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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. 
 
The handbook describes the provisions of the legal documents and corporate policies that 
govern the institution's policies, programs, and benefit plans in plain language—so that they are 
more easily understood. It explains how the plans and programs work, the benefits (if 
applicable) they provide, and the responsibilities of each employee and the institution. However, 
the information contained herein does not cover every situation and is not intended to replace 
plan documents or institutional policies or practices; nor can it be construed to change their 
meaning!"#$"%&'"'('$%"%&)%"%&'"*'+,-./%.0$+".$"%&.+"&)$*1002"*.+)3-''"4.%&"%&'"*0,56'$%+7"
/08.,.'+7"0-"/-),%.,'+7"%&'"*0,56'$%+7"/08.,.'+7")$*"/-),%.,'+"4.88"30('-$"%&'")*6.$.+%-)%.0$"09"%&'"
/8)$+")$*"/-03-)6+!"
 
The institution is committed to reviewing its policies and benefits continually. Accordingly, the 
institution expressly reserves the rights to review, change, interpret, or terminate any of these 
policies, programs, or benefit plans, at any time without prior notice, including the terms of 
participation, and any coverage offered to its retirees. 
 
The institution’s policies, programs, and employee benefits will be administered without 
discrimination because of race, gender, age, religion, national origin, disability, sexual 
orientation, or veteran’s status. 
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I. ABOUT MORAVIAN COLLEGE 
 
1.1 Plan of Organization and Administration 
 
Moravian College are two divisions of the corporation known as Moravian College. Throughout 
the manual, when reference is to be made to one of the two divisions, that division’s"name will 
be used. If both divisions are referenced, the word “institution” will be used. 
 
The College and the Seminary each have their own governing boards with appropriately 
delegated responsibilities. However, final authority is vested by charter in a corporate Board of 
Trustees known as the Joint Board, which is composed of the total membership of the College 
and Seminary governing boards, and which must meet at least every other year. In general, the 
College and Seminary"boards deal with matters pertaining to their respective"
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II. INSTITUTIONAL MISSION STATEMENTS 
 
2.1 The Moravian College 2015-2020 Strategic Plan 
 
Preamble 
 
The Moravians who founded Moravian College boldly challenged the status quo with a vision of 
a more humane world rooted in traditional virtues and personal reflection. Moravian College 
grew out of several Moravian schools that were innovative in their teaching methods and 
revolutionary in their inclusion of women, the underprivileged, and non
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By 2020, Moravian College will be a unified institution focused on three areas of service: 
undergraduate education, graduate education, and professional adult education.  All three areas 
will embrace the skills of liberal arts, experiential learning, and career preparation to provide 
students with a revolutionary experience that transforms who they are and who they will become 
in a world of constant change.  The College population will be about 2000 undergraduate day 
students with 10% from international countries, 500 graduate and adult students, and 120 
Seminary students.  
 
The will be a focus on first professional graduate and undergraduate degrees and certificates 
that will be available in convenient delivery models so that our alumni and community partners 
can be retrained effectively.  The Seminary will continue to be the beacon for the Moravian faith 
and will expand its service through distance education to remote areas in this country and 
internationally.  The entire student body and the alumni will take ownership and responsibility for 
the wellbeing of the institution by remaining engaged in the life and health of their alma 
mater.  The College will be recognized in the Lehigh Valley as the partner of choice for 
educational issues and will work with local schools, businesses, non-profits, religious 
communities, civic organizations, and governments to provide educational solutions and 
expertise.  The College will further its mission of diversity and service to aspiring students by 
being the leader of liberal arts colleges in providing a sustainable and entrepreneurial model of 
education. 
 
Long before the founding of our great country, Moravian College, led by a fifteen-year-old girl, 
existed to provide an education never before seen to a group a students who had never been 
served.  It is this revolutionary spirit that we advance in the 21st Century. 
 
!"##"$% 
Moravian College’s liberal arts education prepares each individual for a reflective life, fulfilling 
careers, and transformative leadership in a world of change. 
 
&"#"$%'()() 
Moravian College will challenge each individual, at all stages of life, with a revolutionary 
professional educational experience embedded within and strengthened by a liberal arts 
education in the service of self and community.     
 
Vision Success Measures: 

● The mean score of Moravian College for each of the following National Survey of 
Student Engagement (NSSE) items will be significantly (p < .05) above the national 
mean by 2020.  

o ;&.,&"09"%&'"908804.$3"&)('"<05"*0$'"0-"*0"<05"/8)$"%0"*0"1'90-'"<05"3-)*5)%'= 
▪ >)-%.,./)%'".$")$".$%'-$+&./7",0?0/7"9.'8*"'@/'-.'$,'7"+%5*'$%"%'),&.$37"0-"

,8.$.,)8"/8),'6'$% 
▪ >)-%.,./)%'".$")"+%5*<")1-0)*"/-03-)6 
▪ ;0-2"4.%&")"9),58%<"6'61'-"0$")"-'+')-,&"/-0A',% 

● Increase the percentage of undergraduate alumni who contribute monetarily from 17% to 
25% by 2020. 

● Increase the percentage of Seminary alumni who contribute monetarily from 25% to 40% 
by 2020. 
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● Increase Moravian College’s average on the Alumni Engagement Metric from 2.61 to 4 
by 2020. 

Moravian College’s Five Strategic Pillars 
Pillar #1: Academic Excellence and Innovation 
Outcome: 
Using multiple delivery methods, students at Moravian College are offered outstanding 
professional and academic experiential learning opportunities that are imbued with the liberal 
arts and constant reflection that allows them to better understand themselves and their impact on 
society. 
 
Predicted impact on “Vision 2020”: 
 
Success Measure 1:  By 2020, 
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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. 
 
Predicted impact on “Vision 2020”: 
 

Success Measure 1:  
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III. BEGINNING EMPLOYMENT 
 
3.1 Definition of Support Staff  
 
An employee is classified as s5//0-%"+%)99 if he or she is a member of the custodial, grounds, or 
trades staff in Facilities Management, Planning, and Construction (referred to as facilities 
services in this publication), a police or security officer or dispatcher in Campus Police or a 
member of the secretarial/clerical staff of the institution. Support staff members are non-exempt 
as defined by the Fair Labor Standards Act and are eligible for payment of hours worked and for 
overtime hours when weekly work hours exceed forty (40). Members of the support staff of 
Moravian College are considered to be an essential part of the community who provide it with 
services that add significant value and make Moravian not only a fine educational institution, but 
also a good place to work. 
 
3.2 Definition of Administrative Staff  
 
Most administrative staff members are considered exempt as defined by federal law. This 
means that compensation is paid for the responsibilities of each position and not for hours 
worked. Therefore, most administrative staff are not entitled to overtime.  However, some 
administrative positions are considered non-exempt and eligible for overtime payment when 
weekly hours exceed forty (40).  These positions are non-exempt because they do not meet the 
weekly earnings requirement as established by the Fair Labor standards Act 
 
3.3 Definition of Faculty 
 
Faculty are responsible for conducting the academic programs of an institution. The term "faculty" 
shall be limited to regular, full-time personnel at institutions whose regular assignments include 
instruction, research, and/or public service as a principal activity, and who hold academic rank as 
professor, associate professor, assistant professor or instructor at Moravian College.  Faculty are 
exempt employees.  Policies specific to faculty responsibility are not part of this handbook. 
 
3.4 Employment Classifications  
 
Employees of the College (faculty, administrative and support staff) are classified in the 
following manner: 

● Benefits-eligible – employees who work a minimum of 30 hours per week are eligible for 
full benefits. 

● Pension-eligible – employees who work at least 1000 hours but more than 30 hours per 
week are eligible for the College’s pension plan, certain time off benefits, and a limited, 
employee paid group term life insurance benefit. 

● Part-time – employees who work less than 1000 hours are eligible for certain time off 
benefits and a limited, employee paid group term life insurance benefit. 

●





 

- 21 - 

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 directed to departmental 
supervision. 
 
3.10 Keys  
 
Some employees may be issued institutional keys in the course of their employment. It is the 
employee’s responsibility to safeguard these keys in order to maintain adequate security at the 
institution. The duplication of keys is strictly prohibited. If a job requires an employee to have a 
key, the department head/chair will arrange to obtain one from Facilities Services. Upon the 
termination of employment or upon transfer to another department, each employee must
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IV. WORK SCHEDULES, PAY, AND PAY DISTRIBUTION 
 
4.1 Compensation Policy (not applicable to faculty) 
 
The institution provides compensation for each position in accordance with prescribed pay rates 
that are compared to appropriate markets. Support positions are classified under the institution’s 
wage and salary system, a system that provides an organized and systematic method of 
deciding starting rates, administering pay increases and deciding promotions. Pay increases 
usually occur in September (pay increases for Facilities Services employees are anniversary-
date-based). Increases are distributed solely on the basis of merit and performance and the 
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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 (Essential Personnel 
only) 
 
Essential personnel support staff members will be requested and will be expected to adjust their 
hours to accommodate institutional need due to serious weather conditions or emergency duty.  
These employees are classified as essential personnel and expected to be present during 
emergency situations.  Wherever possible, supervisory staff will endeavor to provide as much 
notice as possible; however, based on weather conditions or the specific emergency situation, 
this may not always be possible (reference section 4.2, working hours). 
 
Essential personnel support staff members who are requested to work on official college 
holidays will be compensated at the rate of time (holiday pay, 1.0) plus time and a half (1.5) for 
the actual time worked 
 
Essential personnel support staff members requested to return to work for a weather-related 
issue will be paid on the following schedule: 
 

● Compensated for a minimum of three (3) hours at time and a half (1.5) 
● Additional hours worked over the minimum will be compensated at time and a half (1.5) 
● Work during a period of closure will be compensated at double time (2.0) 
● Continued work after closure (re-open) is compensated at regular rate (1.0) unless over 

forty (40) hour/week, then at time and a half (1.5) 
 
Essential personnel support staff members who is on-call and is contacted by either Campus 
Police or an FMPC administrator and must return to respond to an emergency outside of normal 
working hours will be paid on the following schedule: 
 
 Trades:  on-call 12 months per year 
   $22/day for 7 consecutive 24 hour periods 
   Minimum call out pay = three (3) hours at time and a half (1.5) 
 Grounds: on-call 2nd pay period in November through 2nd pay period of March 
   $15/day for 7 consecutive 24 hour periods 
   Minimum call out pay = two (2) hours at time and a half (1.5) 
 
On-call time for essential personnel support staff members is compensated at the employee’s 
hourly rate for one hour per day for each day the employee is designated to be on call. 
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4.10 Wage Garnishment Policy 
 
Moravian College 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 College is subject to the amount 



 

- 27 - 

 
 
 
 

 
THIS PAGE LEFT BLANK INTENTIONALLY 



 

- 28 - 

V. ABSENCES FROM WORK 
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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. 
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for holidays that fall within their normal work schedule.  
 
If supervision requires an employee to work on a scheduled holiday, the employee will receive 
pay at the rate of time and a half for the hours actually worked in addition to regular holiday pay. 
Hours worked beyond those typically scheduled on a holiday will be reimbursed at the rate of 
2.5 times salary.   
 
A separate holiday schedule is established for Campus Police staff.  Because of the 24 hour 
coverage associated with Campus Police and related mandatory coverage, one half of the 
floating holidays assigned as part of any annual holiday schedule, may be carried over to the 
next calendar year but must be used in the first calendar quarter of the subsequent year. 
Campus Police staff hired on or after September 1st receive only one (1) floating holiday for the remainder 
of that calendar year.  
 
5.6.1 Religious Holidays Not Observed by the Institution 
 
If an employee wishes to observe certain holidays which are not generally observed by the 
institution, they are encouraged to take a day of vacation to do so. Vacation leave for this 
purpose must be requested and approved by supervision pursuant to the nor
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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. 
The maximum carryover is ten days. 
The number of days taken during the first year of employment is determined by the month in 
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Synopsis of Monthly Vacation Accruals in Days 

  Annual Work Schedule 

Weekly Hours 
Months 
Worked 9 Month 10 Month 12 Month 

0-16.11 3-∞ 0 0 0 

16.12-29.9 3-∞ 5 5 5 

30-40 

3 thru 60 5 5 10 

61 thru 120 5 5 15 

5 
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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 
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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 calendar year-end are accumulated and are placed on reserve for future absences. 
 
Support staff employees are usually credited with a full year’s entitlement on the first day of a 
calendar year. Therefore, support staff may receive sick leave or STD pay before the leave is 
actually accrued. Employees who leave employment and have taken sick days prior to their 
accrual will have their final pay adjusted accordingly. 
 
Support staff may accumulate up to 1,007.5 hours of leave. After the accumulation of 487.5 sick 
leave hours, a support staff employee will have also accumulated 487.5 short-term disability 
days. When a reserve account reaches 1,007.5 hours, no further accumulation occurs unless 
the total number of days in the reserve account drops below 1,007.5 hours. 
 
Sick leave may only be taken in increments of half days or whole days. The institution will 
typically approve payment for sick leave or STD only when the employee is ill or injured and 
unable to work. Support staff may use up to three (3) days of sick leave to care for children or 
other family members, if needed provided they have already used any available personal time.  
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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: 
 
 

 Service Requirement  Amount of Coverage 
After 90-day conditional through year one  1 month full salary and 1 month half salary. 

Year Two 2 months full salary and 2 months half salary. 

Year Three 3 months full salary and 3 months half salary. 

Year Four 4 months full salary and 2 months half salary. 

Year Five 5 months full salary and 1 month half salary. 

Year Six and beyond 6 full months of salary.  
 
Once the administrative staff member returns from any period of short-term disability, STD leave 
is reinstated after twelve (12) months on a rolling basis following the employee’s return to work 
in accordance with the administrative STD accrual schedule.'
 
5.10 Family and Medical Leave Policy 
 
5.10.1 Introduction 
 
Moravian College understands the importance of family issues to today's workforce and 
recognizes that its employees often face conflicting demands of family obligations and work 
requirements. Because employees may find it necessary to take leave from their jobs for a 
temporary period to address certain family responsibilities or their own serious health 
conditions, and in order to comply with the Family and Medical Leave Act of 1993 (FMLA), the 
institution has established the following policy governing parental, family, and medical leaves.  
 
Moravian College provides eligible staff and faculty members with up to twelve (12) weeks of 
position-protected leave for the family and medically related reasons covered under the Family 
and Medical Leave Act of 1993 (FMLA). The leave may be paid, unpaid, or partially paid, 
depending on related circumstances as specified in this policy.  
 
5.10.2 Process for Staff 
 
5.10.2.1 Eligibility  
 
In order to be eligible for family and medical leave under this policy, the staff member must meet 
both of the following conditions:  

● 
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5.10.2.3 Job and Benefits Protection  
 
Generally, a staff member who takes leave is entitled to be reinstated to his or her previous 
position or an equivalent position with equivalent benefits, pay and other terms and conditions of 
employment. If a staff member is on FMLA leave due to his or her own serious health condition, 
a fitness-for-duty certification will be required from the staff member’s treating health care 
provider following any FMLA-covered leave. 
 
While out on leave, the staff member will be responsible to continue to contribute his/her portion 
of related health insurance costs.  For leave that is compensated, the related premiums will 
continue to be deducted from normal paychecks.  During periods of unpaid leave, the employee 
contribution can be pre-paid or billed through the Bursar’s Office.  The institution will continue to 
make normal payments for life insurance and long term disability insurance.  Retirement 
contributions will be prorated based on hours worked or a prorated salary. 
 
Under the “key” employee exception, the institution is not required 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. 
 
5.10.2.4 Paid and Unpaid Leave  
 
FMLA leave can be either compensated and/or unpaid based on the following: 
● If leave is due to the staff member’s own serious health condition, staff members must first 

utilize their sick leave and short-term disability (STD) benefits. After all sick leave and STD 
benefits have been exhausted, accrued vacation and personal time will then be applied. 
After all paid time is exhausted; any remaining subsequent FMLA leave would be unpaid. 

● Under the institution’s FMLA policy, paid parental leave to care for a newborn, newly placed 
adopted child, or newly placed foster child is available to new parents. During the initial 
three weeks of such leave, and provided the birth or legal placement of the child has already 
occurred, the staff member will continue to receive his or her regular base compensation 
without the requirement to use paid time off.  Accrued vacation and personal time will then 
be applied to the balance of any FMLA leave taken. After all paid time is exhausted; any 
remaining subsequent FMLA leave would be unpaid. In order to be eligible for paid leave, 
the staff member must first request and receive approval from his or her immediate 
supervisor, the area VP and vice president for human resources or his/her designee. 

● In cases of pregnancy, childbirth, and postpartum, the staff member’s physician determines 
the extent to which she can maintain work-related duties. The date when an employee 
actually leaves work is considered the first day of FMLA leave. 

o The initial 3 weeks of leave after childbirth will be paid by the institution.  The 
remainder of any physician mandated leave (usually up to 6 weeks) will be paid 
using accrued sick time or STD.  Accrued vacation and personal time will then 
be applied to any remaining subsequent FMLA leave taken as indicated above. 

o If the staff member’s physician requires that leave begin prior to the birth, 
accrued sick leave and STD will be applied to FMLA leave taken prior to birth.  

o If the staff member takes leave prior to the birth, without physician orders, 
accrued vacation and personal time, if available, will be applied to FMLA leave 
taken prior to birth.  If paid time is not available, such leave will be unpaid up to 
the birth of the child. 
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● In cases of adoption, accrued vacation and personal time will be applied to any pre-
placement FMLA time off. After all paid time off is exhausted any additional pre-placement 
time off would be unpaid. 

● In cases of foster care, the staff member will be compensated for three weeks of leave that 
begins when the placement occurs.  The balance of any full twelve week FMLA leave must 
be covered with vacation or personal time, or be unpaid.  A staff member will be eligible for 
the three weeks of paid leave for only one foster care placement.  Subsequent placements 
must be covered with vacation or personal time, or be unpaid.  

● In cases where both parents, adoptive parents or foster parents are employed by the 
College, only one parent will be eligible for paid leave with respect to that birth, adoption or 
foster care placement. 

● If the employee utilizing FMLA leave is caring for the staff member’s spouse, domestic 
partner, child, or own parent who has a serious health condition, all accrued vacation and 
personal time will be applied in conjunction with leave. Any leave that is not covered by 
compensable time will not be paid (up to and including all 12 weeks of any qualifying leave). 

 
5.10.2.5 Serious Health Condition Certification  
 
Unless the College is satisfied that it has sufficient information to determine that a staff member 
qualifies for FMLA leave based on the staff member’s own serious health condition or the 
serious health condition of the staff member’s spouse, child, or own parent, the staff member 
will be required to provide the College with the certification of a healthcare provider. The staff 
member must respond to a request for certification within 15 days of the request or provide a 
reasonable explanation for the delay. Failure to provide certification may result in a delay or 
denial of the leave. Medical certification may be provided by using the D:')('"E'F5'+%"G0-6!D   
Certification of the serious health condition shall include the date when the condition began, its 
expected duration, diagnosis, and a brief statement of treatment. For FMLA leave due to the 
staff member’s own medical condition, the certification must also include a statement that the 
staff member is unable to perform the essential functions of the staff member’s position. For 
FMLA leave requested in order to care for a family member with a serious health condition, the 
certification must include a statement that the patient requires assistance and that the staff 
member’s presence would be necessary or beneficial.  
If the staff member plans to take intermittent leave or work a reduced schedule, the certification 
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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 
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5.14 Leave of Absence (not applicable to faculty) 
"
Any benefits-eligible or part-time employee who has completed at least one full year of 
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plus straight time for all hours worked after the official closure (subject to the provision for 
payment of time and a half for hours worked over 40 in a work week). 
 
If an employee is working a non-traditional shift and road conditions deteriorate, a supervisor 
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6.1.2 Health Benefit Continuation  
 
Under the terms of the Consolidated Omnibus Budget Reconciliation Act (COBRA), staff and 
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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. 
Questions in regard to individual claims or regarding this policy should be directed to the Office 
of Human Resources. 
 
6.7 Credit for Prior Service (not applicable to faculty) 
 
Full-time benefits-eligible employees with at least two years of service who terminate their 
employment for any reason and are rehired by the institution may commence fully insured 
benefits immediately upon return if the duration of the absence does not exceed the duration of 
prior service. Vacation eligibility always will include the prior period of service, but sick leave 
accumulation must begin from the new employment date. 
 
Full-time benefits-eligible employees who have been affected by a lay-off, resume service 
based on a call back and are subsequently rehired by the institution will get credit for prior 
service.    
 
6.8 Benefits upon Termination  
 
Following the employee’s last day worked, employer-sponsored benefits such as health, life, 
and long-term disability insurance will continue through the end of the month following 
termination. A federal law, the Consolidated Omnibus Budget Reconciliation Act or COBRA, 
provides that in most situations health insurance and flex-plan participation may be continued 
for the eighteen-month period immediately following termination date at the expense of the 
individual. In addition, group life insurance may be converted to an individual, whole life plan. 
Complete details of these options will be commun
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VIII. CAREER DEVELOPMENT AND EDUCATIONAL BENEFITS 
 
8.1 Recognition and Awards 
 
Moravian College value the contributions of their employees. In addition to
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campus, on the institutional computer network’s public drive, and at “Job Opportunities” on the 
College Web page.  
 
Inquiries about posted positions are strongly encouraged from qualified internal candidates, and 
interested parties should contact the Office of Human Resources for further information and 
consideration. All internal inquiries will be treated confidentially. 
 
College employees are also encouraged to refer external applicants for appropriate job 
openings.  
 
8.3.1 Procedure for Applying for a Posted Position 
 
8.3.1.1 
A letter of interest from an internal candidate may be filed with Human Resources only if the 
employee has had a minimum of one (1) year in his or her current position (unless the institution 
deems such a move would benefit the institution). 
 
8.3.1.2  
The letter of interest should indicate the position of interest, why the position is of interest, and 
what skills and abilities provide viability as a candidate. An updated resume should also be 
attached. 
 
8.3.1.3  
Notification will be given as to the disposition of each application as soon as the interviewing 
process is completed. 
 
The institution seeks to provide all employees with an opportunity to advance or to move into 
other areas of the organization. The Job Posting Policy does not preclude the outside 
advertising of open positions during the posting process, nor does it guarantee an interview or 
the appointment of an in-house applicant. 
 
8.4 Promotions and Transfers (not applicable to faculty) 
 
In filling positions at Moravian College, preference is given whenever possible to qualified 
persons currently employed at the institution, with factors such as ability, experience, and 
potential for growth taken into consideration. Employees are encouraged to express interest in 
positions for which they believe they are qualified. 
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8.5 Performance Appraisals (not applica
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IX. SUPPORT STAFF COUNCIL (not applicable to faculty or 
administration) 
 
9.1 Purpose of SSC 
 
The Support Staff Council provides a forum in which constituency issues, concerns, and 
recommendations with regard to institution policies and practices are freely discussed in a non-
confrontational setting by elected support staff members with a representative of the 
administration, typically the chief human resources officer or his/her designee. The committee 
also serves as a means by which the institutional administration can solicit views and 
suggestions from support staff on matters of mutual concern. 
 
B&'"'8',%'*"6'61'-+"09"%&'"HHI")-'"),,05$%)18'"90-"%&'"-'+/0$+.18'",0665$.,)%.0$"09".++5'+"
)$*",0$,'-$+"09"%&'.-"-'+/',%.('",0$+%.%5'$,.'+"%0")$*"9-06"%&'",066.%%''!""
 
9.2 Meetings 
 
The Employee Communications Committee normally meets sometime during the first week of 
each month. Reminders of the meeting time and place will be sent to each member at least one 
week in advance. Agenda items are to be submitted directly to the Office of 
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9.6 Term of Office 
 
Election for regular members is for a three-year period beginning with the first meeting in 
September.  Alternates are elected annually and service is limited to the year of the election. 
The role of the alternate is to fill any vacant committee seats for the remainder of the academic 
year.   The alternate appointed will be the individual who had the second-highest number of 
votes during the previous election. Alternates do not attend meetings unless to fill a vacated 
seat. 
 
9.7 Election Process 
 
Elections are conducted in August to fill openings due to expiring terms or for vacated seats. 
Nominations will be solicited via email and campus mail. Once candidates are identified, a ballot 
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X. EMPLOYMENT ISSUES AND POLICIES 
 
10.1 Employment Standards 
 
To promote a safe and productive work environment, Moravian College cannot tolerate certain 
irresponsible and/or illegal behaviors such as, but not limited to, stealing; dishonesty; 
harassment of any kind; possession, use and sale of drugs and alcohol while on campus; 
working while under the influence of drugs or alcohol; excessive absenteeism; insubordination; 
physical violence; deliberate violations of safety practices; or inability and/or unwillingness to 
perform one’s job. The institution will discipline staff members when they exhibit behaviors that 
need correction. Discipline may include oral or written reprimands, demotion, transfer, 
suspension and/or termination. Supervisors are required to review the matter with the vice 
president for human resources before proceeding with any process.  
 
10.2 Non-Discrimination Statement 
 
Moravian College is a welcoming community that embraces and values the diversity of all 
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10.5 Inclusive Language Policy   
 
Moravian College is committed to a tolerant, fair-minded, and respectful campus community. 
Faculty, staff, and students have an ongoing responsibility to avoid using discriminatory 
language, because its use is potentially damaging to others in both work and learning 
environments.  
 
Moravian College strongly encourages the use of inclusive language in all academic and 
organizational communication, whether written or spoken. In our diverse College community, 
inclusive language reflects an attitude of openness toward others and respect for their life’s 
experiences.  Inclusive language avoids false assumptions about others and works to overcome 
barriers between individuals and among communities in such areas as gender, race, class, age, 
physical differences, ethnicity, religious beliefs, sexual orientation, marital status, and disability. 
 
10.6 Individuals with Disabilities 
 
The institution complies with overlapping federal requirements which extend civil rights 
protection to persons with disabilities and prohibit employment discrimination on the basis of 
disability. The Americans with Disabilities Act of 1990, as amended, protects qualified applicants 
and employees with disabilities from discrimination in hiring, promotion, discharge, pay, job 
training, fringe benefits, classification, referral, and other aspects of employment on the basis of 
disability.  
 
Section 503 of the Rehabilitation Act of 1973, as amended, requires affirmative action to 
employ, and advance in employment, qualified persons with disabilities who, with reasonable 
accommodation, can perform the essential functions of a job. Section 504 of the Rehabilitation 
Act of 1973, as amended, bars employment discrimination in any program or activity which 
receives federal financial assistance. 
 
Questions regarding this policy may be directed to the Office of Human Resources or an 
appropriate vice president.  
 
10.7 Uniformed Services Employment and Reemployment Rights Act (USERRA) 
 
Moravian College complies with the Uniformed Services Employment and Reemployment Rights 
Act (USERRA) protects service members' reemployment rights when returning from a period of 
service in the uniformed services, including those called up from the reserves or National Guard, and 
prohibits employer discrimination based on military service or obligation. 
 
10.8 Harassment Policy and Sexual Misconduct Policy 
 
Please go to https://www.moravian.edu/policy for the most up to date harassment policy and sexual 
misconduct policy. 
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10.9 Corrective Action—General (not applicable to faculty) 
 
Nothing contained in this handbook or in any of the policies contained in the handbook should 
be construed to create an employment contract between the employee and the institution. 
Moravian College reserve the right to revise the co
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'
'
@)ABAC Termination of Employment 
  
K5.*'8.$'+! Suggested standards/guidelines for disciplinary action are attached. This list is not 
all inclusive and is intended only as a guide. Other offenses may occur that require disciplinary 
action. The severity of the discipline should always be related to the seriousness of the offense.  
 
10.9.5 Partial List of Disciplinary Actions  
 
10.9.5.1 Examples of major violations typically leading to discharge on first offense 
 
Unauthorized release of confidential information; physical violence; insubordination; unreported 
absences of 3 days or longer; working under the influence of alcohol or illegal drugs; use, sale, 
distribution or possession of alcohol or illegal drugs; theft; conduct reflecting unfavorably on the 
reputation of the institution or conduct that adversely affects or interferes with the normal 
operations of the institution  
 
10.9.5.2 Examples of violations typically leading to progressive discipline 
 
Substandard quality of work; excessive use of telephones (including cellular phones), or pagers 
for personal matters; interference with other employees’ work; failure to maintain satisfactory 
working relations with employees, students, and the public; working on personal job during work 
hours; mishandling of department funds or documents; abusive sick leave use or excessive 
tardiness; unreported absences; deliberate violations of safety practices or rules; the loss of 
institutional keys; deliberate falsification of time sheets or work; use of institutional facilities or 
equipment without permission.  
 
Each situation is different. In the case of more serious violations, an employee may be 
terminated immediately without the benefit of prior corrective actions. The appropriate director, 
in conjunction with Human Resources, may take more or less severe corrective action than that 
listed above, including termination, if, in the judgment of the director and Human Resources, 
different corrective action is appropriate. 
  
The above is illustrative only, and not intended to be inclusive of all situations that may require 
corrective action, nor are supervisors limited in applying corrective action to those personal 
conduct violations listed above or in the exact sequence indicated.  
 
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.  
 
10.9.6 Corrective Action Appeal Procedure 
 
An employee who believes that a disciplinary action has been taken unfairly may request an 
appeal of the action using the Corrective Action Appeal Procedure.  Use of this procedure is 
limited to benefits-eligible and part-time employees of the institution, who have been disciplined 
with written warnings, time-off without pay and/or termination. 



 

- 66 - 

employee and supervisor, witnesses for either party, as well as the appropriate member from 
the President’s Staff to discuss the appeal. This meeting will be scheduled, if possible, within 
three working days of the receipt of written appeal. The President’s Staff member will analyze 
the information presented and investigate the matter thoroughly before rendering a decision. A 
written decision by the President’s Staff member will ordinarily be returned to the employee, with 
a copy to the supervisor and the vice president for human resources, within one week after the 
meeting. 
 
If the employee desires a second appeal, a request for a second appeal must be made in 
writing by the disciplined employee to the vice president for human resources within three 
working days after receipt of the answer to the first appeal. The vice president for human 
resources will forward this request to the president along with copies of the original appeal form, 
the decision from the first appeal and all other supporting documents. 
 
The president will appoint an ad hoc committee that consists of three SSC representatives (for 
support staff) or three administrators (for administrative staff). Selection of its members will be 
determined by lottery. A chairperson will be named by the president. If possible, the committee 
will be convened within three working days after its appointment. All documents will be 
submitted to that committee for review. 
 
The ad hoc committee will review the facts and information, meet with the parties involved in the 
action, and make a recommendation regarding the appropriateness of that action to the 
president. The recommendation will be accompanied by all supporting documents. The 
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co-employee and who has supervisory authority over the employee with whom he/she is 
involved, is required to report the relationship in timely manner to his/her immediate supervisor 
and to the Human Resource Office or area Vice President. 
 
10.15 Children at the Workplace 
 
The presence of small children in the workplace on a regular basis can cause difficulty and 
awkwardness for co-
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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 
College 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 
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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 College.  
 
 
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 College. 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 
College has a transaction or arrangement, or (b) a compensation arrangement with the 
College or with any entity or individual with which the College 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 College 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 warranted. The Audit sub-
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10.21.3 Policy Acknowledgment  
 
Upon initial association with the College, 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 
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10.23 Drug-
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Many options are available in the Lehigh Valley and surrounding areas for employees and 
students in need of substance abuse counseling. Some of these centers are noted below: 

� #$%)2'")$*"E'9'--)8N Lehigh Valley Drug and Alcohol Intake Unit (610 432-2228),  
 (610 866-4088) 

� H5//0-%"K-05/+N Alcoholics Anonymous (610 882-0558), Narcotics Anonymous (610 
439-1998) 

�" E'+.*'$%.)8"%-')%6'$%N"Caron Foundation, serves both adolescents and adults (800 678-
2332); Breakthrough at Penn Foundation, serves adults only (800 245-7366) 

� M5%/)%.'$%"I05$+'8.$3: Lehigh Valley Addictions Treatment Services (610 866-0918); 
Confront/Treatment Trends Inc (610 433-0148); St. Luke’s Hospital Addictions 
Treatment Services (610 954-2400) 

 
This list is only a partial listing of the services and programs available in the greater Lehigh 
Valley and surrounding areas. The appearance of a program or service on this list is not to be 
construed as an endorsement of the identified agency by the institution. Should any of these 
programs or agencies prove to be unsuitable, additional options may be explored with any of the 
three offices noted above.  
 
10.23.6 Legal Sanctions 
 
The purchase, consumption, transportation or possession of alcoholic beverages by a person 
under 21 is punishable by fines of up to $400 and loss of driving privileges in Pennsylvania. 
Misrepresentation of age to purchase alcohol, and altering, selling, or manufacturing false 
identification is also punishable by minimum fines of $500 and loss of driving privileges. The 
selling or furnishing of alcoholic beverages to those under 21 is punishable by a mandatory fine 
of $1,000 for the first offense and $2,500 for each subsequent violation. Lying about age to 
obtain alcohol, making a false ID, and furnishing alcohol to individuals under age 21 are 
misdemeanor offenses. 
 
The legal sanctions for the unlawful possession, use, or distribution of illicit drugs are more 
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� Testing for seropositivity shall not be a requirement of admission or employment. 
� Individuals who are seropositive, whether or not symptomatic, shall not be denied free 

and unrestricted access to all College facilities, programs, or events. 
� HIV infection shall not be used to restrict participation in any of the College educational, 

recreational, social, or athletic activities. 
� Individuals who know that they are seropositive are encouraged, although not required, 

to discuss their condition with the health services director. Such disclosure shall be for 
the purpose of proper medical care and follow-up. Any disclosure shall be kept in the 
strictest confidence in accord with the maintenance of confidentiality of medical records 
and will be released only with the express written permission of the seropositive student 
or employee unless required by law to be reported. 

� Health services will be available to provide individuals with medical guidance, 
supervision, and appropriate referrals for HIV antibody testing. All such involvement with 
Health Services as well as any information shared or generated by that involvement will 
be kept strictly confidential unless required by law to be reported. 

� 
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preserved for at least three years from the date of the personnel action.  
 
A personnel file may contain personal data as well as employment information. The Office of 
Human Resources regards this information as confidential and will release it only with the 
written permission of the employee or by court order or other legal requirement. 
 
When the Office of Human Resources receives a request for information from agencies, stores, 
banks, or other institutions, only non-confidential information such as dates of employment and 
name of department will be released. Confidential information such as pay rate, past earnings, 
home address, or phone number will not be released unless authorized in writing by the 
employee. 
 
Any change of home or work address or telephone number, a change in emergency contact 
information, or other personal data changes must be reported to Human Resources. Employees 
may also designate the suppression of home address and telephone number in the staff 
di'r.muc.muc .curN.f 
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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: 
 
A Hound Council is established to adjudicate violations of the dog friendly policy on Moravian’s 
campus. It will be composed of faculty, staff and students to decide on consequences of 
violations including fines and potential removal of the dog from cam
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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 



 

-
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� Personal use, including personal communications, should be"8.6.%'*7"0,,)+.0$)87")$*"
.$9-'F5'$%
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10.28.5 Waiver of Privacy 
 
Employees waive any expectation or right of privacy in information that they create, store, send, 
or receive on or with electronic facilities. Employees expressly authorize the institution to access 
and review any information created, stored, copied, sent or received on or with electronic 
facilities where there is reasonable cause to suggest violation of institutional policies.  

10.28.6 Confidentiality; Security 
 
Employees should not use electronic facilities to create, store, copy, send or receive confidential 
information belonging to the institution, its personnel, or its students unless and to the extent 
that they have determined that adequate steps have been un
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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 
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10.31 Weapons Policy 
 
Moravian College is a private institution and prohibits all students, faculty, staff, administrators, 
independent contractors and other guests to possess or use firearms on its property, including 
all related buildings, grounds, parking areas, any College-owned or leased property inclusive of 
vehicles, even by those who may possess a valid concealed carry or other permit.  On-duty 
campus police officers may carry their service weapon or other defensive devices for which they 
are trained when conducting official business on campus 
 
The College considers other prohibited weapons to include but are not limited to: firearms, 
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11.5 Computing Services  
 
Information Technology (IT) maintains a high-speed, campus-wide computer network serving 
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11.10 Campus Information 
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11.16 Credit Union 
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INDEX:  USE CTRL-F or F3: to find a word or words in the handbook  
 


