the right to ask for a second and/or third medical opinion at its expense if it is 

concerned about the medical ability of an employee to return to work or to perform light duties.  If you 

believe you are a disabled individual subject to the provisions of the Americans with Disabilities Act, 

the universityôs policy is reprinted at Appendix F. 

 

4. Maternity Leave  
Maternity leave runs concurrent with the universityôs Family Medical Leave Act policy reprinted as 

Appendix A.  A staff member is entitled to use all accrued sick pay for the period she is physically 

unable to work because of childbirth.  If the staff member does not have sufficient sick pay to cover the 

full maternity leave  period, unpaid leave may be used.  The disability period for a maternity leave is 

determined by the attending physician's certification and is generally an eight-week period.   

 

If you become pregnant, please advise your supervisor when your pregnancy is verified and set up a 

tentative schedule approved by your physician establishing when you will cease work and return to work.  

In addition, submit a written request for maternity leave to the Human Resources department.  Normally, 

a staff member should make this request no later than the fourth month of pregnancy and should include 

the expected date of delivery and proposed maternity leave. 

 

Should you be unable to come to work or unable to perform your job duties satisfactorily before your 

intended date of departure, the university may request information from your physician verifying your 

condition.  Short-term infrequent absences for illness resulting from pregnancy are charged to your 

accumulated sick leave.    

 

Before your return to work after a maternity leave, you are required to submit a medical release to the 

Human Resources department.  Also, when disability makes it necessary for the maternity leave to 

exceed an eight-week period, a medical release signed by your physician is required.   
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5.  Childbirth  Leave 
 

In addition to maternity leave available to a mother who is physically unable to work because of 

childbirth, the university will also permit male and female employees to take up to eight weeks of paid 

leave to care for a child under certain circumstances.  If eligible for leave under this policy, the 

employeeôs accrued sick leave shall be reduced on a day-to-day basis (any portion of the leave which 

exceeds the employeeôs accrued sick leave shall be unpaid).  Both paid and unpaid leave under this 

policy shall run concurrent with the Family and Medical Leave Act benefit. 

 

 a.  General requirements. 

 

Leave to care for a child under this policy is only available to one parent if both parents are employed by 

the university.  Similarly, the birth or adoption of multiple children is considered one event under this 

policy.  The paid leave under this policy is only available to employees who are the sole caretaker of the 

child from Monday through Friday between 8:00 a.m. and 5:00 p.m.  Finally, the leave of absence must 

be initiated within three months of the birth or adoption of the child. 

 

 b.  Pre-leave notice. 

 

To be eligible for leave under this policy, the employee must notify his or her supervisor and the Human 

Resources Office as early as possible.  The request should be in writing, and it should state the expected 

date and desired duration of the leave.  The failure to timely notify the university may result in the denial 

or delay of a leave under this policy. 

 

 c.  Adoption eligibility. 

 

An employee is eligible for a paid leave under this policy for the adoption of a child if two factors are 

present.  First, the adopted child must be six years old or younger at the time of the adoption.  Second, 

the leave of absence must be initiated no later than three months after the adoption. 

 

 d.  Outside employment. 

 

Employees on leaves pursuant to this policy may not accept employment elsewhere without written 

permission from the Human Resources Office. 

 

6.  Paid Leave to Care for  Parent, Spouse, or Child with  a Serious Health      

Condition 
 

Eligible employees may use up to four weeks of accrued sick leave per calendar year to care for a parent, 

spouse, or child suffering from a serious health condition.  This paid leave runs concurrent with the 

Family and Medical Leave Act benefit.   

 

To be eligible for paid leave under this policy, three conditions must be met.  First, the requested leave 

must qualify under the Family and Medical Leave Act benefit.  Second, the employee must provide as 

much advance notice as practicable.  Finally, leave under this policy is only available to employees who 

are the sole caretaker of the parent, spouse, or child from Monday through Friday between 8:00 a.m. and 

5:00 p.m.   
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7. Personal Days for Hourly Staff 
The university provides personal days to cover short (usually one-day or less) absences that occur for 

personal reasons.  Personal leave may not be used in increments of less than one hour, and generally it is 

not intended to extend a vacation.  Except for unforeseen events, advance notice and supervisor approval 

are required for the scheduling of these days.  Supervisors may deny any request for personal leave that 

might adversely affect the operation or services of the university.  

 

At the beginning of each calendar year, regular full-time hourly staff are entitled to two (2) paid personal 

days.  One additional personal day is earned for each four-month period in which the employee does not 

miss more than eight (8) hours of work because of illness or leave without pay.   

 

The four-month periods are: 

    

  January - April  

  May - August 

  September - December 

 

Hourly staff must take personal days during the calendar year in which they are granted.  Personal days 

earned during the last quarter of the year may be carried over to the following calendar year. 

 

New hourly staff who work a partial calendar year are given one (1) personal day after 60 days of 

employment.  A second day is provided if the employee completes six (6) months of service during the 

same calendar year. 

 

8. Paid Bereavement Leave 
If there is a death in your immediate family, you are entitled to up to three consecutive working days to 

handle family affairs and attend the funeral. This paid leave should normally be taken during the period 

beginning with the date of death and ending the day after interment. The University provides one (1) 

additional day for required travel beyond a 250-mile radius.   For this policy, the University defines 

ñimmediate familyò as current spouse, children and stepchildren, parents, stepparent and legal guardians, 

grandparents, siblings and step-siblings, grandchildren, aunts and uncles, nieces and nephews, mother-

in-law, father-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, and grandparents-in-law. 

 

Should you need additional time, you may request to use accrued vacation or personal time or time off 

without pay.  

 

9. Court Duty  
The university views court duty as a civic responsibility.  To be eligible for court leave, you must have 

been subpoenaed by a court for jury duty or to appear as a witness. 

 

If you need to appear in court on matters pertaining to your own personal interests, such as child custody, 

divorce, traffic violations, felony charges, civil suits, etc., such time will not be compensated.  You may 

request to use any earned vacation or personal leave. 
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It is expected that any time an employee has been dismissed by the court for the day, within working 

hours, the employee will return to work for the balance of the day.  On days when you are subject to call 

but do not expect to be engaged in court duty, you are expected to report to work. 

 

Please contact your supervisor promptly after receiving notification to appear and send a copy of the 

summons to Human Resources.  

 

10. Paid Study Leave for Administrative Staff (Sabbatical Leave) 
The university encourages the intellectual and professional development of its administrative staff.  A 

study leave is intended for the mutual benefit of the university and the person granted a leave.  It is a 

privilege that may be granted to members of the administrative staff who have been employed by the 

university on a full-time basis for six consecutive years.  At the vice presidential level, a full-time 

administrator is eligible to apply for a study leave if the university has employed him or her as a full-

time vice-presidential level officer for four consecutive years prior to making application, and/or she or 

he has not had a study leave in the previous six years.  An application for study leave takes the form of a 

letter addressed to the president.  Each applicant should submit a detailed statement of how the leave is 

to be used and should include the following information: 

 

i. Beginning date of continuous full-time employment at Wittenberg. 

 

ii.  Extent of leave desired, i.e., three months at full pay or six months at half pay, and the 

inclusive dates. 

 

iii.  A list of any previous leave periods together with full information regarding any Wittenberg 

financial contribution during the period of the leave or leaves. 

 

iv. The program to be undertaken by the applicant during the leave.  

 

v. This statement should include: 

¶ A detailed description of the purpose of the leave. 

¶ The relationship of the proposed program to the applicantôs professional field. 

¶ The anticipated results in terms of professional and personal growth and/or improvement 

that would accrue from the leave. 

¶ The places at which the leave period will be spent. 

¶ The anticipated effect of the leave on the attainment of an advanced degree, if any. 

¶ The anticipated benefits that will accrue to the university. 

 

vi. Possible sources of financial assistance, if any. 

 

vii.  The effect of the applicantôs absences on the work of the department together with a written 

approval from the applicantôs immediate supervisor. 

 

viii.  Any compelling urgency, such as the receipt of a fellowship, the need to meet a publisherôs 

deadline, etc. 

 

ix. Any other pertinent information. 




