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It i s a pleasure to we
Services at Emory Uni v
preferred service prov
staff, faculty and adm
Emory campus. Wi th ov
we are the only divisi
virtually touches ever
comes toitmeoamupar ki ng,
custodial, maintenance
safety, buil ding const
enovations, | andscapi
ICampus Services employees have at
Emory i s a beautiful campus, and
wor k of our entire team of profes

-

Excell ence isisumobesthaatijost wo
the Trainiing i Boampart of our cul't
caring organization that 1 s respe
you a place where you can | earn,
Your contribution and input is val
hi ghest standards of service in t
| am happy to welcome you into th

Matt hew Ez&¢
Vice Presi

Campus Serv






N\

%O ed ES I

Compl etion of required document
[ Il ca®,)j ow4, aandd | G4 f or ms. Eac
res an electronic signature
gh a database.

Yy Reviewing and reading i mportant
Policies, Trust Line, Heal th and

he benefits and serv
.oyees are gisveynp tfhoer oapnt
S session through the
heir da

Yy Revi ewi
e mp | o yEerep
per semef
have 31
Failure
empl oyee avi
period, typic

~a_.@ 5

— —~+ -t
(y-al¢»)
&® O
—hf—l-m;—h

u would | i ke to watch the
I onal HR videos, you can Vi
[ [ w

Ww. hr. emory.edu/ eu/ hrrep



http://www.hr.emory.edu/eu/hrreps/hrvideos/hrvideos.html
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http://www.hr.emory.edu/eu/benefits/familystatuschange/familystatuschange.html
http://www.hr.emory.edu/eu/benefits/familystatuschange/documentation.html
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Medi cal Pl ans:

For the 2016 plan year, Emory employees can choose from two different

medical plan®@ HS A pdn@dMOS p.MheHS A pikanconsumer
driven medi cal plan with a Health Sa
how your health carePQ@QSlpilaarna aoevepe
medi cal pl an wherpaym nfbcecerr ss omag ager vi
are fixed fee amounts that you pay a

Dent al Pl an:

For 2016, Emory empl oyees can choose
the Aetna Traditional Dent al (PPO) o
Organi zation (DMO) .

Vision Pl an:

Emory offers employees anEveMedn¥i siv
Care The plan includes routine eye e
frames, contact s, etc. ).

Fl exi bl e Spending Account (FSA):

A Flexible Spending Account (FSA) 1is
on atpkebasis. You can use FSA{ffunds
pocket health care costs for you and
day care charges. According to I RS
year during annual enroll ment i f you
Emory offers both a Healthcare FIl exi
Dependent Day Care Flexible Spending

Heal th Spending Account:

Empl oyees whBlESAePdeasm rtehceei ve, eahmam al
contributions through a Health Savin
funded i n olhy eEmaovay'ss annual contrib
i n various wellness activities (ince
contributions you make to the HSA.

M N


http://www.hr.emory.edu/eu/benefits/medical/hsa/hsa.html
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403 (b)) Saving Pl ans:
Emor403(b) SavingdefPeramed sr at it mxme

all ows el i gitbo ec oenniprliobyuvetees at X r g a&yn
and receive a basic contribution
Emory. Contributions aad403{k)s-tgrmeocd
deferred until withdrawal (assume
they are taxed as ordinary i ncome
contributions through Vangu&REF. Fi

403 (b) Roth:

The 403(b) Roth allows individual
contributanmgdalflteers. At the ti me ¢
retirement), the withdrawal of vyo
however, the earnings on any cont |
account has been open at Ieast fi
age 591. Empl oyees can make ontr
Fidelity I nveGREE.NtSs or TIAA

457 (b) Deferred Compensation:

Participation in this plan is | im
more of the I RS annual highly com
2014) . With the 457(b) Deferred Co
may defer their compensation into
sel ect Contributions into the 45
state I ncome taxes, but FI CA taxe:
i nvest ments are directed by the p
Emory until the time of distribut
contributions through Vangu&LREF. Fi



Courtesy Schol arshi p:

The Courtesy Scholarship i s a gra
(not textbooks, fees or other mis
avall able to Emory employees and

and are admitted for enroll ment i
Uni velMéiet percentage of tuition co
years of serv-icme &mpubpeesuwho h.
year of conseaawtieMa gidrlwi aded enr ol
graduate or professional | evel CoOo
academic session (for the purpose
I s consider4d meégulRa&tgiurhealré mpalray e e s
wor king at | east 20 hours per wee
consecutive service are eligible

or professional | evel courses up

session.
Eli zabeth Barrett, Courtesy Schol
40-42-1202

Tui ti on Rei mbur sement :

Emory provides a Tuition Rei mbur s
empl oyees for erila@altledemtr icmarjeeb p
coursework at educational I nstitu
Regul ar ctive employees who worKk
week are eligible to participate

Progr am. Empl oyees may begin part
applicable institutional academic
empl oyment i n an eligible status

Rita Calderon, CS Benefits Specia

40-42-7613



Faculty Staff Assistance Progr ams
FSAP provides professional counse
educational services designed to
and ‘wel hg of individuals and orga
empl oys a holistic model I n servi
coll aboration and promotes commun
resource for faculty, staff, physi
members. Services are provided by
maintain strict confidentiality i
BElIn i c al Il nterventions. For more
http://www. fsap.emory. edul/

Faculty Staff Assistance Progr ams

201 Dowman Dri ve
Atl ant a, GA 30322
404286123

Wor kLi fe Resource Center

The Emory WorkLife Resource Cente
the Wwoflk culture for Emory Univer
students. The Center integrates a
and processes that sustain indivi
Wor kLi fe Resource Center provides
students with programs and&resksobemn
over whel ming chall enges. For mor e
Resource Cemttep: / gwwtwwowor.kl i fe. emc

Wor kLi fe Resource Center

1599 Clifton Road, Suite 5.316
Atl anta, GA 30322

40-42-8000


http://www.fsap.emory.edu/
http://www.worklife.emory.edu/

Learning & Organizational Devel op
The Le&r Org@ni zati onép dDretvmée oip mfe un
mi ssion of Emory University by of
opportunities, Il ncluding open enr
wor kshops, performance consulting
of fer many programs and courses e
professional needs and iIinterest
Emory Continuing Education (ECE)
Emory Continuing Education offers
programs and open enroll ment cour
hybrid options) for both professi
enri chment. Areas of study includ
fundamennfadrsmati on technol ogy and
financi al pl anning, communicati on
management, foreign |l anguages and
Language, test preparation, healt
are hel & &£&txeEQE i ve Par k |l ocati on,
Al pharett a.

Career Counseling Services

FSAP offers individual career cou
physicians who are seeking to enh
Counseling can assist in explorin
professional goals, and identifyi
educational deci sions related to
i nclude career interest and aptit
resume/ vitae building, mock inter
devel opment

M p



Campus Services (CS) Profession
Techni cal Tr aiindSh gh aPsr oagrTaenc hni c al

| ocated at the Briarcliff | ocati c
staff ar e provided a vari ety of
knowl edge and skil/l l evel. Super
attending any technical cl ass. C
Human ResAwrricle s€pdcmilliieemh you ar e |

attending any of these training c

Computer C |Caosspeust e r classes are h

spring. Cl asses range from begi
i ntermedi ate | evels of Mi crosoft
Training & Communications Speci al
cl asses are available and how to
required prior to attending any c
Leader ship Devel opgn@iht prPoawigdeasns |
devel opment programs for frontlin
| eader s ( BRI DGES and | NFLUENCE) .
val uabl e knowledge and understand
Career Con-s@u nt atmoosnt val uabl e r e

empl oyees and we want to assist v
CS offers consultations with emp

options for career growth. Durin
programs are recommended to help
t heir career. You can schedW®d@bei la

Occi 1Siienm birTermci. May
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Ti me & Attendance Policy
Policyh2t p3// policies.emory.edul/ 2

To provide timely and accurate pa
Payrol | Department requires empl o
of accurate time keeping and atte
FM Ti me and Attendance Policy:

Al | empl oyees are expected to arr

designated start time and remain

schedul ed work shift/day. This po
attendance expectations, outline
for scheduled and unschedul ed abs
consequences for those empl oyees
punctual ity expectations. The pol

Uni versity regulations or policie

with university regulations, poli

Procedur es

1Clock I n/ Clock Out

9 Cl ockinngp to seven (7) minutes af
wi || not result in a tardy. Begin
the scheduled start of the shift

9 Aut horization to clock out prior
be obtained from the supervisor i
proper coverage is arranged.

9 Supervisors may wuse their discret
can make up missed time for arriyv
unschedul ed absence wél atit mmaatnct
record.

My

[
(

’~ — - P e —



T A F W

CS Ti me and Attendance Policy (

9 Only in certain circumstances wi
accrued sick time to cover ti me
tardiness.

9 Empl oyees must not accrue overt.
mi nutes before/after their sched
approved in advance by their sup

2 Ca- h

T An empl oyee who i s unable to repor:
shift is required to call hi s/ her ¢
scheduled shift. For instances of ¢
empl oyee is required to call the s
empl oyee returns to work, a | eave
confirmation from the supervisor t}

9 I'f unable to speak with the supervi
which includes the reason for not r
per sonal emergency. Note: Use of si
Uni versity Policy 4.34 and Policy /¢

1 Absences of three (3) o0or more conse

a
u
e
a

Il njury require medi cal hedletalsealrf e

i n order to return to work. The steé
must confirm th dates of absence f
wor k date, and ny applicabl e restrt
Absences may be covered under the F
An employee who fails to call his/

consecutive scheduled work shifts i
empl oyment due to job abandonment i
Uni versityil Peoparcyt idaress from Empl oym



T A F W

CS Ti me and Attendance Policy (

3Breaks & Meal Periods

9 Supervisors wil/ provide their d
times for their respective worKk
9 Empl oyees are expected to take Db
or agreed upon with their supery
9 Breaks other than meal periods m
mi nutes and may occur -htowirc evod WKr is
9 With advance supervisor approval
extend the meadni patieobr ebkf t eees
not taken.

4 Requesting Leave

91 Requests to use accrued | eave sh
approved by &heseupmplvbygee at | eas
advance of the | eave.

9 Supervisors may use their discre
unusual circumstances and approv
than fivémotbredays

f

Gui del i nes for Absences

An absence i s considered schedul e
|l east five (5) days i n advance. A
when it is not requested and appr
advance. Tht &il W$had dlidreess s or | eavi

before the end of schedul ed wor k
consideration the mitigating circ
absence.

H N
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CS Ti me and Attendance Policy (
Anunschedul ed sabtsiemeceaway from work that
approved at | east five (5) days in adva
| eaving the workplace before the end of
Pattern of: Abseaonbedul ed absences occur
basi s.
1) The day before or after a schedul ed
2) On a desirable day off, a specific d
3) A specific or unique work day
4) As sick | eave or vacation time off i
Al t hough the specific action taken in e
di scretion of the appropriate Director/
actions |ikely to be taken due to emplo
Steps |Type of|Acion Llytkebeenl ak
Actio n
1 Coachin g Employe & at et nah ¢ ecord will  bweeweadavi htth e  doyepeto
Co ner Boa] d ¢e mine ctdoriinigp r terhs  apo cible olsitions .
2 Ve alb Employe & at et nah ¢ eecord will  bwewedevi htth e doyepeto d e}
Warnin g termin e  tilw @ni g olgems a n @ @sible solutons .
T ls dis csgion willb eeco r diea dvaitetrmemo a c @off y
whic hw il be maintaine dn e loyp & pe ros elfla .
3 Wri & n Employe & at et nah ¢ eecord will  bdewedevi htth e  dogepeto
Warnin g d ée mine ctdoriinigp r terbs an d ospible  Isitions
T lisdis ¢ gicnwil | boeume ted a nod p & th ewitetn
wa r ngwill  imantained in employee®& p eso me Flg .
Inth eCSB ,an flUn stafacto yoo fNe e dirmp rvementofo Depe nabil -
ity/Delive r i Regults comp éen ¢ ¢y hutdd lgiee noth e doyegpe u n
le sth esu prvis ois p rvioed with duometatoin HiRipgh eb a
s ece d0Die o fAssistantDie to & ftisfa toin .
4 Fina | Employe & at et nah ¢ ecord will  bweeweadavi htth e  doyepeto
Warnin g d ¢e mine ctdoriini gp r terbs an d ospible lsitions .
Tlisdis c gicnwil | boeumelted ancod pethe
s u ensio nw il be maintain e ith employe & p e ong efile .
Inth eCSB ,an fUn stafacto yoo fNe e dirmp rvementoratin go De -
pe dability/Delive r i Regylts comp ¢éen ¢ y huld lgige noth e e m-
ploye e laisith esu prvis ois p rvided with duometatoin EiRip g
th e bsaece g0 Die to fAssistan Die to & fisfa toin .
5 T emin &oin | Employe & atet nath c ecord will  b\dewedevithth e  doyepeto
dis 0s & ke sive ahs es.
T s dis ¢ sicnwil | boeume ted a nod p & th é¢e min a -
toi et et wi | be maintained in employe & pe r sne file .
H M



T A F W

Ti me & Record Keeping Policy
Policy-htt 60/ / policies.emory.edul/ 4
NofExempt EmpldVge&sy( Bi

Empl oyees who baweee kplayi db aosnie sae mpm a

status) track their time using Kr
attendance system t Hatr uvsewrtdh ex gt
wor ked. Each department has at | e
responsi ble for the time and atte
revi ews each employees' ti me, cor
i nformation, and approves the pay
print out reports for supervisors
that pay period

Exempt Employees (Monthly)

Empl oyees who are paid on a month
t rachkei rusiemaget he Exempt LeaSel fTr a
Servi dmanagers of exempt empl oyees
| eave requests for using the syst

Daily Time Reports (DTRs)

Some Campus Services employees ar
Ti me Reports (DTRs). DTRs are ¢
serve as a record of wor k perfor
wor ki ng against particular wor
whi ch are used billing purpos

a
for
with any questions you may have r


http://leo.cc.emory.edu/
http://leo.cc.emory.edu/

Leave Policies:
Leave Request

Campus Services employees are req
advance a Leave Request form Acc
Campus Services policy, | eave re
wor king days in advance for vaca

advance for floating hol

|
empl oyees can be obtaine from
submitted il p e/ /atp:ps . hr ..eEnoamp te

empl oyees must wuse the online Lea
of fhtatt ps: / / apps. hr.. emory. edu/ Leave
The most common types of | eave re
1 Sick Leave

f Vacation Leave

1T Bereavement Leave

f Hol i day Leave

f Jury Duty Leave

T Parent al Leave


https://apps.hr.emory.edu/Leave/
https://apps.hr.emory.edu/Leave/

Sick Leave:

Pol i cy-h#tt 3/ / policies.emory.edul/ 4
NofExempt EmpldVge&sy( Bi

Regul ar bi weekly (nonexempt) empl

more hours per wor kweek are eligi

Temporary employees,raeahithedheeteixrc.e

accrue sick | eave. Empl oyees shal

sick | eave balances upon terminat

Reasons for | eave

An empl oyee must use accrued sick

f when unable to perform job dutie
(i ncludes accident or injury, pr
medi cal conditions);

f when the E@mpppyieet ment with a he
cannot reasonably bewasrckhedaudred; d.
empl oyee may (u6G)e w@r K owesa kks of a
to adopt a chil d.

An empl oyee shalll not be all owed

reaso®eats forth above unl ess t hsd cakmj

| eave.

An empmayeel ect to use accrued si
| eave without pay:

9 To care for a Care Recipient who
accident or injury, pregnancy an
conditions requiring the presenc

Bi weekly employees acorager diadk sl e
based on actual hours worked. Acc
more than 80 hours per pay period



Sick Leave:
Pol i cy-hd4t 4/ / policies.emory.edu/ 4
Exempt Employees (Monthly)

Regul ar monthly (exempt) staff em

more hours per workweek are eligi
Temporary ewiptlloytelees, exception of r
accrue sick | eave. Empl oyees shal
sick | eave balances upon terminat

Reasons for Leave

An empl oyeecnoursutedusse ck | eave:

f when unable to perform job dutie
il Il ness (includes accident or in
or ot her medi c al conditions) ;

f when the @mapppyieet ment with a he
provider cannot reasonabwor khe sc
hours; An employee may el ect to
week®r adoption or platkment of
i ncludes related agency and | ega
and a bonding period following t

A monthly employee shall not be al

one of the reasons set forth abov

exhausted asichppbetacabmaygy empkoyeé:
use accrued sick | eave, vacation

9 To care for a Care Recipient who
accident or injury, pregnancy an
condinteaeuisri ng tolietpmreesaenpd®yee.

Mont hly empl oyees accrue one day



Vacati o

T A F W

n Leave:

Pol i cy-Mt.t1p:0/ / pol i ci es . eWeroerkyl.ye)d u/ 4

NofExempt EmpldVge&sy( Bi

Emory, concernebdeiabguof té@mpwey ées
vacation | eave as a benefit that
per sonal | i fe balance. Supervisor
vacation | eave as a means of incr
mor al e

Regul ar biweekly (nonexempt) empl
more hours per workweek are eliggi
Temporary ewiptlloyteleess, exception of |
not accrue vacation | eave. Bi week
| eave per pay period&bastdabnhouae
years of service and paid status
for Bi weekly Employees). Accrual
than 80 hours per pay perilogdavd@& m
hours may be accrued. Upon reachi
empl oyee wil |l not accrue addition
accrued vacation | eave has been u
Upon termination, the biweekly ac
the employee's vacation | eave acc

el i gi ble pay period and may be ut

wor kday
wi t h a
wha er mi

of the following pay per.
mi ni mum of six (6) months
nate empl oyment will be pa

up toacdrmued unused hours in one |
er minati on. Regul ar biweekly emp
han six (6) consecuti be mMmomplkes sa

acatio

t
t
for acc
\Y;
or ret.i

rued unused vacation | eave
n time may not be&Gusedmioa
rement dat e.



Vacation Leave:
Pol i
Exempt Employees (Monthly)
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| eav
Emp |
mo nt
vaca
not

cy-Mt.t1p:1/ / pol i ci es. emory. edul/ 4

Y, concernebeiabguof t dmpwey ¢ées,
tion | eave as a benefit that
onal | i fe balance. Supervisor
tion | eave as a means of incr
| e

l ar monthly (exempt) staff em
hours per wor kweek are eligi
orary employees,rehithedheeteixce
ue vac.aMoinamllyeawe| oyees accru
hly based on years of service
be accrued. Upon reaching tha
oyee wil|l not accrue addition
ued vacation | eave has been u
hl'y empl oyees accrue vacation
I s Iin a paid status for at | e
mont h.

hl'y empl oyees with a mini mum

| ctte wimionate empl oyment will b
up aocr2ZuedDd unused hours i n one
r- - termination, provided they
ki ngEsgmpgte mempl oyees who do nc«
e tracking system will not be
oyees who have completed | ess
hs of s ebreviccoempweinlislatneodt f or acc
tion | eave at termination. A

be used to extteeadmiamatimph oyr et
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T Attendance at a
T Rel ated travel
1 Ti me necessary

reavement Leave:

| 1 cy-h#4t p3// policies.emory.edu/ 4
ory 1 s concer nbeedi nagh oauft itthse ewedll
reavement | eave as a benefit th
need. Regul ar empl oyees who wo
rkweek are eligible for paid be
reavement | eave may be granted

uner al or compa
me .

f
ti
to conduct arrang

busi ness.

Ab
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p a
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A

sence may be compensated for wup

| mmedi ate family member i denti
rent, | egal -i ghuaaw, d isapno,ussped, r espatmees t
rtner, -cchhiilldd,, gsrtaenpdchi |l d, | egal

her individual r@shdmeg in the

the event of the death of any

mpensated for up to three days

sence may be compens®tdids carte ttihcen
pl oyee to attend the funeral of
anted depends on the relationsh
ceased, t®del ewmdi votluméesponsi bil
rangements, travel time need&ed,
partment, and other relevant ci
ould additional time off be req
ave the employee may request va
|l T day | eave

supervisor may request document

HY
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Hol i days:
Pol i cy-hd4tp5/ / policies.emory.edu/ 4

Paid holiday | eave iIis provided to
retirees who work at | east 20 hou
exempt empl oyees.
The University observes the foll o
1 New Year's Day
M Martin Luther King, Jr."'"s Birth
T Memori al Day
M Il ndependence Day (July 4)
M Labor Day
M Thanksgiving and the day after
M Christmas Eve
M Chri st mas
1 New Year's Eve
M FIl oating Holidays (2)

The specific dates for the observ
announced each year.

|l n addi ttieem dfof itchieal holi days obs:
holi days must be used per calenda
December 31 by eligible Universit
are prorated -tfiome reegpulllayre epsarbtased
hours wor ked.

FIl oating holidays are available a
yeaAny empl oyee hired on or befor e
fl oating holidays; an empéogieee i
floating holiday. FIl oating holida
partdagl abseEmeysmust be taken in t
which WUndem.no circumstances wil |l
over to the next calendar year, n
upon termination of employment.

H ¢



Jury Dut y:

Pol i cy-hd4t p6/ / policies.emory.edu/ 4

Jury duty | eaweli €Empr v v &oneldoyweseess.
who are summoned to serve during

Jury, or for witness service wher
and is not the defendant or plain
of pay for judicial hours away fr

summoned to se
service must n
rr - subpoena is r
a must be submi

An empl oyee who i s
Ssubpoenaed witness
when the summons o
summons or subpoen

An empl oyee on jury duty i s expec
reasonabl e conditions exist, for

workday(s) that he/ she i Stafoft whmogy
on jury duty and are scheduled fo
same workday should be protected

enti rheouZ4 peri od.

| f the employee is the defendant
proceeding, they wil/l not qualify



Mi | itary Leave:
Pol i cy-h#dt p5/ / policies.emory.edul/ 4

Emory provides miidei it geingpllleoeyaevees tion
accordance with the Uniformed Ser"
empl oyment Rights Act of 1994 (US|
USERRA provides guidelines for em
and for the prompt reempl oyment o
empl oyment to perform military tr
Uni formed Skbaveceemphdted such se
honorable conditions.

The Uni formed Services include th
Nati onal Guard, and Air National |
duty for training, Itniance | Nat idoun ayl
duty, the commissioned corps of t|

ot her category of persons designa
or emergency.

A person who is a member of, appl
has perfor med, applies to perform
service in a Uniformed Service sh
empl oyment , reempl oyment , retenti
any benefit of employment by an e
member ship, application for membe
application for service or obliga



|l ncl ement Weat her :

Policy-http2// policies.emory.edul/ 4
This policy is intended to ensure
and functions remain operational

] eopardizing the safety of empl oy
Campus Services Inclement Weather
This procedure is intended to ens
Services (CS) is prepared to safe
weat her and emergency conditions,
and functions to remain operati n
of student s, patients, faculty, s
This procedure goes into effect w
to an event that is predicated by
President of Campus Services or h
approplrheatleni ver si /R-IR384l wneé ] Hh@d e
recorded announcement to notify e

opening for University 5emM@laany ees

|l n Campus Services every staff

me

services or wor k. During extraord
Uni

emergency conditions when the

Campus Services declares an incl
nu

positions-sréequpresence to cont

e

care, student support and researc



|l ncl ement Weat her (cont.)

Pol i cy-ht

tp2// policies.emory.edu/ 4

The Critical Functions List wild@

empl oyees by jJjob task needed to b
weat her event. It i s the responsi
empl oyees identified and ready to
requirements of the Critical Func
To ensure continuous service in s
are categorized into one of three

Essentialj &bsvibat are required t

and oper

ations for the safety and

Emory community who must remain o

empl oyee

S .

T Serve as the first |l i ne of C ommu
i denti fied bel ow under communi c a

Reserve
provide

$ eorbvsi ctehnat are not 1 mmedi
servi cidebatyedwaett vo c sa h

t hat t hey may fbses eurptgiraadd @Sleerd wiome t h

needs wi

thin each department of C

f Category assigned at the time of

1 Report

to or remain at wor k

Of f Campus | ®drsvitcheat can be del aye
conditions have passed or jobs wh

home.

M Do not

report t o or remai n at W O



Family & Medical Leave Act ( FML/.
Policyhd4tp3// policies.emory.edul/ 4.

FMLA all ows eligible employees to ta
] opbr ot ected | eave under the Family ar
a rol imomg hli12deriod for speci fiedn fami
addition, eligible employees may qua
] obr ot ected | eave under the FMLA in

covered fand |syermeintbeeri n t EempAomeesFor
cannot waive their rights under FMLA

To be eligible for FMhWustl eave, an em

T Have worked at | east 12 months for
consecuti ve);

f Have worked at | east 1,250 hours fo
mont hs (these hours must be actual
holi days, sick | eave and vacation |

T Wor k at a | ocation where there are
75 mil es

FMLA | eave should be requested for t

fBirth of the employee's child, or t
chil d;

TPl acement of a child with the empl o

TTo care for a Care Recipisex ((empkod
partner ;i shpaaw,e ncthsi | d, adul t child wit
parent) with a serious health condi

fBecause of the employee's own serio
period of medical i ncapacity of mor
days, and any subsequent treat ment
the same condition.

1 To care for a U.S. service member o
I Il 1l ness incurred or aggravated in t
duty I f the employee is the spouse,
of the service member or veteran.



T A F W

Family & Medical Leave Act (FMLA)
Pol i cy-hd4t p3// policies.emory.edu/ 4

f A qualifying exigency arising out
spouse, son, daughter, or parent |
component of the U.S. Armed Force:
duty to a foreign country or to i
t he National Guard or Reserves whi
or international waters. Qualifyi
1 Shomdti ce depl oyment

f Military events and related acti vi
1 Care of the parent of a service m
i ncapablcearoef sel f

f Financi al and | egal arrangements |
f Counseling

1 Rest and recuperation of the servi
empl oyee in connection with any r
service member is |imited to a ma:
1 Attending tdepéotyamentpasti vities,
arrival ceremonies reintegratiol
ceremonies sponsored by the mil it
foll owing the termination of the ¢
duty status, and addressing i ssue:
covered military member

Addi ti onal activities that the empl

as an exi@gendy amdch both the timir
| eave are agreed to by thAneempbpegrE
must complete an online Leave of

medi cal | eave to his/ her depart me
practicabl e-Senvibe pfabét.

EIli gi bl e empl oyees may r euchepidviedh we t
during any-m'orndlhl ipreg" odd2 measured b:
date that any FMLA | eave is to be u
pl acement of a child for adoption o
within 12 months of the birth or pl

op



T A F W

Me di c a l-F MLNA)nN:

Pol i cy-hd4tp7// policies.emory.edu/ 4
An empl oyee may request a medical | ea:
heal th condition which renders them ul
their Jjobs, an on the job injury, or
A serious health condition is defined
or physical or ment al condition- EIl i gl
ti me empl oyees -tainme remgull ayee@arwho wor k
hours per wor kweek, and who are ot her:
Medi cal Leave Act (FMLA) |l eave for th
or have exhaustAend efrpl A yleeeavmeu.st compl e
online Leave of Absence Request Form
her department management as soeon as |
Service page

Aut hori zation from a health care prov:
Resources, Empl oyee Rel ations and mus
fThe date on which the serious health
fThe probabl e duration of the condit]i
fThe appropriate medical facts about
fA statement that the employee i s una
her |job.

When seekHAMIA nmendi c al |l eave, empl oyees
provide second or third meeirc¢dalf i e@itmio
al so be required. When an empl oyee is
to provide medical confirmation, depa
assistance from EHphary eRe Reuratce D.ns,

A statement from avéaeialyihngatrkepcowi €
empl asy eseer i ous heal th condition may be
medi c al | eave.

Bef ore an employee may return to work
must present documentation from a hea
duti es and responsibilities.

Failure to comply with the foregoing
deni al of |l eave or reinstatement from
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aid Disability Leave

hort Term Leave/ Long Term Leave
he Emory Disability I nsurance PI
our l ncome when you ar e unabl e
ccident al I njury, Il Il neesadvoeddi ¥
| i gi bl e for coverage under t he
equi rement s, enr ol | I n t he Pl
ontributions wunder the Pl an. Di
ou have been unable to work for
ave exhausted all of your accrue
Short Ter miBi saavhaiill iatbyl & itnoe rdeigmidas
empl oyees. Empl oyee,s -dnla-§ 0 e kdeadytO
el i mination period. Benef &t shaaer
sal ary.

Long Term Dissuatbarmattiycal 'y i1 s av:
f utlilme otri mealempl oyees. -yElaer ewaii s
period for this benefit. Bse nked 9 @
salary, not to exceed $15,000. P
di sability

Parent ali sLewalveeoe y Uni ver sity st .
t o pai d par ePmtrelntlad avie.nofhdes it
weeks of paid |l eave to eligible
doctoral fellows, and | ibrarians
adoption of a child Pai dumar dnt 2
all ows both parents the time to
al so providing them with a finan
I mportant time in their | ives. I
empl oyed by Emory University, ea
paid parental | eave


http://policies.emory.edu/4.125

Driving Emory Vehicles Policy:
Pol i cy-htt 94/ / policies.emory.edul/ 4

Al | Emory employees who operate Emory
comply with Emory's policies and all
mot or vehicles. The foll owing items s
compart mamrvhe hoifcl e:

g8 Current auto I D card verifying insur
8§ Emo&yinstructions on how PRPloeae®ort a
remember that al/l accidents must be r
24 houfMeis includes accidents involywv

Enterprise or ot hWhilrenittali Sompaas 1. )
Of fice of Qual-1%t&9 X3 ,Riadrk eadi t40bll e acci
wi || need to be completed and email ed
accident .

§ A worksheet to assist the driver in
scene.

Empl oyees must be at | east 18 years o
driving experience, have and insurabl
Georgi a.

Campus Services Driving Policy

To ensure al/l Campus Services (CS) em
operation wo@fwnand BmMoOodyased vehicle com
and all applicable | aws for the safe
procedure is intended to supplement E
detailed information pertinent to CS.
University regulations, policies and

Emory empl oyees who drive Emory vehi

1. Obtain a valid Georgia (or State
the c¢cl ass of vehicle to be driven on
i f for ot her than a standard Cl ass C

oy



Driving Emory Vehicles Policy
Pol i cy-hd4t 84/ / policies.emory.edu/ 4

2. Mai ntain a v@lidc&eovsegih dniyea
required.

3. Sign a form authorizing a check
4. Successfully complete the fOnvlei n
year s.

5. Report all traffic citations, ¢
mot or vehicles, and/ or changes in

withhmour s.

6 Hi ri ng depaaret meensspso mai bt &i Hemwrdr i vi

records of their empl oyees.

7. Operate Emory owned or | eased vV
activities only.
8. Report any and all damage to an

regardl ess of whether or not a cit

Deni al of Driving Privileges

Driving p
empl oy men

-

Il vil eges may be denied o
status may be made unde

—+

1. Failure to sign the required &o
driving record.

2. One of the following conviction
a reckless driving

b. driving while impaired or under
C homi ci de by vehicle, negligent

(

C
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Driving Emory Vehicles Policy (¢
Poli cy-hd4t 84/ / policies.emory.edu/ 4.

When the decision is made t® duspEt
responsibilities:

1 The empl oyees &0 |dalheanvtear rurpaatyod v e
matter.

f§ During this period, the employee
driving posi&i opgnviracEmot ywent p

91 f the emphble a eissol ve t16&d mal ead
dayand has not sderciuriendg gporsani on,
reqguest a personal | Qv ec adfenahbs e
This | eave wil/l all ow the empl oy
empl oyment status with Emory whi
ot her job opportunities.

1 At the end of 90 dwaryasblie ttoh e eecrup

noqdri ving ,pohsel toorons he wi | | be t e
CSwi | | no | onger accommodate empl
driving privileges susperdiaad.oedlrli
in fulfill ment of their job duti es

acknowl edgement of their driving r
Supervisors are required to:

1 Report all/l empl oyee traffic inci
HR) withdfourwél¥dy hours of notif

f§ Submit a copy of the cit@&@tdmsinveal
|l icense and a signed and daHBd D

f Maintain their employee driving



Tobacco Free Environment:
Pol i cy-mMt.t1pl:3/ / pol i ci es. emory. edul/ 4

Emory University recognizes the s
direct use of tobacco products an
tobacco pmoowdts. to create an atn
consistentdwmt 8sEmporgnd commit men
health and wellness of members of
Uni versity and Emor y fHmeao ptrhocha rbel t(
use or sale of tobacco products i
| eased property effective January
Effective January 1, 2012, the wus
i n or on al/l Emory property.

Compliance with this policy is th
the Emory Memmemist pf the Emory co
admini strator s, management, staff
assist Iin the i mplementation of t
tobacco users of this policy

Repeated violations of this polic
under the Student Code of Conduct
Policies and Procedures, or other
policies. Emory visitors a®de expe

tobacco free environment .



Substance AHBHuse/ MNoudkpl ace:
Policy-h#tt 66/ / policies.emory.edul/ 4

Emory University 1 s <comnbietitnegd otfo i
staff, faculty and student s. Emor
Dr ukgr ee Wor kpl ace Act -brfed 988hamlds
Communities Act Amendment of 1988.

established certain standards for
pertaining to alcohol and other d
Emory prohibits the unl awful posSs
di spensation or manufacture of al
owned propertsyponsaarte Enmoatyi vities.
Emory holds the expectation that

as wel | aspahlsoEmdr wyrgani zati ons,
applicable federal, state or | oca
possession, manufacture or distr.i
Any member of the st afwh,o fvaicoullattye s
standards of conduct andpbelygaweisai
di sciplinary actions and penaltie
Emory academic programs, terminat
to the appropriate federal, state
the courts. Emory further specifi
empl oyment, all of 1ts staff and

this policy statement; and 2) not
administrator, department head, d
criminal drug statute conviction

wor kpl ace no | ater than five days
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Uni form Policy:
Uni f or ms ar e provided for Campus

position requires that they wear
wear their uni f or ms at al | ti me
responsibility of the empl oyee t
assure that hi s/ her uni forms and
Shirts are to be tucked i n and apg
at al | ti mes | t I's the responsi
repl acement uni f or ms ar e needed
wardrobe. All other employees sho
There are three departments that
uni f or ms:

T Facilities Management ( FM)

1 Emory Police Department (EPD)

1 CS Finance & Business Operation

Services)

Those who are required to where a
policy with there supervisors. Fa
access to FM Uniform Policy on tF
by going to the I ink bel ow:

http://campserv.emory.edu/administratior



http://campserv.emory.edu/administration/hr/uniform_policy_revised_030714.pdf

Equal Opportunity & Discriminat
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mmi tted t

| cyhtlt.p3: / / pol i cies. emory. edu/ 1.

diryi viesn ,a ne tihnigcuailrlyy en
cated to the ideals
I rshi pEmarmnyd Wmimimairns
values of academic
t contention among

the expansion of kn
a t f
h

ry Univer si
edi
ching, cho
des by h
umpti on t
essary fo
a
0

el f and aini Egoogyousd

.
e widest possible

(o d

as.
University is committed to ma
e of wunl awful hara®Psmsnmtanand od
vesw sdammi t ment to a fair and of
i n accordance with federal | a°
erate discrimination against o
up based upon race, <col or, rel |
der, genetic information, age,
der i1 dentity, g e ri&d esrt aet xupsr, e sosri oa
t is a prohibited con<E£imberyati o

versity welcomes and promotes
I r oen me nt

s policy shall apply to person
Emory University, vendors, coni
er third parties -pponsaci patewng.!
gram, whether on or off campus
uations in which the responden
ry community.



Performance Management
Policyh#ttpil/ / policies.emory.edul/ 4

expe
Camp

—
>
@D

(¢

SQDDO®nWAaAsSoQT Y
®—"S3JcS®J00 -0~
DPNWOTT<—O®O = =
OO0 —"OMmMOC —O0

performance management proces
the empl oyee and supervisor t
uss and document the demonstr
ctations

us Services Feedback & Develo
Feedback & Devel opment proce
ngths and opportunities for t
continued growth within Camp
ess Is to establish Rol es, R €
s, and develop the employee.

me nt hi s/ her achievements for
h he/ she would I|Iike to develo
| opment goals is part of t he
rvi sor ar e expected t o ma k e
oyee has t he opportunity to
urage employees and superviso
uss th® pmpboges and to ident
s
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Wor k Pl ace Health & Safety:

Pol i cy-hd4t 93/ / policies.emory.edu/ 4
Emory maintains sever al maj or pro
environment al and personal safety
and Empl oyee Health Services/ Wor k-
responsi bil ity f arnsaudneidn iwsotrekreirnsg
program and a health and safety p
admi ni stered in compliance with t

Compensation Act.

Human Res o ulrhcee sWoarnkde r s Compensat.i

has primary responsibility for:

f evaluating and treating the init
f accident investigation and preve
f di scussing the facts with the em
f case management

f coordinating efforts for returni
f deter mi ni ng ¢ o mpceonnspaebnislaibtiyl iotry noof
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