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INTRODUCTION 

This handbook has been prepared for informational purposes only. Neither this handbook, the 
institution's practices, nor other oral or written communications create an employment contract 
or term of employment. Your employment with the institution is “at-will,” meaning that both the 
institution and its employees have the right to terminate the employment relationship at any 
time. No communication or practice limits the reasons or procedures for termination or 
modification of the employment relationship. 
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Success Measure 2: Increase the number of initiatives that celebrate and reward community and 
individual achievement from 1 to 3 by 2020. 

Success Measure 3: Create 3 new programs that educate and instill a sense of responsibility that 
unites the campus but does not force conformity by 2020. 

 

Pillar #4: Enroll and Retain Students and Engage Alumni 

Outcome: 

Moravian College identifies, enrolls and retains students who aspire to participate in our 

revolutionary educational experience and establish lifelong relationships within our community. 
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III. BEGINNING EMPLOYMENT 

3.1 Definition of Support Staff 
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3.5 Administrative Staff Appointments 

After consultation with appropriate supervision, Human Resources, and in some cases the 
president, offers of employment are extended. Offers of employment are not made for a 
specified length of time, unless so noted in the original letter of agreement. Changes in the 
conditions of employment, such as salary increases or promotions, are announced in writing 
whenever appropriate, usually during the fall. Generally, formal evaluations are conducted 
annually by each supervisor. 

3.6 Full-Time Faculty Appointments 

Full time faculty appointments are made by the Vice President for Academic Affairs and Dean of 
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the coordination of work within the department. He or she will also determine related work 
schedules and evaluate employee work contributions once a year. This evaluation will include 
assessments of job knowledge and comments concerning job performance. Employee 
questions or problems with work or with institutional policies should be di
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4.8 Pay Advances 
 

Occasionally, an emergency occurs which produces a personal financial crisis. At such times, 
the institution can provide employees with an advance of pay to help meet the emergency 
financial demands. Emergency needs are limited to expenses associated with extraordinary 
medical costs not covered by insurance, start-up costs associated with the change of job, and 
the death of an immediate family member. Requests for an advance to meet vacation needs will 
not be granted. If an employee is approved for an advance, the advanced funds will be 
deducted from the following paycheck consistent with legal requirements. Payroll advance 
request forms are available from the Office of Human Resources. A promissory note must be 
signed as a condition of receiving a payroll advance. 

 

4.9 On-Call, Weather-Related Duty, and Emergency Duty Pay 
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4.10 Wage Garnishment Policy 
 

Moravian University expect their employees to be prompt in the payment of their personal 
debts. Employees should be aware that a court can order the institution to deduct amounts 
directly from an employee’s pay when that employee has failed to pay his or her personal 
debts. 

 

4.10.1 Debts to Employer 
 

Any employee who fails to satisfy a personal debt to Moravian University is subject to the 
amount being deducted from his or her payroll earnings, consistent with legal requirements. 
The employee will have the opportunity to settle the debt before any amounts are deducted 
from his or her wages. 

 

4.10.2 Court-Ordered Garnishments 
 

Any court-ordered garnishment for child support, family support, bankruptcies, or other 
judgments rendered against an employee must be forwarded immediately to institution’s Payroll 
Department for processing. 

 

4.10.3 Federal Tax Levies 
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V. ABSENCES FROM WORK 

5.1 Employee Responsibility (not applicable to faculty) 
 

As an employee of the institution, each staff member is a part of a working team. Fellow 
employees depend on each employee to be present each day and to be on time. Work is 
expected to begin immediately at the beginning of each day or at the end of a break. Consistent 
attendance and punctuality are considered imperative to the institutional business operations 
and an integral part of each employee's performance standards. Poor, uncertain, or irregular 
attendance and/or punctuality produce disruptive results for the institution and lower overall 
productivity and continuity of work. Nevertheless, the institution recognizes that employees will 
periodically need to miss work. However, for all departments and offices to operate efficiently, 
absenteeism must be managed carefully. Employees unable to report to work for any reason, 
must notify their supervisors immediately. Contact to designated supervisory personnel must 
occur at least 30 minutes prior to the start of the work day, or not later than 30 minutes into the 
scheduled work day. Consult with supervision to establish the appropriate method of contacting 
the office. Unapproved or excessive tardiness, unauthorized early departures from work, 
excessive unexcused, chronic, or patterned absences, or failure to report to work as required 
are unacceptable behaviors, and are grounds for disciplinary action, up to and including 
termination. 
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Faculty who cannot attend class for any reason, should notify the Vice President of Academic Affairs 
and Dean of the Faculty or his/her designee. 

 
5.3 Recording Absences 

 
Administration and support staff employees of the institution must report all absences, except on 
institutional holidays and during emergency closings, on the appropriate Time-Off Report form 
for internal record keeping. Facilities Services and Campus Police staff members must report 
paid absences on a weekly time sheet. Time records are maintained by the Office of Human 
Resources for all support staff members except Facilities. Supervisory personnel are required to 
review and sign the Time-Off Report form prior to forwarding it to the Office of Human 
Resources for recording. 

 

Faculty should report all/any illness to the academic affairs office. 

 

5.4 Rules Governing Paid Time Off from Work for Support Staff (not applicable to 
faculty) 

 
Benefits-eligible support staff begin accumulating paid time off from work at the time of the 
conditional appointment. However, these employees will not be paid for any absence from work, 
except for scheduled holidays and jury duty, prior to fulfilling the conditional period of 
employment. 

 
Accrual of seniority and related benefits continues during times of paid leave only. 

 

5.5 Calculating Pay for Times Absent (not applicable to faculty) 
 

For hourly employees and part-time salaried employees, the institution determines the rate of 
pay for paid absences from work by first determining the number of hours worked on average 
each day. To calculate this, the number of hours budgeted to work each year is divided by the 
number of work days in the year. For those staff members employed throughout the year, the 
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5.8 Vacation (not applicable to faculty) 
 

For purposes of the vacation policy, annual work schedule is defined by those total annual 
hours worked as part of a 9-, 10-, or 12- month appointment. 

 

5.8.1 Support Staff 
 

All benefits-eligible support staff members working year-round schedules earn a certain number 
of paid vacation days accrued during each calendar year. , per full month worked. 

 
Vacation hours can be reinstated if the employee is hospitalized, or if a death occurs in the 
immediate family. In these instances, the support staff member may charge the hours to the 
appropriate paid time off and not to vacation if adequate documentation is provided (physician 
notice, copy of obituary etc.) 

 

In instances where excessive time off has occurred and corrective action is in process, paid 
time off will be limited to that which is accrued. 

 

Vacation may be taken only in increments of half days or whole days. Employees must receive 
approval from their direct supervisors prior to scheduling vacation. Employees may carry up to 
one-half of earned but unused vacation days from the previous year into the next calendar year.  
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Benefits eligible administrative staff on an 11 month work schedule will receive two (2) weeks or 
75 hours of paid vacation. Administrative staff on 9- or 10-month work schedules are not entitled 
to paid vacation. 

5.8.3 Vacation upon Resignation, Termination of Employment, or Job Change 

Upon resignation, dismissal, retirement, or death, an employee or his or her estate may be 
entitled to compensation for the number of earned but unused vacation days. If an employee 
works only part of a year, the total earned vacation for that calendar year will be based on the 
amount accrued for each full month worked. Accrued but unused vacation will be paid except in 
the case of willful or gross misconduct. An employee who is resigning and who does not give a 
proper notice (at least two (2) full weeks for support staff and four (4) weeks for administrative 
staff), will not be paid for unused vacation time. 

If less vacation was taken than was earned prior to the termination date, the employee will 
receive pay for accrued but unused vacation. Likewise, if more vacation was taken than was 
accrued, the value of the extra vacation taken will be deducted from the final paycheck. 

A change in annual work schedule which results in an increase or decrease in annual work 
hours will result in the payout of vacation accrued at the former annual work schedule. 

5.9 Sick Leave and Short-Term Disability (STD) Benefits 

Benefits-eligible employees of the institution may be paid for intermittent or longer-term 
absences from work which are a result of illness or personal injury, childbirth, or complications 
of pregnancy. The institution has two types of paid leave—sick leave and short-term disability. 
All extended illnesses beyond 2 weeks will run concurrent with family medical leave (see FMLA 
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5.9.1 Accumulation of Sick Leave and Short-Term Disability (STD) Benefits for 
Support Staff 

Upon employment in a benefits-eligible position, support staff employees begin earning one day 
of sick leave and one day of STD for each full month of employment. Therefore, after a full year 
of service these employees will earn twelve days of each type of leave. Days that are not used 
by 
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until such time that they are able to produce a valid excuse. 

In cases of suspected abuse, the institution reserves the right to request a physician’s certificate 
as evidence of an illness or disability for every absence. Th
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absence. Benefits from short-term disability include salary continuation in accordance with the 
following schedule and other institutional benefits for the duration of the short-term absence. 
Disability is described is the inability to perform one’s job and receipt of these benefits is 
contingent upon adequate medical documentation. The duration of benefits is as follows: 
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5.10.2.2 Types of FMLA Leave 
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processing. 

Staff members should provide at least 30 days advance notice of their plans to take leave. If it is 
not possible to give 30 days notice, the staff member should provide as much notice as 
practicable. A staff member undergoing planned medical treatment is required to make a 
reasonable effort to schedule the treatment to minimize disruptions to departmental operations. 

If a staff member fails to provide 30 days notice for foreseeable leave with no reasonable 
excuse for the delay, the leave request may be denied until at least 30 days from the date the 
institution receives notice. Where the staff member is unable to provide 30 days notice because 
of unforeseeable circumstances, the staff member is required to provide notice of the need as 
soon as it becomes known. 

While on leave, employees are to report every 30 days regarding the status of the medical 
condition and their intent to return to work. 

 
5.10.2.7 Returning to Work following a Leave 

 
If the staff member is on a leave related to the staff member’s own serious health condition, a 
fitness-for-duty certification must be provided by the staff member’s health care provider. 

Staff members returning from an approved leave of 12 weeks or less will be restored to the 
same or an equivalent position. However, in certain circumstances, it may not be possible to 
restore the staff member to the same position or an equivalent position if, for example, during 
the period of the leave, the position was eliminated or restructured. 

 
The institution provides eligible faculty members with up to twelve (12) weeks of unpaid, 
position-protected leave for family and medically related reasons as provided by the Family and 
Medical Leave Act of 1993 (FMLA). The leave may be a paid, unpaid, or partially paid, 
depending on related circumstances as specified in this policy. The University
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● to care for the faculty member’s spouse, domestic partner, son, daughter or parent, who 
has a serious health condition; 

● for a serious health condition that makes the faculty member unable to perform the 
his/her job. 

Military Family Leave Entitlements 
 

● Eligible employees whose spouse, son, daughter or parent is on covered active duty or 

call to covered active duty status may use their 12-week leave entitlement to address 

certain qualifying exigencies. Qualifying exigencies may include attending certain military 

events, arranging for alternative childcare, addressing certain financial and legal 

arrangements, attending certain counseling sessions, and attending post-deployment 

reintegration briefings. 

 
● FMLA also includes a special leave entitlement that permits eligible employees to take 

up to 26 weeks of leave to care for a covered service member during a single 12-month 

period. A covered service member is:(1) a current member of the Armed Forces, 

including a member of the National Guard or Reserves, who is undergoing medical 

treatment, recuperation or therapy, is otherwise in outpatient status, or is otherwise on 

the temporary disability retired list, for a serious injury or illness*; or (2) a veteran who 

was discharged or released under conditions other than dishonorable at any time during 

the five-year period prior to the first date the eligible employee takes FMLA leave to care 

for the covered veteran, and who is undergoing medical treatment, recuperation, or 

therapy for a serious injury or illness.* 

*The FMLA definitions of “serious injury or illness” for current service members and veterans are 
distinct from the 
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Under the "key" employee exception, the institution does not have to guarantee job restoration if 
the employee is a salaried employee who is one of the highest paid 10% of all employees within 
75 miles of the worksite and job restoration for that employee will cause "substantial and 
grievous" economic injury to the operations of the institution. 

 
FMLA leave can be either compensated or unpaid. During an FMLA leave, employees must 
utilize their sick time and short-term disability benefits if the leave is covering their own serious 
health condition. After all sick and short-term disability benefits are used, all accrued vacation 
and personal time will be applied. If the employee utilizing FMLA leave is out to care for the 
faculty member’s spouse, child, or own parent who has a serious health condition all accrued 
vacation and personal time will be applied in conjunction with this leave. Any leave that is not 
covered by compensable time, will not be paid. 

 

5.10.4 Maternity Leave 
 

It is the policy of the institution to treat absences related to pregnancy, childbirth, and 
postpartum care in the same manner as any other illness or injury. As such, this leave runs 
concurrently with FMLA leave. The employee’s physician determines the extent to which the 
employee can maintain work- related duties. The date when an employee actually leaves work 
is considered the first day of disability. At this point, any accrued sick time or short-term 



- 43 -  

It is not the policy of the institution to request deferment of or exemption from such obligations. 
 

If employees are subpoenaed to appear in court involving personal business, they must use 
their vacation and/or personal days in order to receive pay for the time away from work. 

 

5.12 Military Leave 
 

If an employee is required to attend a summer encampment of the Reserves of the Armed 
Forces or the National Guard, he or she may be granted a special paid leave. If an employee is 
granted a special paid leave, the institution will pay the difference between the compensation 
received in the course of such duty (not including travel and per diem) and the expected pay for 
the period of the service. A copy of Military Orders or an official Military Statement must be 
submitted to supervision prior to approval. The staff member may schedule vacation at the 
same time of the duty. In such a case, the employee will receive their regular salary but it will be 
charged to their vacation and the employee may keep the reserve salary. 

 

Seniority continues to accrue during any military leave, and the institution will comply with 
applicable legal requirements governing military leave. 

 

5.13 Bereavement Leave 
 

Paid Bereavement Leave will be granted to an employee with pay in the event of a death in the 
family. This paid leave is to allow the employee to make the necessary arrangements, attend 
the funeral, and care for some estate matters. Funeral leave is to be scheduled during the work 
days on or immediately following the date of death. The maximum number of days granted are 
as follows: 

 

Relationship to Employee Maximum Paid (in hours) 

Spouse/domestic partner, child or stepchild, parent or stepparent. 37.5 (support staff) 

40.0 (FMPC & Campus Police) 

Grandchild, son-
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VI. INSURED, LEGALLY REQUIRED, AND MISCELLANEOUS 
BENEFITS 

Currently, the institution provides health, prescription drug, life, long-term disability, liability, and 
a flexible benefits plan for benefits-eligible staff members. The institution also sponsors optional 
dental and vision insurance. Information that outlines the particular benefits and specific 
enrollment periods for each plan are available from the Office of Human Resources or online at 
the HR website. The institution also makes the legally required contributions for Social Security; 
Medicare; and federal, state, and municipal taxes. 

 

In order to insure the accuracy of all human resources records and to be sure that each 
employee receives the proper insurance coverage under all institutional programs, each 
employee is responsible for notifying the Office of Human Resources of any change in 
dependent status, i.e., change in marital status, addition or removal of children. Enrollment 
change forms are available from the Office of Human Resources. 

 

6.1 Health Insurance 
 

The institution sponsors different health insurance plans to provide employees with a choice to 
best meet their health insurance needs. Coverage for prescription medication purchased from a 
participating pharmacy or through the institution’s mail order company is provided to individuals 
who are insured by one of the institution’s health plans. The institution contributes a percentage 
of the total cost for coverage in either an individual or dependent plan (dependent coverage is 
defined as spousal, domestic partner, child or children, or family). The types of plans offered as 
well as the pricing of such plans may vary according to changes in the local area and market 
conditions. Enrollment will occur at the time of initial employment, during annual open 
enrollment periods, or if a qualifying event is experienced during the calendar year. Employee 
premium contributions toward health insurance may qualify for exclusion from federal and state 
taxation. 
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Life insurance premiums may be waived by the life insurance carrier, but the request for such a 
waiver cannot be submitted to the carrier until the LTD and/or Social Security benefits have 
been approved. 

 
Tuition benefits for the staff member and eligible dependents will continue to be available in 
accordance with policy and certain institutional services will be continued. Please consult the 
Office of Human Resources for details. 

 
 

6.4.2 TIAA Retirement Plan 
 

The institution funds a retirement plan through the Teachers Insurance and Annuity Association 
(TIAA) and the University Retirement Equities Fund (CREF). The institutional contribution rate 
is a percentage of the stated annual salary. Contributions are remitted to tax-deferred annuities 
that are invested and administered by TIAA. Participants are immediately vested in the plan but 
retirement benefits from the plan begin normally only upon retirement. A retiree must be at least 
age 59½ to receive income from his or her contracts. 

 
To be eligible, benefits-eligible employees must have completed one year of service. Service 
periods are waived if upon hire the individual owns an active TIAA regular retirement annuity 
from a previous institution. The various details and options available during employment and 
retirement years are explained in the many booklets and correspondence provided by the Office 
of Human Resources as well as by TIAA. 

 

The “Plan Year” for this retirement plan is January 1 through December 31. Records are 
maintained on this basis and reports from TIAA are mailed to each participant. The Vice 
president for human resources serves as the plan administrator for the institution, designates 
the assistant director of human resources and benefits manager, to carry out the duties of 
enrolling members, forwarding contributions, and performing any other duties that may be 
required for the proper operation of the plan. 

 

6.6 Optional Dental and Vision Benefits 
 

The institution sponsors optional group insurance for dental and vision, critical illness and 
accident. insurance. Enrollment can occur at the time of initial employment, during annual open 
enrollment periods, or if a qualifying event occurs during the calendar year. There is no 
institutional contribution towards the cost of these plans. 

 

6.6.1 Tax-Deferred Retirement Savings Plan 
 

From the first day of the month after initial employment, all employees may supplement the 
institutional retirement contribution by electing to have a portion of their pre-tax salary remitted 
to the same TIAA annuity or to a separate TIAA Tax Deferred Retirement Savings custodial 
account. There are certain legal limits as to how much may be contributed on a pre-tax basis, 
and salary reduction agreements may be made or changed only once within a tax year. To 
begin voluntary pre-tax personal contributions, contact the Office of Human Resources for 
enrollment information. Additional information may be obtained through the through the internet 
via www.TIAA.org,. 



http://www.moravian.edu/hr/benefits/workers-compensation
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against the employee’s bank of sick leave, vacation, or personal time benefits. Beginning on the 
eighth day, the institution will provide the employee with a continuance of regular gross pay for 
the period of one month (30 calendar days). This benefit is in lieu of the partial benefit typically 
received through workers' compensation. However, the employee must turn over to the 
institution any workers' compensation checks received in order to receive the normal paycheck. 
If the work-related injury extends beyond thirty (30) calendar days from the date of injury, the 
employee will continue to be compensated by the workers' compensation carrier, but the 
institutional payments will cease. Since the work-related injury runs concurrent with FMLA, the 
health insurance benefits of an employee eligible for FMLA leave will continue to be paid by the 
institution for up to three months, after which arrangements must be made for payment with the 
Office of Human Resources in order to insure continued coverage. There is no continued 
accrual of time-off benefits after the one-month institutional contributions end. 

 

All bills and documentation related to a staff member’s work-related injury must be submitted to 
the Office of Human Resources in a timely fashion in order to be processed for payment. 
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VII. RETIREMENT 

7.3 Official Retirement 
 

To be eligible for Official Retirement, the employee must have completed at least 15 years of 
employment with the institution, be at least age 60, and be employed by the institution 
immediately prior to retirement date. 

 

All individuals granted the status of Official Retiree are entitled to certain benefits and privileges. 
Benefits from the retiree health plan for both the retiree and his or her spouse commence at age 
sixty, provided each was covered by a health plan for the preceding five years. Upon the 
attainment of age 65, the retiree is required by the institution to enroll in Medicare as the primary 
insurer. Tuition benefits for the staff member and eligible dependents will continue to be 
available in accordance with policy and certain institutional services will be continued. Please 
consult the Office of Human Resources for details. 

 

7.4 Retiree Health Plan 
 

Retirees under the age of 65 may elect to continue on the employee subsidized health plan until 
they reach age 65. At age 65, retirees may enroll in the institutional Medicare supplemental plan 
or obtain their own individual insurance; however, there is no institutional contribution to this 
plan. 

 
The age and service requirements are age 60 and 15 years of service in an eligible position. 
Eligible employees who were at least 55 years old with three years of service on
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VIII. CAREER DEVELOPMENT AND EDUCATIONAL BENEFITS 

8.1 Recognition and Awards 
 

Moravian University value the contributions of their employees. In addition to offering 
employees competitive pay and benefits, the institution has several programs of employee 
recognition and appreciation throughout the year. In May, the institution typically hosts a wine 
and cheese event to which all employees are invited to recognize those retiring members of the 
community. In August, during the 
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campus, on the institutional computer network’s public drive, and at “Job Opportunities” on the 
University 
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8.5 Performance Apprai

http://www.moravian.edu/policy
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IX. 
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X. EMPLOYMENT ISSUES AND POLICIES

10.1 Employment Standards 

To promote a safe and productive work environment, Moravian 

http://www.moravian.edu/policy
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10.5 Inclusive Language Policy 
 

Moravian University is committed to a tolerant, fair-minded, and respectful campus 
community. Faculty, staff, and students have an ongoing responsibility to avoid using 

http://www.moravian.edu/policy
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improve. In particularly serious cases, suspension for a fixed period (accompanied by a written 
warning). 
 
At any stage leading up to termination, additional corrective measures may be deemed 
appropriate and required of the employee with the goal of remedying the behavior or concern. 
This may include, but is not limited to, workplace accommodation; reassignment of roles, 
responsibilities, or reporting lines; training or professional development; mediation or restorative 
practices; and/or contact limitations. 
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The request for an appeal must be put in writing and submitted to the vice president for human 
resources. The written appeal must be submitted within three working days from the date of the 
disciplinary action. The vice president for human resources will schedule a meeting with the 
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However, if supervision is the source of the grievance, then the employee should go directly to 
Human Resources to discuss the problem. The Office of Human Resources will work with 
appropriate management to assist in resolving the situation. If discussing the concern with 
supervision or with Human Resources does not result in a satisfactory resolution of the problem, 
documentation should be submitted in writing, stating the problem or grievance to the head of 
the department and the vice president for human resources for review of the issue(s) so as to 
reach a resolution. Confidential counseling with Human Resources will be respected to the 
extent feasible for employees with complaints or problems. 

The existence and/or use of this open-door policy does not alter the institution’s at-will 
employment relationship with its employees. 

10.12 Nepotism Policy 

Moravian University faculty and staff are not to participate in employment decisions that result in 
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conflict of interest. Employees of the University (faculty, administration or staff) are prohibited 
from engaging in romantic or intimate relationships 
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An administrative or support staff employee may usually perform outside employment while on 
vacation, holiday, or special leave. Nevertheless, the outside employment should not constitute 
a conflict of interest with the institution and the employee must have appropriate approval to 
partake in outside employment. 

 
If granted permission to engage in outside employment, this employment is not to: 

● Coincide or conflict with routine work within the institution during normal business 
hours (8:00 am – 4:30 pm) or an employee’s regular work shift 

● Conflict with job responsibilities that affect the employee’s ability to perform their 
work satisfactorily at Moravian University or Moravian Theological Seminary 

● Utilize institutional facilities, resources, property, or equipment 

● Cause an employee to arrive late for or leave early from any scheduled shift or 
work hours at Moravian University or Moravian Theological Seminary 

● Constitute a conflict of interest with the aims of Moravian University 
and/or Moravian Theological Seminary 

 

10.17 Personal Appearance 
 

As representatives of the institution with an ability to influence both public perception and 
internal morale, all University employees are expected to present a professional image to fellow 
staff, faculty, students, parents and all other visitors while on campus. Employees are expected 
to dress and maintain personal hygiene in a manner that is normally acceptable and reasonable 
within the context of the employee’s responsibilities. 

 
Administrative and office staff should not wear suggestive or provocative attire, jeans, athletic 
attire, shorts, sandals, sneakers, t-shirts, novelty buttons, and similar casual attire that does not 
promote a professional or collegial appearance. 

 

Facilities and Campus Police employees must maintain the uniform dress requirements of their 
respective areas. 

 
The Athletics Department coaching staff maintains special dress standards due to the nature of 
their positions. 

 
All employees should adhere to the following: 

11 They should strive at all times to be clean and free of offensive odors. 
11 Hair should be clean and combed. Sideburns, beards and/or mustaches should be 

neatly trimmed. 

11
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Business casual on Friday’s during the academic year for administrative and office staff 
celebrates Moravian spirit. During this time, business casual includes Moravian sanctioned logo 
shirts and tops. Human Resources will periodically provide seasonal selections through the 
University Bookstore. Similar to above, institutional business need may require appropriate 
professional dress. 

 

10.18 Professional Consulting Activities 
 

Each employee is required to obtain supervisory approval before making any commitments to 
perform professional consulting for which the employee receives payment. The employee must 
prepare a written outline of the nature and schedule of the proposed consulting. Supervision will 
review the consulting arrangement to ensure it will not adversely affect job performance. If the 
consulting arrangement requires any employee to take time off during the normal work 
schedule, the time will be charged as vacation unless arrangements are made with supervision 
to make up the lost time after normal working hours. The employee, in this circumstance, may 
be required to furnish periodic reports concerning the consulting activity to supervision. 

 

If an employee is asked to provide consulting or other duties on-campus by another department, 
the employee’s supervisor must approve any requests for extra duty prior to the work being 
performed. Because non-exempt staff members are covered under the Fair Labor Standards 
Act, overtime standards will govern how the employee will be paid. Human Resources will 
determine the appropriate pay based on the employee’s regular rate of pay or the prevailing rate 
of pay for the extra duty. The department for whom the employee is performing extra duty work 
is responsible for all overtime pay associated with the extra duty. 

 

10.19 Privacy of Information 
 

As a matter of institutional policy, information about employees is not released upon outside 
inquiry without written authorization by the employee, or subject to a court order or other legal 
requirement, such as properly identified and duly authorized law enforcement officials. Specific 
requests about performance, income, length of service, and related data must be referred to 
Human Resources. General inquiries from media sources should be referred to the Office of 
Public Relations. In keeping with these policies, anyone who handles personal information 
about students or other employees has the obligation to maintain strict confidentiality. 

 

10.20 Confidentiality 
 

Except as properly authorized by the institution, it is the responsibility of all employees to 
maintain the confidentiality of: 

11 Proprietary information of the Moravian University or Moravian Theological Seminary 
11 Information entrusted to the institution by trustees, employees, students or other visitors, 

which is otherwise not readily available to the public 
 

Employees should refrain from discussing confidential institutional business with outsiders and 
with anyone else who does not have a legitimate need to know the information. Employees 
should refer outside inquiries regarding the institution to the appropriate vice president 
authorized to respond to the particular inquiry. 
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10.21 Conflicts of Interest 
 

Each employee is expected to conduct private business and personal activities in a manner that 
avoids conflict with the interests of Moravian University. 

 
 

10.21.1 Definition of Conflict of Interest 
 

Conflict of interest is defined as any activity or interest which has direct or indirect financial 
consequences and impairs or may be seen to impair an individual’s independent, unbiased 
judgment in the performance of his or her responsibilities to the University. This definition also 
applies to any activity or interest conducted by dependent family members, such as spouse or 
same sex partner, child, parent, etc. 

 

A person has a financial interest if the person has, directly or indirectly, through business, 
investment or family (a) an ownership or investment interest in any entity with which the 
University has a transaction or arrangement, or (b) a compensation arrangement with the 
University or with any entity or individual with which the University has a transaction or 
arrangement, or (c) an actual or potential ownership or investment interest in, or compensation 
arrangement with, any entity or individual with which the University is negotiating a transaction 
or arrangement. Compensation includes direct and indirect remuneration as well as gifts or 
favors that are more than incidental. "Family" includes a spouse, parent or other ancestor, 
sibling (or spouse), child (or spouse), grandchild (or spouse) or great-grandchild (or spouse), 
or any other relative if the latter resides in the same household as the interested person. 

 

10.21.2 Disclosure of Conflict of Interest 
 

It is not possible to define all situations which could constitute a Conflict of Interest. Therefore, it 
is the responsibility of all trustees, faculty members and employees to seek guidance prior to 
entering into any such situation or to report timely any existing situation covered under this 
Policy. 

 
Any such situations should be reported to the Vice-President for Administration, who will 
communicate the matter to the Audit sub-Committee of the Board of Trustees and to the 
President when it is warran/MCID 16>> BDC 1uce
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10.21.3 Policy Acknowledgment 
 

Upon initial association with the University, trustees, faculty members and employees shall 
be required to sign a statement acknowledging the existence of an actual or possible 
Conflict of Interest. In addition, trustees and certain employees and faculty members will be 
required to renew this acknowledgement annually. 

 

In all activities conducted as an employee of the institution, an employee should always place 
the lawful and legitimate interests of the institution over personal gain. 

 

10.22 Confidential Disclosure 
 

All employees have the ability and responsibility to report any questionable financial activity. 
Employees wishing to raise a questionable matter should first discuss the matter with their 
immediate supervisor. The University will protect the “reporting person” from any retaliatory 
action from the supervisor should it arise. Either the "reporting person" or the supervisor is 
required to report the matter in accordance with the procedure described below. 

 
If the "reporting person" believes it would be inappropriate to discuss the matter with their 

supervisor, or is not satisfied after discussion with their supervisor, the matter should be 

reported in accordance with the following procedure. 

 

Reports, either signed or anonymous, involving any of the matters which are subjected to this 

Policy, should be sent to the University President. Reports should be in writing, marked 

"Confidential" and should contain details of the matter under question. . 

 

Upon receipt of any such reports, the University President will report the matter to the 

Chairman of the Finance Committee of the Board of Trustees, and advise the Chair of 

the Board of Trustees as appropriate. 

 
10.22.1 Confidentiality and Prohibition of Retaliation 

 
Information related to any reported matters and details of any investigations will be kept 

confidential to the maximum extent possible, consistent with the need to conduct an 

investigation and correct any matters or procedures. 

 
Retaliation of any kind against any personnel involved in reporting or investigating any 

matters is forbidden and any person engaging in retaliation is subject to disciplinary 

action 
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accepted medical use in the United States, and demonstrate a lack of accepted safety for use 
unless under medical supervision. Controlled substances so defined fall under seven headings: 

● Marijuana (marijuana, 
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To be used legally and safely, some of these drugs must be prescribed by a physician. This list 
is not comprehensive; omitted substances may be illegal and fall under the designation of 
controlled substances. 

 
Alcohol, the shortened term for ethyl alcohol, is a depressant that slows the activity of the 
central nervous system and the brain. Alcohol is a substance regulated by local, state, and 
federal agencies with respect to the purchase, transportation, consumption, and possession by 
individuals under age 21. 

 
10.23.4 Health Risks 

 
All drugs, including alcohol, can produce serious side effects. Because drugs impair the mind, 
they increase the likelihood of accidents and violent behavior. The many health risks associated 
with alcohol use are well documented. Small amounts may affect judgment and coordination, 
impairing an individual’s performance of even simple routine tasks. The repeated use of alcohol 
can lead to dependence, with myriad physical, emotional, and psychological complications. 
Effects of the prolonged use of alcohol may include the following: (1) damage to the central 
nervous system; (2) malnutrition and anemia; (3) damage to the heart, lungs, and liver; (4) 
mental disorders; and (5) death. The health risks associated with the seven categories of illicit 
drugs may include the following: 

11 Marijuana: impaired memory, lung and pulmonary damage, chronic emphysema, cancer 
and toxic psychosis 

11 Stimulants: paranoia with hallucinations, dizziness, headaches, abdominal cramps, 
malnutrition, over-stimulation of the central nervous system, seizures, stroke, heart 
failure, and death 

11 Depressants: initial effects are similar to alcohol inebriation; slowed reflexes, unstable 
mood, loss of memory, coma, and death 

11 Hallucinogens: distortion of reality, including illusions and hallucinations, injury of self or 

others, convulsions, brain damage, coma, and death 
11 Opiates (narcotics): skin abscesses, respiratory damage, malnutrition, pneumonia and 

hepatitis, heart disease, diabetes, coma, and death 
11 Inhalants: fatigue, weight loss, permanent damage to the nervous system, hepatitis, and 

organic failure 

11 Designer drugs: psychosis, instant paralysis and brain damage, and death 
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11 Testing for seropositivity shall not be a requirement of admission or employment. 
11 Individuals who are seropositive, whether or not symptomatic, shall not be denied free 

and unrestricted access to all University 
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compensation, performance appraisal, and selection for training) kept by the institution will be 
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presence. Routine disturbances, disruptions and/or annoyances by a dog will not be tolerated. 
In the event that there is a member of the Moravian community who is uncomfortable or allergic 
to animals, the employee must make appropriate arrangements to meet the individual in an 
alternative, animal free area. Dog owners are personally responsible and assume all financial 
liability for any injuries caused to individuals or any damage caused to buildings or property 
(reporting responsibility regarding damage or injury also lies with the owner). Dogs are the 
responsibility of the owner and not of support staff or others on campus. 

 

10.26.2 Reporting Concerns and the Hound Council: 
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10.27 Employment Separation Policy 
 

The Office of Human Resources provides guidance to employees leaving the institution in order 
to gather information, collect institutional property, review pertinent employee benefit matters, 
and arrange for distribution of the final paycheck. This policy applies to all employees. 

 

10.27.1 Voluntary Separation/Resignation 
 

A voluntary separation occurs when an employee resigns from the institution at his or her 
request. An administrative employee who plans to leave the institution must give at least four (4) 
weeks (twenty working days) notice in writing to his or her immediate supervisor and to the 
Human Resources department. A support staff employee who plans to leave the institution must 
give at least two (2) weeks (ten working days) notice in writing to his or her immediate 
supervisor and to the Office of Human Resources. The administrative or support staff member 
who resigns is entitled to payment for any accrued but unused vacation time. However, if the 
employee does not give the appropriate notice as provided above, the employee will not be paid 
for unused vacation time. Employees may not use vacation time in lieu of the notice period or to 
extend their employment. There is no severance pay or payment for unused sick days, excused 
absences, or floating holidays. If the effective date of resignation is an institutional holiday, the 
staff member is not eligible for payment for the holiday unless the staff member works the work 
day before and after the holiday. 

 
The period of notice may be shortened if there is mutual agreement between the staff member 
and the supervisor. 

 

10.27.2 Involuntary Separation/Termination 
 

An involuntary separation is initiated by the institution. Accrued but unused vacation will be paid 
except in the case of willful or gross misconduct. 

 

Termination of an individual may result from reorganization or financial exigencies. At the 
institution’s discretion, pay may be substituted for all, or a portion of, the notice period. An 
involuntary Separation/Termination in this instance is not appealable. 

 
The employee is responsible for contacting the Office of Human Resources in order to complete 
the necessary paperwork and schedule an exit interview. 

 

10.27.3 Abandonment of Position 
 

Abandonment of position is defined as absence of three (3) consecutive work days without 



http://home.moravian.edu/public/cit/inter/policy.html)
http://home.moravian.edu/public/cit/inter/policy.html)
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10.28.9 Compliance 
 

All institution personnel shall confirm their compliance with this policy when requested by the 
institution. 

 

10.28.10 Modification 
 

The institution reserves the right to modify these policies and procedures from time to time by 
posting any revised policies and procedures on the institution’s intranet, which most personnel 
in all offices with access to electronic facilities are able to access. In the instances where access 
to electronic facilities is not readily available, hard copy policy changes will be distributed. 

 

10.28.11 Use of Personal Cell Phones 
 

The use of personal cellular phones during work time is not typically allowed unless for 
emergency or bonafide business purposes. Employees may use personal cell phones during 
break periods, including meal breaks. Continued violations will result in corrective action up to 
and including termination of employment. 

 
 

10.29 Policy for Acceptable Use of Computing Resources - Employees 

 
Please note: Logging into or otherwise connecting to the campus network implies acceptance 
of this Moravian University and Theological Seminary policy. 

Moravian University’s computing equipment and network resources are dedicated to 
Moravian University business to enhance and support the educational mission of Moravian 
University and Theological Seminary. These resources include all computers, workstations 
and multi-user computer systems along with local area networks as well as connections to 
other computer networks via the Internet. All students, faculty and staff are responsible for 
using Moravian’s computing resources in a safe, effective, ethical, and lawful manner. 

Use of the Moravian University’s computer equipment and peripherals is a privilege that is 
available to users for occasional use on personal, important issues provided such use does not 
interfere with the job responsibilities of the individual or others. Moravian University has the 
right to inspect information stored on its system at any time, for any reason, and users can not 
and should not have any expectation of privacy with regard to any data, documents, electronic 
mail messages, or other computer files created or stored on computers within or connected to 
the University’s network. All Internet data composed, transmitted, or received through the 
University’s computer system is considered part of the University’s records, and as such, 
subject at anytime to disclosure to University officials, law enforcement, or third parties. 

Moravian University reserves the right to monitor user activities on all University computer 
systems and to monitor communications utilizing the University’s network to ensure 
compliance with University policy and with federal, state and local law. Monitoring shall be 
performed only by individuals specifically authorized by the Vice President of Administration 
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10.31 Weapons Policy
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11.3 Haupert Union Building 
 

The Haupert Union Building—informally referred to as the HUB—provides the University 
community with a variety of meeting rooms, food service opportunities and programs and 
activities. The facility offers a Food Court, student dining room, a faculty and staff dining room, a 
lounge with fireplace, the University Bookstore and convenience store, art gallery, auditorium 
and a variety of meeting rooms. It also houses a Student Activities Center with the student 
organization offices of the IMPACT (the student activities program board), United Student 
Government, and the University newspaper, the Comenian and the yearbook, the Benigna. 
There is also a large work area at the back of the Center in which student clubs and 
organizations can work on computers and design various promotional items as well as hold 
small meetings. 

 
The HUB, staffed by students known as building managers, serves as an information center for 
the campus community. Inquiries can be made at the HUB information desk about class 
schedules and cancellations, tickets for events, campus events, bus schedules, and more. 
Many departments post important information in the HUB and make daily announcements about 
campus activities. A weekly calendar of events is published at the HUB and posted on the 
network for campus access. 
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11.10 Campus Information 
 

The institution distributes Inside Moravian, an electronic campus newsletter issued weekly 
throughout the school year. Its purpose is to disseminate various types of information to all 
faculty and staff members. Announcements are to be submitted to the assistant director of 
publications, who should be consulted for relevant deadlines. 

 

11.11 Notary Public 
 

Notary service for business and personal use is available in certain offices on campus. Not 
included with this service is motor vehicle paperwork. Check the campus directory for locations. 

 
11.12 Athletics Facilities and Events 

 
Faculty and staff may use the facilities of the Athletics and Recreation Center free of charge 

with a valid employee I.D. in your possession. Facilities at Breidegam Field house include the 

Fitness Center, the ARC gymnasium, Performance Center, and the Dance Studio. You may 
bring a guest (family members are considered guests); a guest may use the Fitness Center up 
to two times per calendar year. Children under the age of 16 are not permitted in the Fitness 
Center or Performance Center under any circumstances. Children may use the ARC 
gymnasium only when accompanied by and supervised by the faculty/staff parent. The ARC 
gymnasium and/or the Performance Center will be closed when University events are 
scheduled in there. This includes practices, competitions and other events. 

 
Your employee I.D. will admit two people to all regular season athletic events. There will usually 
be a charge for playoff games and special events. 

 
 

11.13 Health Center 
The Health Center, located at 250 W. Laurel St., (otherwise known as Hillside 5H) provides 
confidential, low-cost health care primarily to students but The Reproductive Health Care Clinic 
provides services for a fee on Thursdays by appointment only. The Health Center is open 8:00 
a.m. to 4:30 p.m. Monday through Friday during the academic year; a physician is on staff four 
hours a week. Further information and a brochure are available from the Health Center. 

 

11.14 Amrhein Loan Fund 
 

The Amrhein Loan Fund is a student-run organization that accepts loan applications for limited 
amounts from faculty and staff members who have been employed for a minimum of one year. 
Details are available from the Amrhein Loan Fund Office located in Comenius Hall, room C-6. 

 
Pursuant to the Wage Garnishment Policy, the institution reserves the right to withhold 
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11.16 Credit Union 
 

Employees of the institution may become a member of the Bethlehem 1st  Federal Credit Union. 
Persons wishing to apply may secure information from the Office of Human Resources or from 
the Credit Union office, located at 2317 Easton Avenue, Bethlehem, PA 18017 (phone number 
610 691-0041). The institution offers these services as a means of providing full service 
banking. Contributions to savings accounts and loan payments may be directly deducted from 
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Adventure. These cards are free to employees of the institution, and usually provide the same 
discount to each member of the group. 

 
Certain vendors or retail outlets supply the Office of Human Resources with a variety of 
discounts throughout the year. When received, such discounts are announced to the campus 
community. 

 
A variety of group purchasing programs have been established for the faculty, staff, students 
and alumni/alumnae of the six LVAIC member institutions: (Cedar Crest University, DeSales 
University, Lafayette University, Lehigh University, Moravian University and Muhlenberg 
University). 

 

The programs offer significant savings made available only to LVAIC. To learn more about the 
quality programs contact the Office of Human Resources or Patricia Reich, Director of Business 
Services for LVAIC at (610) 625-7890. 

 

11.23 Religious Services 
 

Roman Catholic Mass is held weekly throughout the semester and on Holy Days of Obligation in 
Borhek Chapel. Protestant worship services are held regularly in the Saal of the Bahnson 
Center. Special services are held throughout the year, including but not limited to Protestant 
Worship during Orientation Weekend, Interfaith Thanksgiving Service, special services during 
Lent, and prayer vigils during times of crisis. Employees of the institution may be married in 
Borhek Chapel in consultation with the Director of the HUB and the Chaplain's Office. Contact 
the Chaplain's Office for further information. 

 

11.24 Campus Police 
 

The Department of Campus Police provides a variety of services 24 hours a day, seven days a 
week including holidays. The department is committed to protecting the personal safety of 
students and employees. Officers will respond to medical emergencies by providing first aid 
and/or assist as requested, provide motorist assistance, and escorts to and from buildings and 
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