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001 President’s Welcome Message 

 

Dear Colleague, 

My vision for Johnson College is one with more students, more diversity, more 

innovation, a student experience that immerses them in industry from day one, and an 

education that prepares our students for where industry is going. We will take this 

journey together and forge new paths together.  We will set high expectations, be willing 

to hold each other accountable and never, ever settle for the status quo. I look forward to 

leading us as we evolve into the Johnson College we are envisioning. 

As you begin your career here at Johnson College, please know that there are unique 

advantages that set our college apart from all other schools. Now that you have chosen 

Johnson College as the right fit for you, know that as President and CEO, I pledge the 

following to you: 

We begin with the end in mind. Year after year students share that the main reason they 

choose to attend Johnson College is due to our high, in-field, job placement rate. We 

deliver on this promise by immersing all students in industry their very first week on 

campus.  You will contribute to this type of student success by becoming an active part of 

our community. 

The foundation of the theory our students learn is coupled with extensive lab work that 

helps them develop as the type of skilled troubleshooter that employers desire. It is 

another reason why Johnson College is the school of choice for so many hands-on 

learners.  Here, you will also have the opportunity to exercise your talents in a way that 

allows for your professional growth and ours. 

Something that sets us apart from other schools is that we are small.  I like to say, small 

and mighty!  You are not just a number here.  We take the time to listen to your needs 

and will work with you to craft an employment plan that will help you achieve your 

goals. 

This is my We Work pledge to you.  I am glad you have chosen to join us. 

Sincerely,  

 

 

Katie Leonard, M.A. 

President & CEO of Johnson College 

 

 

 

 



 6 

002 Introductory Statement 
 
This Employee Information Guide (the Guide) is designed to acquaint you with Johnson 

College (Johnson or the College) and to provide you with information about current 

policies, employee benefits and working conditions that effect your employment.  It 

describes many of your responsibilities as an employee and outlines the programs 

developed by Johnson College to benefit our employees.    

 

As an employee, we ask you to read, understand, and follow the policies and provisions 

described in this Guide.  However, no Employee Information Guide can anticipate every 

circumstance or question. Additionally, the College is ever changing and we anticipate a 

need to make ongoing adjustments in all aspects of our operation, including this Guide.  

Therefore, Johnson College reserves the right, at its sole discretion, to interpret, revise, 

supplement or rescind any policy or benefit described in this Guide. We will notify you 

of any changes as they occur. 

 

The policies in this Guide are not intended to create a contract, nor are they to be 

construed to constitute contractual obligations of any kind between Johnson College and 

any of its employees. 

 

Employment with Johnson College is at will and voluntarily entered into, and an 

employee is free to resign at will at any time, with or without cause. Similarly, 

Johnson College may terminate the employment relationship at will at any time, 

with or without notice or cause, so long as there is no violation of applicable federal 

or state law. 

 

This Guide is the property of Johnson College and reproduction of the Employee 

Information Guide is prohibited.  

 

These provisions supersede all existing policies and practices and may not be amended 

without approval of the Johnson College Board of Directors or its President.   
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003 Employee Acknowledgement Form 

 

The Employee Information Guide describes important information about Johnson 

College’s employee policies.  I understand that I am responsible for reading this Guide 

and following the policies and practices described within it.  I recognize that I should 

consult my supervisor or Human Resources regarding any questions in the Guide or any 

questions not answered by the Guide.  

 

I am an employee at will.  I have entered into my employment relationship with 

Johnson College voluntarily and I acknowledge that there is no specified length of 

employment. Accordingly, either Johnson College or I can terminate the 

relationship at will, with or without cause, at any time. 

 

The information, policies, and benefits described here are subject to change at the sole 

discretion of Johnson College.  I acknowledge that, with the exception of Johnson 

College’s employment-at-will policy, revisions to the Guide may occur.  Only the 

Johnson College Board of Directors or its President has the ability to adopt any revisions 

to the policies in this Guide.    

 

I acknowledge that this Guide is neither a contract of employment nor a legal document.   

 

I acknowledge that I have read the following pertinent sections – copies attached  

(please initial & date): 

 Section 102 – Affirmative Action, EEO, Act 504, Title IV  ____________ 

 Section 103 – Disability Accommodations    ____________ 

 Section 601 – Employee Conduct      ____________ 

 Section 602 – Harassment Free Environment    ____________ 

 Section 603 – Drug Free College and Workplace Policy   ____________ 

 Section 610 – Tobacco Free Workplace     ____________ 

 Section 612 – Confidentiality of Information, FERPA, HIPPA  ____________ 

 Section 614 – Whistle Blower Policy     ____________ 

 

The Employee Information Guide is available to all employees on the Johnson College 

shares drive (s:\general\employeeinfomationguide). It is also available in hard copy upon 

request from Human Resources.   I have received access to or a copy of the Employee 

Information Guide, and I understand that it is my responsibility to read and comply with 

the policies contained in this Guide and any revisions made to it. 

 

 

EMPLOYEE'S NAME (printed):  

 

_______________________________________________ 

 

EMPLOYEE'S SIGNATURE:      DATE: 

 

____________________________________________  __________________ 
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004 The History of Johnson College 

 

Johnson College, a two-year technical college, was founded by Orlando S. Johnson, a 

wealthy coal baron in the Scranton area who died in 1912.  Mr. Johnson left the bulk of 

his estate to establish and maintain a trade school and his purpose became the mission of 

the College as an institution “where young men and women can be taught useful arts and 

trades that may enable them to make an honorable living and become contributing 

members of society.” 

 

A board of directors was created and a 44-acre tract in Scranton known as the William H. 

Richmond estate was selected as the site for the new enterprise. Opening in 1918, the 

school admitted young men and women who had completed a minimum of eight years of 

school and were 14 years old.  

 

In 1964, the school became a post-secondary institution requiring applicants to be high 

school graduates or to have equivalency certificates. The name of the institution was 

changed from the Johnson Trade School to the Johnson School of Technology in 1966. 

The school was incorporated as a non-profit corporation in 1967, and in 1968 it was 

licensed by the Commonwealth of Pennsylvania Bureau of Private Trade Schools.  

Approval to award a degree of Associate in Specialized Technology came in 1974, with 

accreditation by the National Association of Trade and Technical Schools (NATTS) 

following in 1979. 

 

In 1985, the name of the school was changed to Johnson Technical Institute.  The three-

year Associate in Specialized Technology degree programs were changed to two-year 

programs in 1987. 

 

Responding to the continuing technological changes in society, the board, administration, 

faculty, staff and students conducted an intense two-year self-study, beginning in 1994, to 

assess the institution’s strengths and weaknesses.  The study led to a formal application to 

the Commission on Higher Education for status as a two-year college.  The Pennsylvania 

Department of Education approved the application of Johnson Technical Institute as a 

two-year college in 1997; the change of name to Johnson College was instituted in 2001. 

 

The graduating class of 1998 was the first class to receive either an Associate in Applied 

Science (A.A.S.) degree or an Associate in Science (A.S.) degree. 

 

Continuing with the expansion of technology programs, a Veterinary Technology 

program was introduced in 1994.  Clinical classes were held off-campus until the erection 

of a 6,500 square foot Science Center on campus was completed.  The program received 

full accreditation from the American Veterinary Medical Association (AVMA) for the 

fall semester of 2000.  In January, 2004 the College opened the Animal Care Center as a 

teaching facility to enhance the Veterinary Technology educational experience.  In 1995, 

Electrical Construction & Maintenance Technology was added to the curriculum, and the 

Bureau of Private Licensed Schools approved the Diesel Truck Technology program in 

November of 1996.  
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A Computer Information Technology program that specializes in enterprise computer 

networking was approved by the Commission on Higher Education in 2000, and a 

curriculum in Radiologic Technology received the Commission’s approval for the fall, 

2002 semester.  The Radiologic Technology program received accreditation by the Joint 

Review Committee on Education in Radiologic Technology (JRCERT) in May, 2005.  

The Automotive Technology Department received accreditation by the National 

Automotive Technicians Education Foundation, Inc. (NATEF) in November, 2005. The 

Distribution & Supply Logistics Technology program was approved as a program 

offering for the fall, 2006 semester and the Heating Ventilation & Air Conditioning 

Technology program was approved for the fall, 2009 semester. In 2013 The Physical 

Therapist Assistant (PTA) Program welcomed their first class in the fall of 2013 and 

received Candidacy from The Commission on Accreditation in Physical Therapy 

Education (CAPTE).  Full Accreditation was received December 2015. In the fall of 2015 

Johnson College welcomed its first class into the Advanced Manufacturing Engineering 

Technology Program. This program is designed to prepare students for the modern 

manufacturing environment of today.  

 

Today, approximately 420 students pursue degrees in 14 different trade, technical, or 

clinical programs and 2 certificate programs. The College’s twelve buildings include a 

library, cafeteria, student center, gymnasium, physical fitness center, classrooms, shops, 

laboratories and administrative offices. 

 

Over the years, Johnson College has served the region by providing programs of 

technical education and continually evaluates its programs to meet the technology needs 

of society.  This evaluation process is assisted by the Program Advisory Committees of 

each program area, consisting of regional business and community leaders who meet 

several times during the year to advise the College on curriculum content, length of 

programs, and current materials and equipment.  They also review placement and 

retention statistics.  The College has maintained the initial intent of Mr. Johnson with a 

professional and dedicated staff to ensure up-to-date training that prepares graduates to 

readily step into entry-level positions in business and industry. 

 

The current student body is comprised of approximately 71% males and 29% females.  

The students spend 60% of their time in technology courses and the remainder in general 

education classes.  The College has an extensive program of internships, cooperative 

education and practicums with a variety of businesses and professional organizations.  

One of the important success factors of Johnson College is a consistently high 

employment rate of students within a short time after graduation. 

 

Today, Johnson College is a valuable resource for the changing technological needs of 

our region.    
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005 The Johnson College Mission, Vision and Shared Values 

 

Johnson College has a Mission Statement, a Vision Statement, Shared Values, and 

Institutional Goals which form the framework for how we operate.  Each employee 

should be familiar with these important statements and model their principles as they 

work with our students and perform their job responsibilities.  

 

THE JOHNSON COLLEGE MISSION STATEMENT 

Johnson College provides real-world hands-on learning in a caring environment and 

prepares graduates to enter into or advance in their careers. 

  

THE JOHNSON COLLEGE VISION 
Innovating. Partnering. Advancing. 

 
 
THE JOHNSON COLLEGE SHARED VALUES 
Our shared values form the foundation on which we perform work and conduct ourselves.  

They include: 

INITIATE Have the GUTS to take risks, the GRIT to demonstrate your passion and feel 

the GLORY of your achievement. 

PARTICIPATE   Have the GUTS to speak up, the GRIT to get involved and feel the 

GLORY of what we can do together.  

ENDURE   Have the GUTS to overcome challenges, the GRIT to go the distance and feel 

the GLORY of our resilience. 

THE JOHNSON COLLEGE INSTITUTIONAL GOALS 

 

Foster Academic Innovation & Excellence 

Enhance Student Success 

Promote Equity & Inclusion 

Ensure Stewardship & Growth of Resources 
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006   Fast Facts About Johnson College 

 

It is important that all employees be able to talk to students, the community and 

prospective students and their families about Johnson College.  Each of us has a 

responsibility to represent Johnson College professionally and to provide factual 

information that can help prospective students determine if Johnson College is a good 

match for them.  The following are some “Fast Facts” which can be used as a reference. 

 

ACCREDITATION  

Accrediting Commission of Career Schools and Colleges (ACCSC) 

American Veterinary Medical Association (AVMA) 

Joint Review Committee on Education in Radiologic Technology (JRCERT) 

National Automotive Technicians Education Foundation, Inc. (NATEF) 

American Design & Drafting Assn. International (ADDA) 

The Commission on Accreditation in Physical Therapy Education (CAPTE) 

 

ACTIVITIES   
Participation in intra-mural activities and student organizations; two honor societies. 

  

APPLICATION    

Applications receive individualized attention; deadline date is May 1; deadline for 

Radiologic and Veterinary Technology and PTA applicants is February 15; high school 

diploma or GED equivalent is required; campus visit recommended and a campus 

interview may be required; SATs are required for Radiologic and Veterinary Technology 

and PTA and strongly recommended for all other programs.   

 

FEDERAL SCHOOL CODE    
014734 

FINANCIAL AID  

State and federal financial aid is available to qualified students.   

HISTORY      

Founded in 1912, Johnson College is a private, two-year college offering associates’ 

degrees in 14 technical programs and certificates in 2 programs. 

LOCATION  

The campus is located in Scranton, PA at exit 190 off Interstate Route 81. 

STUDENT BODY   

Approximately 420 full-time students comprised of approximately one-quarter female and 

three-quarters male students. Approximately 11 percent of the student body has self-

identified as having minority status. 

STUDENT/FACULTY RATIO    

10:1 
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101 Employee Relations and Communication 

 

We believe that our overall work environment is positive and the compensation, benefits 

and opportunities we offer are competitive with those offered by similar local employers.  

We are committed to a work environment where there is direct communication between 

our employees and members of management.   

 

At Johnson College, we believe that it is in the best interest of all employees to deal 

directly with each other without third party intervention. Always feel confident that when 

a question or concern arises, you can discuss the situation directly with your supervisor, 

their supervisor, Human Resources or any member of the Executive Council.  
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102 Affirmative Action, Equal Employment Opportunity, Act 504 and Title IX 

 

Johnson College is an Affirmative Action and Equal Opportunity Employer.  

The College is committed that all employment decisions will be based on merit and 

qualifications.  Therefore, all individuals will have equal access to employment 

opportunities without regard to age as defined by law, ancestry, color, disability or 

handicap, national origin, race, religion, sex, sexual orientation, veteran status or any 

other characteristic protected by law. 

Johnson College will make reasonable accommodations for qualified individuals with 

known disabilities unless doing so would result in undue hardship.  This policy governs 

all aspects of employment, including selection, job assignment, compensation, discipline, 

termination of employment and access to benefits and training.  

 

Any staff member with questions or concerns about any type of discrimination in the 

workplace is encouraged to bring these issues to the attention of their supervisor, Human 

Resources or any member of the Executive Council.  Employees can raise concerns and 

file reports without any concern for reprisal.  Anyone found to be engaging in any type of 

unlawful discrimination will be subject to disciplinary action, up to and including 

termination of employment with Johnson College.  

 

Johnson College is also committed to the provisions of Act 504 and Title IX.  In 

accordance with federal law, Johnson College does not discriminate on the grounds of 

race, color, national or ethnic origin, sex, age, creed, ancestry, religion or disability in the 

administration of any of its educational programs or activities, including admission or 

with respect to employment.   Any inquiries with regard to Act 504 or Title IX should be 

directed to The President, Johnson College (Title IX, Section 504 Coordinator), 3427 

North Main Avenue, Scranton, PA 18508-1495. 

 

 

 



 14 

103 Disability Accommodations 

 

Johnson College is committed to complying fully with the Americans with Disabilities 

Act (ADA) and ensuring equal opportunity in employment for qualified persons with 

disabilities.  All employment practices and activities are conducted on a non-

discriminatory basis. 

 

Reasonable accommodation is available to all disabled employees whose disability 

affects their performance of job functions unless doing so would require undue hardship.   

Employees who wish to request an accommodation to perform their job functions should 

speak with their Supervisor or Human Resources. 
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104 Immigration Law Compliance 

 

Johnson College is committed to employing only United States citizens and aliens who 

are authorized to work in the United States. In compliance with the Immigration Reform 

and Control Act of 1986, each new staff member must complete an Employment 

Eligibility Verification Form (I-9) as a condition of employment and present 

documentation establishing their identity and employment eligibility.  At its discretion, 

Johnson College may ask any employee to provide documentation verifying that their 

legal right to work has not changed.    

 

Former staff members who are rehired must also complete an I-9 Form if they have not 

completed an I-9 with Johnson College within the past three (3) years or if their previous   

I-9 Form is no longer retained or valid.  Employees with questions are encouraged to 

contact Human Resources. 
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105 Employment Applications and Reference Checks 

 

Johnson College uses its Employment Application as a tool for summarizing the 

qualifications of potential applicants for employment.  The College relies upon the 

accuracy of information contained in the employment application, as well as the accuracy 

of other data presented throughout the hiring process and employment.   

 

Johnson College’s policy is to conduct a comprehensive background check including 

criminal history, FBI fingerprinting, PA state child abuse check, employment history, 

educational, driving and credential information. Any misrepresentations, falsifications, or 

material omissions in any of this information or data may result in Johnson College’s 

exclusion of the individual from further consideration for employment or termination of 

employment if the person has been hired. 

 

The College will respond in writing only to employment reference inquiries that are 

submitted in writing.  Responses to such inquiries will confirm only dates of employment 

and position(s) held.  Employment data will not be released without a written 

authorization and release signed by the individual who is the subject of the inquiry.  

Managers and employees should refer all employee reference requests to Human 

Resources. 

 

Because of the legal environment in which we operate, employees are cautioned against 

providing personal references on current or former employees.  Employees who choose 

to provide a personal reference are solely responsible for the accuracy of their reference.   
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106 New Employee Introduction Period 

 

The New Employee Introductory Period provides new employees with the opportunity to 

demonstrate their ability to achieve a satisfactory level of performance and to determine 

whether the position meets their expectations.  Johnson College uses this period to 

evaluate the staff member’s capabilities, work habits, and overall performance.   

 

All new and rehired employees work on an introductory basis for the first ninety (90) 

calendar days after their date of hire.   Any significant absence will automatically extend 

the Introductory Period by the length of the absence.  If the College determines that the 

designated Introductory Period does not allow sufficient time to thoroughly evaluate the 

employee’s performance, the Introductory Period may be extended for a specified period.   

Additionally, either the employee or the College may end the employment relationship at 

will, at any time during or after the Introductory Period, with or without cause or advance 

notice. 

 

Upon satisfactory completion of the initial introductory period, employees are no longer 

classified as “Introductory” but are classified as "Regular Full Time", “Regular Part 

Time” or “Temporary” employees.  During the initial Introductory Period, newly hired 

employees are eligible for those benefits that are required by law, such as Workers' 

Compensation Insurance and Social Security.  They may also be eligible for other 

Johnson College provided benefits, subject to the terms and conditions of each benefit 

program.  All employees should read the information for each specific benefit program 

for the details on eligibility requirements. 

 

Employees who are promoted or transferred within the College may be required to 

complete a secondary Introductory Period.  In cases of promotions or transfers, an 

employee can be removed from that position at any time during the secondary 

Introductory Period if management believes they are not acclimating successfully.  If this 

occurs, the employee may be allowed to return to his or her former position or to a 

comparable position for which the employee is qualified.  
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107 Outside Employment 

 

Johnson College expects its employees to dedicate themselves to the College and its 

Mission.   While employees may be employed or pursue other activities outside of 

Johnson College, the College requires employees to fulfill their Johnson College work 

requirements as their first priority.    

 

Any outside employment or activity that constitutes a conflict of interest with Johnson 

College is prohibited. For example, an employee may not receive any income or material 

gain from individuals outside of Johnson College for materials produced or services 

rendered while performing his or her duties at Johnson College.   

 

Employees are encouraged to speak with their supervisor if they are concerned about 

whether outside commitments could interfere with their Johnson College work 

responsibilities or create a conflict of interest.   
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108 Employment of Relatives 

 

Johnson College permits the employment of qualified relatives of employees as long as 

such employment does not create the potential for a conflict of interest.  The College 

believes that a potential conflict of interest could exist when related employees work in a 

direct reporting relationship.  Therefore, related employees may not work where a direct 

reporting or supervisory relationship exists or in any other situation which could create a 

conflict of interest or a non-productive work environment.  Additionally, Johnson 

College must ensure that adequate systems of internal controls exist.  Therefore, related 

employees may not work in job functions where, in the Executive Council’s sole opinion, 

related employees could potentially compromise the integrity of the College’s internal 

controls.  

 

Johnson College is committed to ensuring fair and equitable treatment for all employees.  

Any employee who believes that they are not being treated fairly or that their 

performance is being impacted because of relatives working within the College should 

discuss their concern with their immediate supervisor or Human Resources. 

 

Johnson College reserves the right to reassign or, in extreme cases, to terminate 

employees in those situations where, in its sole judgment, an appropriate position cannot 

be identified for related employees.  For the purposes of this policy, a relative is any 

person who is related by blood or marriage, or whose relationship with the employee is 

similar to that of persons who are related by blood or marriage.  This definition includes 

those employees who marry another employee or who become related to an existing 

employee while the employee is working at Johnson College.    
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201 Employment Categories and Employee Service Dates 

 

Each employee at Johnson College is classified according to their job type and 

employment status.  The purpose of this section is to define the job classifications which 

Johnson College uses.  All employees need to understand their employment classification 

and status because it determines their eligibility for benefits and how they are paid.  None 

of the classifications used at Johnson College guarantee employment for any specified 

period of time.   

 

All employees are designated as either NON-EXEMPT or EXEMPT from federal and 

state wage and hour laws.  NON-EXEMPT employees are entitled to overtime pay under 

the specific provisions of federal and state laws.  When Johnson College refers to an 

employee’s pay classification as “hourly”, that employee is NON-EXEMPT.  EXEMPT 

employees are excluded from specific provisions of federal and state wage and hour laws.  

EXEMPT employees are not eligible for overtime pay.  Faculty members are classified as 

EXEMPT employees. 

 

Each employee is also assigned a functional job title.  The functional job title (and its 

accompanying job description), provide a broad description of that position’s primary 

responsibilities and duties.   

 

In addition to a functional job title and an Exempt or Non-Exempt classification, each 

employee will also be classified according to one or more of the following employment 

categories: 

 

REGULAR FULL-TIME employees are those who are not in a temporary or 

introductory status and who are regularly scheduled to work the College’s full-time 

schedule.  Generally, they are eligible for Johnson College’s benefit package, subject to 

the terms, conditions, and limitations of each benefit program. Regular Full-Time 

employees can be either Exempt or Non-Exempt. 

 

REGULAR PART-TIME employees are those who are not assigned to a temporary or 

introductory status and who are scheduled to work less than 30 hours per week.  While 

they do receive all legally mandated benefits (such as Social Security and Workers' 

Compensation Insurance), they are ineligible for all of Johnson College’s other benefit 

programs.  Regular Part-Time employees can be either Exempt or Non-Exempt. 

 

INTRODUCTORY employees are those whose performance is being evaluated to 

determine whether further employment in a specific position with Johnson College is 

appropriate.  Employees who satisfactorily complete the introductory period (90 days) 

will be notified of their new employment classification.  Generally, they become eligible 

for some or all of the college’s benefit package, subject to the terms, conditions, and 

limitations of each benefit program.  Introductory employees can be either Exempt or 

Non-Exempt. 
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TEMPORARY employees are those who are hired as interim replacements, to 

temporarily supplement the work force, or to assist in the completion of a specific 

project.  Adjunct Faculty and Work-Study employees are classified as Temporary 

employees. Employment assignments in this category are of a limited duration.  

Employment beyond any initially stated period does not in any way imply a change in 

employment status.  Temporary employees retain that status unless and until notified of a 

change by Johnson College.  While temporary employees receive all legally mandated 

benefits (such as Workers' Compensation Insurance and Social Security), they are 

ineligible for all of the College's other benefit programs. 

 

CONTRACTORS are not employees of Johnson College but are engaged to provide 

specific services or products to the College.  Compensation for such services or products 

is made directly to the contractor without the inclusion of benefits contributions, 

employment taxes, or related employment contributions. 

 

A Regular Full-Time and Regular Part-Time Employee’s service date is defined as the 

date a person was hired for his or her present period of continuous employment.  

Continuous employment is defined as uninterrupted service while classified as an 

Introductory, Regular Full-Time or Regular Part-Time Employee.  Should an employee 

leave Johnson College’s employment and subsequently be rehired, the following will 

apply in determining whether the employee will retain their prior service when 

determining vacation or other service related entitlements.  If the employee’s original 

period of continuous service was longer than the period of absence from employment 

with Johnson College, the employee will retain credit from their original service.  If the 

original period of continuous service was shorter than the period of absence, no service 

credit will be retained. 
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202 Personal Data Changes 

 

Each employee is responsible for promptly notifying Human Resources about any 

changes in their personal data.  Personal mailing addresses, telephone numbers, 

individuals to be contacted in the event of an emergency, educational accomplishments, 

names and numbers of any dependents who are covered by insurance and other employee 

data should be accurate and current at all times. 

 

If your personnel data should change, notify Human Resources as soon as possible. 
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203 Access to Personnel Files 

 

Johnson College maintains a personnel file on each employee.  The personnel file 

includes information such as the employee's job application, resume, records of training, 

documentation of performance appraisals and salary increases, and other employment 

records. 

 

Personnel files are Johnson College’s property and access to their contents is restricted.  

Generally, only managers and Executive Council members who have a legitimate reason 

to review a file are allowed access.   

 

Active employees (including those on a leave of absence) may review information in 

their file which relates directly to them.  Employees may not review any documents 

which reference other Johnson College employees.  Active employees who wish to 

review their own file should contact their supervisor or Human Resources. With 

reasonable advance notice, active employees may review their own personnel files during 

regular business hours and in the presence of an individual designated by Johnson 

College.  

 

Active employees may make handwritten notes from the file but may not remove the file 

or any of its contents.  A copy of any material in the file that initially had been provided 

to or by the employee will be provided to an active employee upon request.   

 



 24 

301 Employee Benefits Overview 

 

Employee benefits programs represent a significant component of employee 

compensation.  Employees at Johnson College are provided with a wide range of 

employer provided benefits.  Additionally, there are a number of benefits (such as Social 

Security, Workers' Compensation, and unemployment insurance) which are provided to 

all employees as prescribed by law.  Some benefit programs require contributions from 

the employee, but many are fully paid by Johnson College.    

 

Benefits eligibility is dependent upon a variety of factors including employee 

classification and service length.  The following chart outlines the benefits which are 

available to each employee classification when the eligibility requirements have been 

met.  Your supervisor or Human Resources can help you clarify the programs for which 

you are eligible. Additional details of these programs can be found in this Employee 

Information Guide and in the Summary Plan Descriptions which are provided to you at 

the time of enrollment.  Johnson College reserves the right to modify, suspend or 

terminate benefit programs at any time. 

 

Benefit Regular FT Regular PT Temporary 

Medical Insurance X   

Dental and Vision Insurance X   

Flexible Spending Account X   

401(k) Savings Plan X X(2)  

Life Insurance X   

Short Term Disability (STD) X   

Long Term Disability (LTD) X   

Employee Spouse/Child Tuition X   

Employee Liability Insurance X X X 

Unemployment Compensation X X X 

Workers’ Compensation X X X 

Social Security Employer Match X X X 

Paid Vacation X X  

Paid Holidays X X  

Paid Sick/Personal Days X X  

Paid Jury/Bereavement leave X X  

Employee Assistance Program X X  

Family and Medical Leave X     X(3)  

Military Leaves of Absence X X  

(1)  Presuming the employee worked 1,000 hours or more in the plan year. 

(2) Presuming the employee is scheduled to work 1,000 hours or more in the plan 

year. 

(3) Presuming the employee worked 1,250 hours in the previous twelve (12) months. 
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302 Medical, Dental and Vision Insurance 

 

Johnson College’s medical insurance plan provides Regular Full-Time employees and 

their dependents access to medical, dental and vision insurance benefits. Regular Full- 

Time employees are eligible to participate in the medical insurance plan subject to all 

terms and conditions of the agreement between Johnson College and its insurance 

carrier(s).  Eligibility for medical insurance begins on the first day of the month 

following 30 days of hire.  

 

If a spouse is offered health care coverage with their employer they must elect that policy 

instead of coverage at Johnson College. If a spouse elects coverage under the Johnson 

College policy instead of their own employer, the Johnson College employee will be 

responsible to pay the premium for the coverage of their spouse. This premium will be 

deducted through payroll as a pretax deduction. 

 

Eligible employees may choose to cover themselves and any eligible dependants.  

Employees are required to contribute to the cost of their medical, dental and vision plans.  

Johnson College subsidizes a substantial component of employee medical insurance costs 

but does not subsidize the purchase of dental or vision insurance. Employee contribution 

rates are established for each plan year. Should the amount of employee contribution 

change, employees will be notified of those changes prior to when they take effect.    

Employee contributions to medical, dental, vision coverage and flexible spending 

accounts are on a pre-tax basis.   

 

You may change or revoke your benefit elections if you have a “change in family status”.  

Change in family status events are defined as marriage, divorce, death of your spouse or 

dependent, or birth or adoption of a child.  Additionally, you may change your benefit 

elections if your spouse loses medical coverage which effects coverage for you, your 

spouse or dependents.  If you have a “family status change”, you must make changes to 

your benefit elections within 30 days of the qualifying event. Notify Human Resources if 

you have a change in family status. Proper documentation will be required.  

 

Unless there is a qualifying “change in family status” as defined above, employees may 

not change their annual benefits selections once made until the next annual enrollment 

period (typically in January).     

 

Separation from employment or a change in employment classification that would result 

in loss of eligibility to participate in the medical and dental insurance plans may qualify 

an employee for benefits continuation under the Consolidated Omnibus Budget 

Reconciliation Act (COBRA).   Refer to the Benefits Continuation (COBRA) policy for 

more information (Section 802). 

 

Details of the medical insurance plan are described in the Summary Plan Descriptions 

(SPD). Information on cost of coverage and an SPD will be provided to eligible 

employees in advance of their eligibility for enrollment.  Contact Human Resources for 

more information about healthcare insurance benefits. 
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303 Flexible Spending Accounts 

Johnson College provides a Flexible Spending Account (FSA) program.  Through the 

FSA program, you can reduce your taxable income without reducing your real income, so 

that you can keep more of the money you earn.  The FSA allows eligible employees to 

have pre-tax dollars deducted from their salaries to pay for eligible out-of-pocket 

expenses. The pre-tax contributions made to the FSA can be used to pay for predictable 

non-reimbursed health care expenses or dependent care expenses during the plan year.  

Regular Full-Time employees are eligible to participate in the Flexible Spending Account 

program.  

Johnson College offers two types of Flexible Spending Account programs: a Health Care 

FSA and a Dependent Care FSA.   Each program is designed to let employees set aside 

pre-tax dollars to pay for specific types of expenses.  Participation in the Health Care 

and/or Dependent Care FSA is optional and determined on an annual basis for the plan 

year.  You must enroll each plan year if you wish to participate. You determine how 

much to contribute to the account, up to a specified maximum, based on anticipated 

expenses during the plan year. Under Johnson College’s plan, you may contribute up to a 

maximum of $2,750 each year for your Health Care FSA. The maximum contribution for 

your Dependent Care FSA is $5,000 per year. Contributions are directed to the account 

through salary reduction on a pre-tax basis. This tax-free money is then available to you 

for reimbursement of out-of-pocket expenses. Since the amounts that remain in the 

account at the end of the plan year are forfeited, you should be careful not to over-fund 

your account(s).  You will have until March 15th of the following year to use all of the 

money in your account(s). 

You may contact Human Resources for more information on the Flexible Spending 

Account program. 
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304   401(k) Savings Plan  

 

Johnson College has established a 401(k) Savings Plan to provide eligible employees 

with a means to accumulate savings for retirement.   

 

All Introductory Employees who are hired in anticipation of attaining Regular Full-Time 

or Regular Part-Time classification are eligible to participate in the 401(k) upon hire.   To 

be eligible to participate, Regular Part-Time employees must be scheduled to work 1,000 

hours or more in the plan year. 

  

Our 401(k) plan provides you with the opportunity to accumulate savings for retirement.   

 

The 401(k) plan is based on voluntary employee participation.  This component allows 

eligible employees to elect a percentage of their salary they want to contribute and to 

direct the investment of their plan account.  Eligible employees can contribute up to 

$19,500 of their salary for 2020.  Johnson College currently matches up to 8% of the 

employee’s contribution with a 50% matching amount.     

 

All newly hired eligible employees are automatically enrolled to contribute 3% of their 

pre-tax earnings to the voluntary component of our 401(k) plan.  However, employees 

may opt to increase or decrease their amount of contribution by contacting Human 

Resources. 

 

Complete details of the 401(k) Savings Plan are described in the Summary Plan 

Description (SPD) which is provided to eligible employees.  Contact Human Resources 

for more information about the 401(k) Savings Plan.  If you have questions about your 

eligibility under the defined benefit plan, contact Human Resources.   
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305 Life Insurance 

 

Life Insurance provides employees and their families/beneficiaries with important 

financial protection.   All Regular Full-Time employees are eligible for Life Insurance 

coverage after completing thirty (30) days of employment.  Johnson College assumes the 

full cost of employee life insurance as described below.   

 

Regular Full-Time employees are covered by a term-life policy in the amount of one (1) 

times the employee’s salary.  The amount of the term-life insurance increases as an 

individual’s annual salary increases.   

 

For more information about Johnson College’s Life Insurance benefits, contact Human 

Resources. 
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306 Short Term Disability 

 

Johnson College provides employees with Short Term Disability insurance.  This plan is 

designed to help eligible employees maintain income during an extended illness or injury.  

All Regular Full Time employees are eligible for Short Term Disability Insurance 

coverage after thirty (30) days of employment.   Short Disability Insurance coverage is 

provided by Johnson College at no cost to the employee. 

   

Johnson College's Short Term Disability plan provides participating employees with a 

benefit totaling 60% of their base weekly salary up to a maximum of $1,500 weekly.  The 

plan can provide benefits for up to twelve (12) weeks should an employee have a 

qualifying illness or accident.   Benefits may begin after the 1st day for a qualifying 

accident or after the 8th day for a qualifying illness. Employees are encouraged to use 

accrued sick or vacation days during the 7 day waiting period. If vacation and/or sick 

days are not used during the waiting period the employee will not be paid during that 

time. 

 

The Short Term Disability plan is designed to complement other policies and benefits 

that provide support to employees suffering a serious illness or accident.  These policies 

and benefits include our Sick Pay (Policy 509), Long Term Disability (Policy 308) and 

the Family and Medical Leaves of Absence policy (Policy 511).   

 

Employees are responsible for contacting the insurance carrier and completing all 

necessary paperwork in order to be enrolled in Short Term Disability. This contact 

information can be found in the Human Resources Office.  

 

While on Short Term Disability, the employee is responsible for keeping Human 

Resources informed of his/her status.   

 

For more information about Johnson College's optional Short Term Disability plan, 

contact Human Resources. 
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307 Long Term Disability 

 

Johnson College provides a Long Term Disability (LTD) benefits plan to help eligible 

employees cope with an illness or injury that results in a long term absence from 

employment.  All Regular Full Time employees are eligible for Long Term Disability 

Insurance coverage after thirty (30) days of employment.   Long Term Disability 

Insurance coverage is provided by Johnson College at no cost to the employee. 

 

Under Johnson College’s LTD plan, an eligible employee can receive up to 60% of their 

base monthly salary up to a maximum of $6,000 monthly on the 180th day of a 

qualifying illness or accident. The plan can provide benefits for up to twenty four (24) 

months should an employee have a qualifying illness or accident.  Employees are eligible 

to participate in the LTD plan subject to all terms and conditions of the agreement 

between Johnson College and its insurance carrier. 

 

If an employee wishes to return to work when they are no longer disabled, every 

reasonable effort will be made to return the employee to the same position or to a similar 

available position for which the employee is qualified. However, Johnson College cannot 

guarantee placement in all cases.  

 

For more information about Johnson College’s Long Term Disability benefit, contact 

Human Resources. 
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308 Employee /Spouse/Dependent Children Tuition  

 

Johnson College provides tuition benefits to the spouses and dependent children of 

eligible employees.  

In order to be eligible for this benefit, the employee must be a Regular Full Time 

employee who has completed one year of service. An eligible spouse must be legally 

married to the employee at the time of enrollment. An eligible child must reside in the 

employee’s residence and be classified as a legal dependent by the Internal Revenue 

Service. These additional requirements apply.  

 There must be availability in the program the spouse/dependent child wishes to 

attend. “Availability” means that the spouse/dependent child may not displace an 

admitted student who would be contributing tuition to the College.  

 The spouse/dependent child must meet admissions requirements and maintain 

academic eligibility while participating in a Johnson College program.  

 The spouse/dependent must remain in good academic standing as defined by the 

College 

 The spouse/dependent child must apply for financial aid where eligible. If 

financial aid is available, that aid will be applied against the tuition benefit.  

 The spouse/dependent remains in good financial standing, i.e., is not in default 

 An employee’s spouse/dependent child will not be eligible for tuition under this 

plan should they wish to obtain a second A.A.S. or A.S. degree or attend 

additional Johnson College classes post graduation.  

 

The tuition benefit applies to tuition costs only. The cost of books, supplies and other 

administrative charges or fees are not covered and will be assessed at the prevailing rate.  

Should an eligible participant fail or be required to retake a course, the participant will be 

fully responsible for payment of tuition for the course that must be retaken.  

Should an employee separate from employment while their spouse or dependent child is 

participating in this program, the following will apply. If the employee separates during a 

semester, the spouse/dependent child will be charged tuition for that semester on a pro-

rated basis. For future semesters, the spouse/dependent child will be fully responsible for 

payment of tuition.  

Johnson College provides tuition benefits to eligible employees.  

In order to be eligible for this benefit, the employee must be a Regular Full Time 

employee who has completed one year of service. These additional requirements apply 

for an employee seeking a degree or taking individual classes.  

 All employees must fill out the tuition remission authorization form and have it 

signed by their direct supervisor by April 15th. The employee must mark if the 

class is being taken for an audit purpose, non-matriculation or matriculation. This 

form can be found in Human Resources.  

 All employees must apply for financial aid where eligible. If financial aid is 

available, that aid will be applied against the tuition benefit only. If a FAFSA is 

not filled out tuition remission is not allowed.  
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 The FAFSA application must be completed by April 15th each year in order to 

determine eligibility for PELL grants, and for a student who is a resident of 

Pennsylvania, to determine eligibility for PHEAA. If all applicable financial aid 

forms are not completed in a timely manner, the actual amount of state and/or 

federal grants that the student would have been eligible for will be deducted from 

the College’s tuition remission benefit.  The employee is responsible for paying 

the College the portion of the financial aid package that was forfeited by not filing 

all of the required forms in a timely manner.   

 An employee seeking a degree must meet enrollments requirements and maintain 

academic eligibility while participating in a Johnson College program.  

 An employee taking the class for non-matriculation must fill out a non-degree 

application. This form can be found in Human Resources.  

 There must be availability in the technical program the employee wishes to 

attend. “Availability” means that the employee may not displace an admitted 

student who would be contributing tuition to the College.  

 An employee will not be eligible for tuition under this plan should they wish to 

obtain a second A.A.S. or A.S. degree.  

 

The tuition benefit applies to tuition costs only. The cost of books and other 

administrative charges or fees are not covered and will be assessed at the prevailing rate.  

Should an eligible employee fail or be required to retake a course, the employee will be 

fully responsible for payment of tuition for the course that must be retaken.  

Should an employee separate from employment while participating in this program, they 

will be charged tuition for that semester on a pro-rated basis. For future semesters, the 

employee will be fully responsible for payment of tuition.  

Should a supervisor request an employee to take a class for audit purposes, all costs 

including books and fees will be paid in full by the tuition remission.  

Continuing Ed fee related courses are not covered by the tuition remission policy unless 

directly related to current job at Johnson College and approved by direct supervisor.  

All paperwork must be filled out and returned to the appropriate person before the 

start of the semester. 

TUITION TAXATION 

 Federal Tax. Approved eligible expenses for graduate and undergraduate level courses 

up to $5250.00 per calendar year will not be considered federal taxable income to the 

employee. Based on IRS regulations, this tax exemption does not apply to employees' 

spouses or dependents. Employee spouses or dependents pursuing degrees at the 

undergraduate level only are exempt from federal income tax. 

 State Tax. Employees, their spouses and dependents pursuing degrees at Johnson 

College will not be subject to Pennsylvania personal income tax.  
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 Local Tax. Employees, their spouses, and dependents pursuing degrees at Johnson 

College will not be subject to local tax. Eligible expenses paid to employees, their 

spouses and dependents pursuing degrees at other educational institutions are subject to 

local tax and withholding.  
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309 Employee Liability Insurance 

 

Johnson College provides liability insurance protection to all employees on a no-cost 

basis.   Subject to the terms and conditions of the policy, this insurance coverage is 

provided to protect employees should a legal suit result from a student injury or other 

accident while the student is under an employee’s supervision. 
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310 Unemployment Compensation and Workers’ Compensation Insurance 

 

Johnson College provides Unemployment Compensation Insurance and Workers’ 

Compensation Insurance to all employees.  Johnson College makes all contributions to 

these insurance programs. 

 

The Workers' Compensation Insurance program covers an injury or illness sustained in 

the course of employment that requires medical, surgical, or hospital treatment.  Subject 

to applicable legal requirements, Workers' Compensation Insurance provides benefits 

after a seven (7) day waiting period or immediately if the employee is hospitalized. 

During the 7 day waiting period employees have the option to use their sick and/or 

vacation time for payroll purposes. If an individual is out of work for 14 or more calendar 

days, he/she will also receive retroactive compensation for the first 7 days of disability. 

 

If you sustain a work-related injury or illness, you must inform your manager/supervisor 

immediately.  No matter how minor an on-the-job injury may appear, it is important that 

it be reported immediately and an accident report is filled out so that appropriate medical 

care and insurance coverage can be provided as quickly as possible. Failure to report 

injuries or illnesses in a timely manner can jeopardize your entitlement to such benefits. 

 

Neither Johnson College nor its insurance carrier will be liable for the payment of 

Workers' Compensation benefits for injuries that occur during non-working hours or 

during an employee's voluntary participation in any off-duty recreational, social, or 

athletic activity sponsored by Johnson College. 

 

Johnson College does not have a Workers’ Compensation Doctors panel and employees 

seeking medical attention due to a workers’ compensation injury can visit a medical 

Doctor of their choice unless notified by Human Resources.  

 

Additional information about our Unemployment Compensation Insurance and Workers’ 

Compensation program can be obtained from Human Resources. Additionally, 

information can be found on written notices in the employee lounge in Richmond Hall.  
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401 Performance Evaluations       

 

Johnson College’s performance evaluation process is designed to support employee 

development and recognize performance.  Performance communication is a dual 

responsibility of employees and supervisors. Supervisors are responsible for providing 

periodic performance feedback through formal appraisals and informal discussions.  

Employees are responsible for understanding their job's expectations, requesting periodic 

feedback and for participating openly in performance discussions. 

 

Formal performance evaluations are typically conducted at the end of an employee's New 

Employee Introductory Period (90 days) in any new position.  The Introductory Period 

allows the manager/supervisor and the employee to discuss the job responsibilities, 

standards, and performance requirements of the position.   

 

Formal performance reviews are conducted annually to provide both supervisors and 

employees the opportunity to discuss job tasks, encourage and recognize strengths, 

identify and correct developmental needs, and discuss approaches for meeting 

performance objectives. 

 

Although subject to change, annual performance evaluations for all employees are 

generally held in May of each year prior to the end of our fiscal year which ends June 

30th.  

 

Employees who have questions about Johnson College’s performance evaluation process 

are encouraged to speak to their supervisor/manager or Human Resources. 
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402 Salary Administration        

 

Johnson College recognizes that compensation is an important way to recognize an 

employee's contribution toward meeting the College’s goals. All positions at Johnson 

College have a job grade. A job grade is a step within a compensation system that defines 

the amount of pay an employee will receive. The pay grade is generally defined by the 

level of the responsibilities performed within the job description of the position. 

There are a total of 10 job grades at Johnson College. Each position has a salary range, 

this range is used during the hiring process and merit increases. Employees’ salary can be 

capped once they reach the top of a salary range. 

 

For Regular Full-Time and Regular Part-Time employees, Johnson College recognizes 

overall employee performance through its merit based salary review program.  

Coinciding with your performance review, your salary will be evaluated.  If a salary 

increase is granted, the relative amount of a merit increase will be based on your 

performance level and your salary relative to the labor market for your position. 

Employees should understand that annual merit increases are not automatically given but 

are based on an employee's overall performance during the prior period.  Naturally, 

Johnson College’s overall budget, financial condition, and local wage rates are important 

factors as well.   

 

Merit increases are typically awarded to be effective during the first pay cycle after July 

1st.  Employees whose start date was before October 1st are eligible for full participation 

in the merit increase program.  Employees who begin employment prior to February 1st 

are eligible for pro-rated participation in that year’s merit increase program.  Employees 

whose start date is February 1st or later will not be eligible to participate in that year’s 

merit increase program but they will be fully eligible in the subsequent year. 
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403 Job Posting 

    

Job posting is one way that Johnson College uses to encourage employee growth and 

development.  Employees who wish to transfer to a new position are encouraged to use 

the job posting system.   

 

Employees are informed about jobs that are being posted though Johnson College’s 

SharePoint Announcements.  An employee who is interested in posting for a new position 

should 1) inform their direct supervisor that they are posting for a position and 2) inform 

Human Resources that they wish to post for the position.  Human Resources will inform 

the hiring manager of your application and interest.  If an employee is interested in a 

posting for a new position, that employee must work for the company at least one (1) full 

year and have no write-ups within the previous six (6) months of that calendar year.  

 

Employees with questions about the job posting system should talk to their supervisor or 

Human Resources. 
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405 Professional Development 

 

 

Johnson College believes that ongoing professional development is important for faculty 

and staff.   

 

As a general guideline, employees up to the Associate Director level are asked to attend 

programs within Pennsylvania or that require minimal travel expenditures.  Exceptions 

may be made for required programmatic seminars that are not available on a regional or 

statewide basis.  Employees at the Director and above level may attend seminars and 

workshops on a national level but also with a focus on minimizing travel expenditures.   

 

Employees who wish to attend a professional development program should speak with 

their supervisor giving as much notice as possible.    Naturally, each department must 

work within their available budget when considering requests.   
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501 The Work Week and Overtime  

 

Though Johnson College operates on the basis of a fourteen day pay period, the work 

week is defined as 12:01 a.m. Monday to 12:00 midnight on Sunday.    

 

The normal work schedule for all Regular Full-Time employees is 37.5 hours per week.   

For each employee, a normal starting and ending time for their work day will be 

established.  Regular Full-Time Faculty members generally work 35 hours per week. 

 

Work hours for each position are determined based on operational requirements and 

employee preferences.   For most administrative positions, the basic work hours are 

between 8:00 a.m. and 5:00 p.m.   However, basic work hours may be modified to meet 

an employee’s preferences as long as operational requirements can be met.  Most of our 

employee’s starting times will be between 8:00 a.m. and 9:00 a.m. and their ending times 

will range between 4:30 p.m. and 5:30 p.m. While supervisors will make a reasonable 

effort to establish an employee’s normal work day according to their preferences, it will 

not be possible in all cases. Ultimately, the needs of the College and our students must be 

our first priority.  Generally, the work hours for Regular Full-Time Faculty members are 

between 8:00 a.m. and 3:30 p.m. 

 

Staffing needs and operational demands may require variations in starting and ending 

times as well as variations in the total hours that may be scheduled each day and week.    

 

Johnson College recognizes that employees periodically require time off to attend to 

personal matters.  Where feasible and with their supervisor’s permission, employees may 

alter their normal starting and ending time on a specific occasion to accommodate their 

personal needs.   Where practical, Non-Exempt employees may arrange to “make up” the 

time lost if the lost time is worked within the same work week. 

 

Johnson College does not have a formal compensatory time policy.  However, the 

College’s needs periodically require employees to work significant extra hours on a 

specific day or over an extended period of time.  In some cases, a “late night” on behalf 

of the College or our students may create a situation where an employee requires 

additional time to rest before beginning work the following day.   In such unusual 

situations, it is the College’s goal to provide some flexibility in an employee’s normal 

work day.   Such flexibility may include a later starting time on a subsequent date during 

that pay period, leaving early on a subsequent day during that pay period, etc. Naturally, 

this may not be possible if an employee’s position requires strict adherence to a specific 

work schedule.  

 

Employees whose positions routinely require non-typical working hours should speak 

with their supervisor to develop a general operating framework on how to adjust working 

hours in such situations.   In developing these guidelines, it is important to consider the 

following.  Non-Exempt employees are required to maintain records of hours worked and 

Johnson College pays Non-Exempt employees according to the hours worked in each pay 

week.  Therefore, supervisors and Non-Exempt employees should be mindful not to alter 
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a work schedule in a manner that would negatively impact a Non-Exempt employee’s 

income in a pay period. Additionally, Exempt employees are (by definition) not paid 

according to hours worked. The College anticipates that Exempt employees will routinely 

work more than 37.5 weekly hours. Therefore, this policy is not intended to alter that 

expectation of an Exempt employee but rather to provide a framework to recognize 

exceptional circumstances.    

 

Non-Exempt employees who work over 37.5 hours in a work week will receive 

additional pay for hours worked.  Non-Exempt employees will be paid at their regular 

hourly rate for hours worked between 37.5 and 40 hours in a work week.   In accordance 

with federal and state requirements, Non-Exempt employees who work over 40 hours in a 

work week will receive pay for those hours at a rate of time and one-half of their regular 

hourly pay. 

 

Non-Exempt staff must have their supervisor’s approval to work and receive overtime.  

This includes pre-approval to work through a lunch period, begin work early or work 

after normal working hours. Overtime will not be paid until fifteen (15) minutes of 

overtime has been worked. 

 

Overtime may be required when the operating requirements of Johnson College can not 

be met during regular working hours. Where possible, advance notification of mandatory 

overtime assignments will be provided.  Additionally, employee requests to be included 

or excluded from overtime will be considered but cannot be guaranteed.    

 

If you have questions about this policy, please speak to your manager or Human 

Resources.  
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502 Timekeeping and Attendance Reporting      

 

Federal and state laws require Johnson College to keep an accurate record of time worked 

in order to calculate employee pay and benefits.  Every Non-Exempt employee is 

responsible for accurately recording time worked.  Time worked is all the time actually 

spent on the job performing assigned duties.   For non-exempt employees who are being 

paid hourly, payroll will “round up” or “round down” your total time worked to the 

nearest 15 minutes. 

 

Depending on the department, some Non-Exempt employees utilize electronic time 

sheets to record their hours worked.  Below is a summary of the procedures followed for 

recording the amount of time worked.    

 

Most Non-Exempt employees and all work study students utilize electronic time sheets to 

record their working hours as well as any absences.  The electronic time sheet are 

available in the ADP payroll system. The following guidelines should assist non-exempt 

employees with using our time sheets.  

 

If you are using an electronic time sheet, you should record your hours worked each work 

day.  This will include your start time, end time and the amount of time you have taken 

for lunch.  On the last day of the two week pay cycle (every other Friday for most 

employees), you should ensure your timesheet is complete and submitted online to your 

manager.  Your manager is responsible for reviewing your timesheet, and approving the 

hours that were worked by 10:00 a.m. on the following Monday.    

     

 

Non-Exempt employees should not report to work more than 15 minutes prior to their 

scheduled starting time nor stay more than 15 minutes after their scheduled stop time 

without prior authorization from their supervisor.   

 

While we don’t record time worked by Exempt employees, Human Resources maintains 

records of days absent for vacation, sick and personal for both Exempt and Non-Exempt 

employees.  We utilize electronic time sheets as the means for both Non-Exempt and 

Exempt employees to inform Human Resources about their absences.   

 

Managers are responsible for signing off on all Non-Exempt time sheets and Exempt time 

sheets utilized to report absences.   By approving a time sheet, you are certifying its 

accuracy.  In order to meet payroll deadlines, it is extremely important that managers 

approve their completed time sheets by 10:00 a.m. on the Monday following a pay cycle.   

 

Employees who have questions about timekeeping and attendance procedures should ask 

their manager or Human Resources. 
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503 Meal and Break Periods     

 

All Regular Full Time and Regular Part-Time employees who work a seven and one half 

hour work day will be provided with one designated meal period per day.    Regular Part- 

Time employees who are scheduled to work less than a full work day may receive a meal 

break based on supervisory discretion and individual circumstances.   

 

All full-time Administrative and Support employees are provided with one (1) meal 

period of sixty (60) minutes in length each workday.   All full-time Instructional and 

Maintenance Support staff members will have one (1) meal period of thirty (30) minutes 

in length each workday. Variations to these meal schedules may occur for those 

administrative and support staff members who participate in the special summer hours of 

operation. 

 

All time off for designated meal periods will be unpaid and not considered as hours 

worked for purposes of overtime or other compensation.   

 

While personal preferences will be considered, supervisors will schedule meal periods to 

accommodate operating requirements and student needs.  Scheduled lunch periods may 

be adjusted or changed to meet student needs or operating requirements. 

 

Johnson College recognizes that employees require periodic breaks to attend to personal 

needs, get something to drink, etc.  At the same time, we are an educational institution 

where student needs cannot be scheduled or fully anticipated.  Rather than utilizing 

formal scheduled breaks, most Johnson College departments utilize an “informal break” 

system where employees are permitted, within reason, to attend to personal needs as 

required.  Employees are expected to limit their informal breaks to times when their 

absence will not negatively affect student needs or operational requirements.  As informal 

breaks are paid time, employees are expected to return to work immediately after 

attending to their personal needs.    
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504 Paydays and Pay Deductions   

 

Exempt (salaried) employees will be paid “current” for all work performed in that payroll 

period.  Because Non-Exempt employees are required to record hours worked, they are 

paid one week behind.   

 

Employees may have their pay directly deposited into their personal bank account if they 

provide advance written authorization to Johnson College.  Employees will still receive 

an itemized statement of wages when Johnson College processes a direct payroll deposit.  

Employees may sign up for direct deposit of their paycheck with Human Resources. 

 

Johnson College takes all reasonable steps to ensure that employees receive their correct 

amount of pay in each paycheck and that employees are paid promptly on the scheduled 

payday.  However, should there be an error in the amount of your pay, you should 

promptly bring the discrepancy to the attention of your supervisor or Human Resources 

so that corrections can be made as quickly as possible.  If an error is identified, it will be 

corrected in the next regularly scheduled payroll or sooner if possible. 

 

Johnson College offers employees the opportunity to contribute to specific programs 

through payroll deduction.  Eligible employees may voluntarily authorize deductions 

from their paychecks to cover the costs of participation in some of these programs which 

include the Johnson College Annual Fund and the United Way. 
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505 Vacation Benefits      

 

Vacation time off with pay is available to eligible employees to provide opportunities for 

relaxation and personal pursuits.   Non-faculty Regular Full-Time employees will receive 

full vacation benefits.  Regular Part-Time non-faculty employees will receive a pro-rated 

vacation benefit based on the number of hours they are regularly scheduled to work.  

Faculty or employees working a faculty schedule and Temporary employees are not 

eligible for vacation benefits. 

 

To be eligible for vacation, an eligible employee must have completed three (3) months 

of service as calculated from his/her original employment date.  During the first year of 

eligibility, the amount of vacation earned will be pro-rated based on the percentage of 

time the employee will work in that fiscal year.  Upon completion of one full year of 

service, an employee will be entitled to full paid vacation as described below.   

 

Johnson College calculates earned vacation based on its fiscal year (July 1 to June 30).  

The amount of paid vacation time eligible employees receive is based on their job grade. 

Employees categorized as a grade 1-6 are entitled to ten (10) days of vacation per year. 

Employees categorized as a grade 7 are entitled to fifteen (15) days of vacation per year. 

Employees categorized as a grade 8-10 are entitled to twenty (20) days of vacation per 

year.  
 

Vacation time is paid at the employee's base pay rate at the time of vacation. It does not 

include overtime or any special forms of compensation.   Paid vacation time must be used 

in minimum increments of hours.  

 

Employees can request use of their vacation time after it is earned, following their three 

month waiting period.   

 

To take earned vacation time, staff members must submit their requests in ADP at least 

one (1) week in advance for approval from their manager/supervisor.  Requests will be 

reviewed based on a number of factors, including student/business needs and staffing 

requirements.  It is highly recommended that employees obtain approval of their planned 

vacation days before making reservations or deposits.  Should Johnson College be unable 

to grant the specific vacation request because of operational requirements, employees will 

assume the risk of lost deposits, reservation change fees, etc.   Vacation periods should 

generally not be longer than two (2) consecutive weeks at any time. 

 

Supervisors are responsible for scheduling vacations and ensuring that their department 

has appropriate coverage throughout the year.  Supervisors are also responsible for 

ensuring that employees are able to receive their full vacation benefit within the fiscal 

year.    

 

Vacation carry-over to the next fiscal year is limited to a maximum of five (5) unused 

vacation days.  Additional days may not be carried over.  
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A Johnson College holiday and school closings that occurs during an employee’s 

scheduled vacation will not count as a vacation day. 

 

 

Because of the need to serve our students, employee requests to take vacation will 

typically not be granted for graduation week in May, the first week of classes in August 

or the first week of classes in January.   Exceptions, while rare, must be approved by the 

employee’s Executive Council member with concurrence by the President.  

 

Vacation time cannot be used to extend the date of termination. Employees voluntarily 

terminating their employment with the College will receive a payout for unused vacation 

days, provided appropriate notice of voluntary termination has been given by the 

employee. At minimum, a two week notice (14 days) is considered a proper notice. 

Employees terminating for any other reason will not be paid for unused vacation time.  

 

 



 47 

506 Holidays and Personal Days       

 

Johnson College provides paid holidays for eligible employees.   Eligible employees 

include 1) Exempt Regular Full Time employees and 2) Non-Exempt Regular Full Time 

and 3)Non-Exempt Regular Part Time employees.  For Non-Exempt employees, holiday 

pay will be calculated based on the employee's straight-time pay rate (as of the date of the 

holiday) times the number of hours the employee would normally have worked on that 

day.    

 

The following holidays are observed by Johnson College. 

 

New Year's Day (January 1st)  

Martin Luther King Day (Third Monday in January) 

President’s Day (Third Monday in February) 

Good Friday/Passover (Friday before Easter) 

Easter Monday (Monday after Easter) 

Memorial Day (Last Monday in May) 

Independence Day (July 4th) 

Labor Day (First Monday in September) 

Veteran’s Day (November 11th) 

Thanksgiving (Fourth Thursday in November) 

Day after Thanksgiving 

Christmas Eve (December 24th) 

Christmas (December 25th) 

New Year's Eve (December 31st) 

 

Additional holidays during the period between Christmas Eve through New Year’s Day 

may be granted at the discretion of the President and will be announced during the fall 

semester each year. 

 

A recognized holiday that falls on a Sunday will typically be observed on the following 

Monday. 

 

If a recognized holiday falls during an eligible staff member’s vacation time, the day will 

be considered a holiday instead of a vacation day.  

 

Should it be necessary to require specific employees to work on a designated college 

holiday, employees will be compensated in the following way. Exempt (non-executive 

council) employees will receive compensatory time which should be taken prior to end of 

that fiscal year. Non-exempt employees will be paid straight time for any hours worked 

in addition to being paid their regular hours as per their normal schedule for that day.   (In 

essence, non-exempt employees will be paid “double time” for hours worked plus receive 

their regular pay for the remainder of that day.)  Executive Council members should 

approve any required work during a college holiday in advance.    
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Johnson College provides paid Personal Days to eligible employees.  The purpose of a 

Personal Day is to provide employees with time off to attend to personal matters or to 

observe religious holidays that are not part of Johnson College’s holiday calendar.   

 

Regular Full-Time non-faculty employees are eligible upon hire for two (2) personal days 

each fiscal year (July 1 to June 30).  Regular Full-Time faculty employees and Regular 

Part-Time employees are eligible upon hire for one (1) personal day each fiscal year.   

Temporary employees are not eligible for paid personal days.   

 

Personal days may be used at the employee’s discretion with the approval of their 

immediate supervisor.  Whenever possible, the employee should notify their immediate 

supervisor in advance that a personal day is being requested.   If this is not possible, 

employees should notify their supervisor as soon as possible utilizing the same procedure 

used for sick day notification. (see Section 509)   

 

Personal days may not be carried over into the next fiscal year, nor will unused Personal 

Days be paid to an employee who terminates (voluntary or in-voluntary) their 

employment with Johnson College.  
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507 Bereavement Leave      

The College understands how painful and difficult it can be to lose a family member. 

Johnson College has created a Bereavement Leave policy to recognize that employees 

may need time off to attend to personal needs.   Employees who wish to take time off due 

to the death of an immediate family member should notify their supervisor immediately 

to make appropriate arrangements for a bereavement leave. 

Upon the death of an immediate family member, Regular Full-Time and Regular Part- 

Time employees may receive up to three (3) days paid time off from work to attend the 

funeral, make necessary arrangements, to travel to and from the funeral if it is out of 

town, and to assist in settling the estate. The employee will be paid his/her regular base 

wages for each day of absence up to three days.  An additional two paid days may be 

granted in unusual circumstances (such as when funeral services are being held more than 

500 miles away).   

For the purposes of this policy, immediate family members include an employee’s parent, 

spouse, child, siblings, grandparents, parents-in-law, stepparents, stepchildren, domestic 

partner, legal dependents and a relative who resides in the employee's home. 

Upon the death of an extended family member, Regular Full-Time and Regular Part-

Time employees will be granted one (1) paid day off to attend the funeral services.  For 

purposes of this policy, extended family members include the employee’s aunt, uncle, 

nephew, niece and cousin. 

Employees may also receive time off to attend the services of a person other than those 

specified as “immediate” or “extended” family above.   Employees may utilize unused 

vacation days or personal days for these circumstances. With authorization of their 

supervisor, employees who wish to attend a funeral or service requiring a short period of 

time away from work may arrange to make up the time.  Non-Exempt employees must 

make up the time during that pay week so they don’t negatively impact that week’s 

earnings.    

Regular Part-Time employees who request Bereavement Leave will only be paid for 

those hours they would have been scheduled to work during the period of their absence.  
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508 Jury Duty       

 

Johnson College encourages employees to fulfill their civic responsibilities by serving 

jury duty when required. 

 

Regular Full-Time and Regular Part-Time employees are eligible for paid jury duty.  

Johnson College will provide employees with full pay for the duration of the period for 

which they are called to serve on jury duty.  Jury duty pay will be calculated on the 

employee's base pay rate times the number of hours the employee would otherwise have 

worked on the day of absence.   

 

If you are called to jury duty, inform your manager as soon as you are notified so that the 

College can plan for your absence.  Faculty members who are summoned must also 

inform the Senior Director of Faculty.   

 

While on jury duty, you are required to keep your supervisor informed as to the 

anticipated length of your jury service.   Of course, you are expected to report for work 

whenever the court schedule permits.  

 

If, in Johnson College’s judgment, the employee’s absence will create significant 

operational difficulties, a request to be excused may be forwarded to the jury clerk.  
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509 Sick Pay 

 

Johnson College has designed a sick pay policy to provide financial support for Regular 

Full-Time and Regular Part-Time employees when illness requires the employee to be 

absent from work.  If you are unable to work due to illness or injury, Johnson College 

will continue to provide full wages for the period of sick leave to which you are entitled. 

 

Regular Full-Time and Regular Part-Time employees are eligible for sick leave upon 

hire.  Regular Full Time non-faculty employees are eligible for five (5) sick days each 

fiscal year (July 1st through June 30th).  Regular Full Time non-faculty employees hired 

January 1st or later in that fiscal year will be permitted to half of the eligible amount at 

two and a half (2.5) sick days for the remainder of the fiscal year. Regular Full-Time 

faculty employees are eligible for three (3) sick days each fiscal year that may be taken 

for illnesses occurring during the school year or when the faculty member is scheduled to 

work. Regular part-time employees are permitted sick days equal to the percentage of 

time worked.  For example, if a part-time employee works 18.75 hours per week (50% of 

37.5 hours), the employee will be eligible for 2.5 (50% of five) sick leave days each year. 

 

Eligible employees who are absent to care for an ill, dependent family member may also 

request to utilize their sick pay for those absences.    

 

Eligible employees may carry over (bank) unused sick days into the following fiscal year.  

Regular Full-Time employees may carry over a maximum of five (5) unused sick days.   

An employee can maintain a maximum of twenty (20) sick days. 

 

Regular Full Time faculty members may carry over (bank) a maximum of three (3) 

unused sick days into the following fiscal year for a maximum of twelve (12) sick days. 

 

Sick days can be taken in hour increments.  Should an employee exhaust their sick day 

benefit, employees may utilize unused vacation or personal days.  If no days are 

available, sick leave will be unpaid.   

 

An employee must work at least one (1) day into the new employment year to be eligible 

for additional sick time. 

 

If any employee is going to be absent from work for any reason, it is their responsibility 

to inform their manager/supervisor as soon as practical but no later than 30 minutes past 

the employee’s scheduled starting time.  The employee should personally notify his/her 

manager/supervisor directly.  It is not acceptable to leave word solely with a co-worker.  

In the event of a prolonged absence, the employee should also report in daily to keep 

his/her manager informed of their progress and expected time to return. 

 

After three (3) days of absence due to illness, employees are required to obtain a doctor’s 

written statement of condition.  Johnson College reserves the right to require a 

physician’s evaluation of an employee’s condition and a prognosis for his/her return to 

work regardless of length of illness and at the employee’s expense.  Sick pay benefits 
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may be withheld until such evaluation is provided.  The employee may also be asked to 

provide written certification from his/her attending physician verifying their improved 

condition permitting them to return to work. 

 

Employees who resign or are terminated will not be paid for any unused sick days.   

    

Temporary employees are not paid for sick time.  However, the other policies concerning 

sick leave apply (e.g., supervisory notification of absence).  

 

Wherever possible, employees should schedule doctor’s appointments for non-working 

hours.  However, employees who require a short term absence from work for a doctor’s 

appointment may take that time as sick time or arrange to make up the time missed within 

the same work week.  Should a doctor’s appointment require a half day’s absence or 

more, eligible employees may take that day as a sick day.  

 

Attendance is considered by Johnson College to be an important performance element for 

all employees.  While the College provides financial support for eligible employees who 

are legitimately sick, the organization requires all employees to maintain good attendance 

records so that we can consistently meet our student’s needs.  Employees whose overall 

absence record is considered excessive may be subject to Johnson College’s performance 

counseling policy. (see Section 604) 
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510 Emergency Closings/Changes in Class Schedules 
 

Emergencies such as severe weather, power failures or other emergencies can threaten 

student and employee safety and disrupt campus operations.  Administration may make 

the decision to cancel classes or follow a compressed schedule.  In extreme cases, 

circumstances may require the closing of the campus.   

 

In the event that such an emergency occurs during non-working hours, Johnson College 

will notify local television stations to broadcast the information.  Notification will also be 

available on the Johnson College website at www.johnson.edu.  Additionally, Johnson 

College will send a text message to the cell phones of employees who have provided this 

information to the college’s alert system. For questions of how to access this system, 

contact Human Resources. 

 

Employees are responsible for finding out the College’s status during a possible 

emergency situation. The following broadcast media will be notified. 

 

TV Stations – WNEP 16; WYOU 22; WBRE 28 

 

Employees need to take notice of the specific information contained in the 

Radio/Television broadcast or the text message they receive.   

 Should the Television state “Classes Canceled or Compressed Schedule”, 

administrative, faculty and support staff must report to campus by 9:30am. 

 When the Television announcement states that “School is Closed”, most 

administrative, instructional and support staff will not be required to report to 

campus.  Staff members who are required to report will be notified in advance or 

informed when the situation occurs. 

 

When campus operations are officially closed due to emergency conditions, time off from 

scheduled work will be paid.   Employees in essential campus operations may be asked to 

work on a day when the campus is officially closed.  

 

If a staff member is unable to report to work when the college is open during inclement 

weather, notification to their manager is required.  Based on the overall circumstances, 

the employee may be required to take a personal or vacation day to be compensated for 

the absence. 

 

http://www.johnson.edu/
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511 Family and Medical Leaves of Absence  

 

Johnson College provides leaves in accordance with the Family and Medical Leave Act 

as revised effective January 16, 2009. The purpose of this section of the handbook is to 

provide you with a general description of the FMLA policy and your rights.  

 

We have posted an FMLA Notice in the employee break room.  Upon hire, we provide all 

new employees with notices required by the U.S. Department of Labor (DOL) on 

Employee Rights and Responsibilities under the Family and Medical Leave Act.   If you 

have any questions or concerns with how Johnson College is administering this policy, 

please see Human Resources.   

 

A. General Provisions:  

Under our FMLA policy, Johnson College will grant up to 12 weeks leave (or up to 26 

weeks of military caregiver leave to care for a covered service member with a serious 

injury or illness) during a 12-month period to eligible employees. The leave may be paid, 

unpaid or a combination of paid and unpaid leave, depending on the circumstances of the 

leave and the employee’s availability of paid time off.   

 

B. Eligibility: 

To qualify to take family or medical leave under this policy, you must meet all of the 

following conditions:  

1) You must have worked for Johnson College for 12 months or 52 weeks. The 12 

months or 52 weeks need not have been consecutive. Separate periods of employment 

will be counted, provided that your break in service did not exceed seven years. Separate 

periods of employment will be counted if the break in service exceeds seven years due to 

National Guard or Reserve military service obligations.  For eligibility purposes, you will 

be considered to have been employed for an entire week even if you were on the payroll 

for only part of a week or if you were on leave during the week.  

2) You must have worked at least 1,250 hours during the 12-month period immediately 

before the date when you request your leave to commence.  We do not include time spent 

on paid or unpaid leave as hours worked in meeting the 1,250-hour requirement.   

 

C. Type of Leave Covered: 

To qualify as FMLA leave under this policy, your leave must be for one of these reasons.  

1) The birth of a child and in order to care for that child.   

2) The placement of a child for adoption or foster care and to care for the newly 

placed child.  

3) To care for a spouse, child or parent with a serious health condition (described 

below).  

4) Where you have a serious health condition that makes you unable to perform your 

position’s functions.   

 

A serious health condition is defined as a condition that requires inpatient care at a 

hospital, hospice or residential medical care facility, including any period of incapacity or 
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any subsequent treatment in connection with such inpatient care or a condition that 

requires continuing care by a licensed health care provider. 

 

This policy covers illnesses of a serious and long-term nature, resulting in recurring or 

lengthy absences. Generally, a chronic or long-term health condition that would result in 

a period of three consecutive days of incapacity with the first visit to the health care 

provider within seven days of the onset of the incapacity and a second visit within 30 

days of the incapacity would be considered a serious health condition. For chronic 

conditions requiring periodic health care visits for treatment, such visits must take place 

at least twice a year.  

 

If you take paid sick leave for a condition that progresses into a serious health condition 

and you request unpaid leave as provided under this policy, Johnson College may 

designate all or some portion of related leave taken as leave under this policy, to the 

extent that the earlier leave meets the necessary qualifications.  

 

If you have a question about what illnesses are covered under this FMLA policy or under 

our sick leave policy, please speak with your manager or Human Resources.   

 

5) Qualifying exigency leave for families of members of the National Guard and 

Reserves when the covered military member is on active duty or called to active 

duty in support of a contingency operation: 

 

If your spouse, son, daughter or parent either has been notified of an impending call or 

order to active military duty or who is already on active duty, you may take up to 12 

weeks of leave for reasons related to or affected by the family member’s call-up or 

service. The qualifying exigency must be one of the following: 1) short-notice 

deployment, 2) military events and activities, 3) child care and school activities, 4) 

financial and legal arrangements, 5) counseling, 6) rest and recuperation, 7) post-

deployment activities and 8) additional activities that arise out of active duty, provided 

that Johnson College and you agree on the timing and duration of the leave. 

 

The leave may commence as soon as the individual receives the call-up notice. (A son or 

daughter for this type of FMLA leave is defined the same as for child for other types of 

FMLA leave except that the person does not have to be a minor.) This type of leave 

would be counted toward the employee’s 12-week maximum of FMLA leave in a 12-

month period. 

 

6) Military caregiver leave (also known as covered service member leave) to care for 

an ill or injured service member. 

 

This leave may extend to up to 26 weeks in a single 12-month period for an employee to 

care for a spouse, son, daughter, parent or next of kin covered service member with a 

serious illness or injury incurred in the line of duty on active duty. Next of kin is defined 

as the closest blood relative of the injured or recovering service member.  
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D. Amount of Leave: 

If eligible, you may take up to 12 weeks for the FMLA circumstances (1) through (4) 

above under this policy during any 12-month period. Johnson College will measure the 

12-month period as a rolling 12-month period measured backward from the date you use 

any leave under this policy. Each time you take leave, Johnson College will compute the 

amount of leave you have taken under this policy in the last 12 months and subtract it 

from the 12 weeks of available leave, and the balance remaining is the amount you are 

entitled to take at that time. 

 

If eligible, you can take up to 26 weeks for an FMLA military caregiver leave during a 

single 12-month period. For this military caregiver leave, Johnson College will measure 

the 12-month period as a rolling 12-month period measured forward. FMLA leave 

already taken for other FMLA circumstances will be deducted from the total of 26 weeks 

available.  

 

If a husband and wife both work for the College and each wish to take leave for the birth 

of a child, adoption or placement of a child in foster care, or to care for a parent (but not a 

parent "in-law") with a serious health condition, the husband and wife may only take a 

combined total of 12 weeks of leave.  If a husband and wife both work for the company 

and each wish to take leave to care for a covered injured or ill service member, the 

husband and wife may only take a combined total of 26 weeks of leave. 

 

E. Employee Status and Benefits During Leave:  

While you are on an FMLA leave, Johnson College will continue your health benefits 

during the leave period at the same level and under the same conditions as if you had 

continued to work.  

 

If you choose not to return to work for reasons other than a continued serious health 

condition for you or a family member or a circumstance beyond your control, Johnson 

College will require you to reimburse the company the amount it paid for your health 

insurance premium during the leave period.  

 

Under our current policy, employees pay a portion of the health care premium. While on 

paid leave, Johnson College will continue to make payroll deductions to collect your 

share of the premium. While on unpaid leave, you must continue to make this payment, 

either in person or by mail. The payment must be received by Human Resources by the 

first day of each month.    If the payment is more than 30 days late, your health care 

coverage may be dropped for the duration of the leave. Johnson College will provide 15 

days' notification prior to your loss of coverage.    

 

If you contribute to any other benefit plans, Johnson College will continue making 

payroll deductions while you are on paid leave. While you are on an unpaid leave, 

Johnson College will require you to pay your cost of the benefit in the same manner and 

conditions as described above for health benefits. 
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F. Employee Status After Leave:  

If you take a leave under this policy, you may be asked to provide a fitness for duty 

(FFD) clearance from the health care provider before returning to work. This requirement 

will be included in our written response to your FMLA request. Generally, you will be 

able to return to the same position or a position with equivalent pay, benefits and other 

employment terms. The College may choose to exempt certain key employees from this 

requirement and not return them to the same or similar position.  

 

G. Use of Paid and Unpaid Leave:  

If you are taking an FMLA leave because of your own serious health condition or the 

serious health condition of a family member, you must use all current and accrued paid 

vacation, personal or sick leave prior to being eligible for unpaid leave. Sick leave may 

run concurrently with FMLA leave.   

 

Disability leave for the birth of a child and for an employee's serious health condition, 

including workers’ compensation leave (to the extent that it qualifies), will be designated 

as FMLA leave and will run concurrently with FMLA.  If you are taking leave for the 

adoption or foster care of a child, you must use all current and accrued paid vacation or 

personal days prior to being eligible for unpaid leave.  

 

An employee who is using military FMLA leave for a qualifying exigency must use all 

paid current and accrued vacation and personal days prior to being eligible for unpaid 

leave. An employee using FMLA military caregiver leave must also use all paid current 

and accrued vacation or personal days prior to being eligible for unpaid leave.  

 

H. Intermittent Leave or a Reduced Work Schedule:  

You may take FMLA leave in 12 consecutive weeks, you may use the leave 

intermittently (take a day periodically when needed over the year) or, under certain 

circumstances, you may use the leave to reduce the workweek or workday, resulting in a 

reduced hour schedule. In all cases, your leave may not exceed a total of 12 workweeks 

(or 26 workweeks to care for an injured or ill service member) over a 12-month period.  

 

Johnson College may temporarily transfer you to an available alternative position with 

equivalent pay and benefits if Johnson College believes an alternative position would 

better accommodate your intermittent or reduced schedule.  

 

For the birth, adoption or foster care of a child, Johnson College and you must mutually 

agree to the work schedule before you may take the leave intermittently or work a 

reduced hour schedule. Leave for birth, adoption or foster care of a child must be taken 

within one year of the birth or placement of the child.  

 

If you are taking an intermittent leave or a reduced work schedule leave because of a 

serious health condition or because of the serious health condition of your family 

member, you should reach an agreement with Johnson College about your work schedule 

before taking the leave.  If this is not possible, Johnson College may ask for 

documentation that your leave is medically necessary.  
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I. Certification for the Employee’s Serious Health Condition: 

Johnson College will require certification of your serious health condition. You must 

respond to such a request within 15 days of the request or provide a reasonable 

explanation for the delay. Failure to provide certification may result in a denial of 

continuation of leave. Medical certification will be provided using the form entitled DOL 

Certification of Health Care Provider for Employee’s Serious Health Condition. 

 

Johnson College may directly contact your health care provider for verification or 

clarification purposes.   The person making this contact will be Human Resources or an 

outside health professional.  Johnson College will not use your direct manager to make 

this contact. Before Johnson College makes this direct contact with the health care 

provider, you will be a given an opportunity to resolve any deficiencies in your medical 

certification. In compliance with HIPAA Medical Privacy Rules, Johnson College will 

obtain your permission for clarification of individually identifiable health information.  

 

Johnson College has the right to ask for a second opinion if it has reason to doubt the 

certification. Johnson College will pay for the employee to get a certification from a 

second doctor selected by the company.  Johnson College may deny FMLA leave to an 

employee who refuses to release relevant medical records to the health care provider 

designated to provide a second or third opinion. If necessary to resolve a conflict between 

the original certification and the second opinion, Johnson College will require the opinion 

of a third doctor.  Johnson College and you will mutually select the third doctor, and 

Johnson College will pay for the opinion. This third opinion will be considered final. You 

will be provisionally entitled to leave and benefits under the FMLA pending the second 

and/or third opinion.  

 

J. Certification for the Family Member’s Serious Health Condition: 

Johnson College will require certification or your family member’s serious health 

condition. You must respond to such a request within 15 days of the request or provide a 

reasonable explanation for the delay. Failure to provide certification may result in a 

denial of continuation of leave. Medical certification will be provided using the DOL 

Certification of Health Care Provider for Family Member’s Serious Health Condition 

form. 

 

Johnson College may directly contact your family member’s health care provider for 

verification or clarification purposes.  Johnson College will not use your direct manager 

to make this contact but will rather use Human Resources or an outside health 

professional.  Before Johnson College makes this direct contact with the health care 

provider, you will be a given an opportunity to resolve any deficiencies in the medical 

certification. In compliance with HIPAA Medical Privacy Rules, Johnson College will 

obtain your family member’s permission for clarification of individually identifiable 

health information.  

 

Johnson College has the right to ask for a second opinion if it has reason to doubt the 

certification. Johnson College will pay for your family member to get a certification from 
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a second doctor, which the company will select. Johnson College may deny FMLA leave 

to an employee whose family member refuses to release relevant medical records to the 

health care provider designated to provide a second or third opinion. If necessary to 

resolve a conflict between the original certification and the second opinion, Johnson 

College will require the opinion of a third doctor. Johnson College and you will mutually 

select the third doctor, and Johnson College will pay for the opinion. This third opinion 

will be considered final. You will be provisionally entitled to leave and benefits under the 

FMLA pending the second and/or third opinion. 

 

K. Certification of Qualifying Exigency for Military Family Leave: 

Johnson College will require certification of the qualifying exigency for military family 

leave. You must respond to such a request within 15 days of the request or provide a 

reasonable explanation for the delay. Failure to provide certification may result in a 

denial of continuation of leave. This certification will be provided using the DOL 

Certification of Qualifying Exigency for Military Family Leave form.  

 

L. Certification for Serious Injury or Illness of Covered Service Member for Military 

Family Leave: 

Johnson College will require certification for the serious injury or illness of the covered 

service member. You must respond to such a request within 15 days of the request or 

provide a reasonable explanation for the delay. Failure to provide certification may result 

in a denial of continuation of leave. This certification will be provided using the DOL 

Certification for Serious Injury or Illness of Covered Service member form. 

 

M. Recertification: 

Johnson College may request recertification for the serious health condition of either you 

or your family member no more frequently than every 30 days and only when 

circumstances have changed significantly, or if Johnson College receives information 

casting doubt on the reason given for the absence, or if you seek an extension of your 

leave. Otherwise, Johnson College may request recertification for the serious health 

condition of you or your family member every six months in connection with an FMLA 

absence. The company may provide your health care provider with your attendance 

records and ask whether need for leave is consistent with your serious health condition.  

 

N. Procedure for Requesting FMLA Leave: 

All employees requesting FMLA leave must provide verbal or written notice of the need 

for the leave to your manager or Human Resources.  Within five business days after you 

have provided your notice, Human Resources will complete and provide you with the 

DOL Notice of Eligibility and Rights   

 

When the need for the leave is foreseeable, you must provide Johnson College with at 

least 30 days notice. When you become aware of a need for FMLA leave less than 30 

days in advance, you must provide notice of the need for the leave either the same day or 

the next business day. When the need for FMLA leave is not foreseeable, you must 

comply with Johnson College’s usual and customary notice and procedural requirements 

for requesting leave, absent unusual circumstances.  
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O. Designation of FMLA Leave 

Within five business days after you have submitted the appropriate certification form, 

Human Resources will complete and provide you with a written response to your 

employee’s request for FMLA leave using the DOL Designation Notice form. 

 

P. Intent to Return to Work From FMLA Leave 

While you are on an FMLA leave, Johnson College may require you to report 

periodically on your status and your intent to return to work. 

 

512 Personal Leaves of Absence 

On occasion, an employee may need to request time off due to circumstances not covered 

by other policies addressed in this guide.   Johnson College may provide a Personal 

Leave of Absence without pay to eligible employees who wish to take time off from 

work to fulfill personal obligations.  Regular Full-Time and Regular Part-Time 

employees who have completed their New Hire Introductory Period are eligible to apply 

for a Personal Leave of Absence. 

 

Any request for a Personal Leave of Absence without pay should be discussed in advance 

with the employee’s supervisor and Human Resources.  Requests for Personal Leave will 

be evaluated for approval based on a number of factors.  These factors may include the 

reason for the request, the impact on the College if the employee is absent, the 

employee’s tenure and the length of the requested leave. 

 

If approved, a Personal Leave may be granted for a period up to 12 weeks.  If this initial 

period of leave proves insufficient, consideration will be given to a written request for a 

single extension.  Employees may be required to take any available vacation, sick days or 

personal days as part of the approved period of leave   

 

Subject to the terms and conditions of the applicable plans, all benefits may remain in 

effect during an approved leave provided the employee reimburses the College in 

advance for each month’s absence. Johnson College will continue to subsidize employee 

benefit costs during the first four weeks of a Personal Leave of Absence at the rates in 

effect for Regular Full Time employees. If a Personal Leave extends beyond four weeks, 

employees will be required to pay the full amount of their benefits costs (COBRA rates).   

When an employee on a Personal Leave of Absence returns to active status, their benefits 

subsidy will be restored immediately.  

 

When a Personal Leave ends, every reasonable effort will be made to return the employee 

to the same position or to a similar available position for which the employee is qualified.  

However, Johnson College cannot guarantee placement in all cases.   If an employee fails 

to report to work promptly at the expiration of their approved Personal Leave, the 

College will assume the person has resigned.  

Employees should also review the College’s Family and Medical Leave Act (FMLA) 

policy (see Section 511). 
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513 Military Leaves of Absence      

 

Johnson College will observe all state and federal laws, rules and regulations concerning 

military service and leaves of absence including the provisions of the Family Medical 

Leave Act that apply to military leaves of absence (See Section 512). 

 

A Military Leave of absence will be granted to employees who are absent from work 

because of service in the U.S. armed services or National Guard.  As required by law, 

employees are required to provide Johnson College with advance notice of military 

service, unless military necessity prevents such notice. 

 

Regular Full-Time and Regular Part-Time Employees will receive full pay for two week 

training assignments and shorter absences.  However, employees will be asked to return 

to Johnson College the net amount of stipend paid to them for military duty.  Mileage or 

other direct out of pocket expenses reimbursed by the military need not be returned. 

 

The portion of any military leave of absence in excess of two weeks may be unpaid.  

However employees may use any available unused Personal/Vacation days during the 

absence.  Johnson College may, at its sole discretion, extend the period of paid leave. 

 

Subject to the terms, conditions and limitations of the applicable benefit plans for which 

an employee is otherwise eligible, health insurance benefits will be provided by Johnson 

College for the full term of the military leave of absence as long as the employee’s 

contributory portion is paid. 

 

For questions about Military Leaves of Absence, contact Human Resources. 
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601 Employee Conduct   `    

 

To provide the best possible work environment and to ensure that we meet the needs and 

expectations of our students, Johnson College expects employees to be honest, ethical 

and to follow rules of conduct that will protect the interests and safety of all employees, 

students and the College.  These standards of conduct are defined in this section and 

throughout this guide. 

 

Failure to follow Johnson College’s standards for employee conduct is considered to be a 

serious issue.  Violations will result in utilization of Johnson College’s Performance 

Counseling (see Section 604) which may include disciplinary steps up to, and including, 

immediate dismissal.  It is not possible to list all the types of behavior that are considered 

unacceptable in the workplace. The following are examples of the types of employee 

conduct that may result in disciplinary action, up to and including termination of 

employment: 

 

 Any act which potentially endangers a student’s physical safety or well being 

 Insubordination or other disrespectful conduct. (Insubordination is generally defined 

as refusal to cooperate or perform a job assignment, or openly making false 

statements concerning the employer.)   

 Unsatisfactory performance or conduct 

 Excessive absenteeism or tardiness 

 Theft or inappropriate removal or possession of Johnson College property  

 Sexual or other unlawful or unwelcome harassment  

 Falsification of timekeeping or other College records or documents 

 Participation in any criminal activity which potentially discredits Johnson College or 

its reputation 

 Fighting or threatening violence on the campus 

 Dishonesty  

 Gross negligence, improper or unethical conduct  

 Using obscene, profane or abusive language 

 Negligence, improper conduct or behavior leading to damage of College-owned or 

student-owned property 

 Working under the influence of alcohol or illegal drugs or any other violation of 

Johnson College’s policy on "Drug and Alcohol Use" (see Section 603)   

 Possession of dangerous or unauthorized weapons or materials in the workplace  

 Unauthorized disclosure of confidential student or employee information  

 Deliberate waste of Johnson College property or materials 

 Accepting gifts or favors that are contingent on or intended to influence a purchase 

decision or a student’s academic standing 

 Discourtesy to students, prospective students or other employees 

 Creating employee discord  

 Solicitation of any type, selling things, circulating petitions, membership cards or 

passing our handbills on College property at any time.  

 Unauthorized use of telephones, e-mail system, or other college-owned equipment 
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 Unauthorized disclosure of college business "secrets" or confidential information 

 Violation of Human Resources policies or failure to report a serious breach of Human 

Resources policies.  

 

Employment with Johnson College is at the mutual consent of the College and the 

employee, and either party may terminate that relationship at any time, with or without 

cause, and with or without advance notice. 

 

If you have any question about whether a specific action or behavior might constitute a 

violation of this policy, you should speak to your manager or Human Resources. 
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602 Harassment Free Environment 
 

Johnson College is committed to providing a work environment that is free of 

discrimination, sexual harassment and any other form of harassment. Johnson College’s 

policy is to maintain a working environment where everyone is treated with respect and 

dignity.  All workplace relationships should be professional and free of harassment, 

unlawful bias and other offensive conduct.  Johnson College will not tolerate unlawful 

discrimination including harassment based on sex, race, religion, national origin, 

disability, and other forms of legally impermissible harassment.  The College will not 

tolerate offensive or otherwise unprofessional behavior which it determines is 

inappropriate in the workplace, even if it does not amount to unlawful harassment.  The 

College’s policy prohibits harassing conduct even if it is not sufficiently severe or 

pervasive to meet the legal definition of a hostile environment. 

 

All employees and applicants are covered and protected by this policy.  Additionally, our 

policy prohibits harassment by or toward students, vendors, contractors, suppliers, 

visitors, trades people, and other non-employees on the College’s premises or conducting 

business with the College. 

 

The following is a definition of sexual harassment.  

 

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, 

and/or other verbal, visual or physical conduct of a sexual nature where: 

 Submission to such conduct is made either explicitly or implicitly a term or condition 

of an individual’s employment; 

 Submission to or rejection of such conduct by an individual is used as a basis for 

employment decisions affecting the individual or; 

 Such conduct has the purpose or effect of unreasonably interfering with an 

individual’s work performance or creating a threatening, hostile or offensive work 

environment. 

 

The following is a partial list of examples of sexual harassment: 

 Unwanted sexual advances, propositions or pressure for sexual favors 

 Repeated, unwelcome flirtations 

 Offering employment benefits in exchange for sexual favors 

 Making or threatening reprisals after a negative response to sexual advances 

 Visual conduct that includes leering, making sexual gestures or displaying of sexually 

suggestive objects or pictures, cartoons or posters 

 Verbal conduct that includes making derogatory or degrading comments to describe 

or refer to an individual 

 Jokes, stories, comments or verbal abuse of a sexual nature 

 Verbal abuse of a sexual nature, graphic verbal commentaries about an individual's 

body, sexually degrading words used to describe an individual, or suggestive or 

obscene letters, notes or invitations 

 Physical conduct that includes inappropriate or unwelcome touching 
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 Display of sexually explicit or suggestive objects or pictures in the workplace or 

while on College business. 

 Inquiries into or description of sexual experience or activities.  

 

In addition to sexual harassment, Johnson College prohibits other forms of workplace 

harassment. Actions, words, jokes, or comments based on an individual's sex, race, 

ethnicity, national origin, age, color, religion, sexual orientation, or any other legally 

protected characteristic will not be tolerated.  Additionally, unlawful harassment may 

include deliberate hitting, pushing, touching or threats to take such action.  

 

Johnson College expressly prohibits any employee from explicitly or implicitly linking 

any term or condition of employment to sexual or romantic conduct even if the conduct is 

consensual. 

 

Romantic and/or sexual relationships between faculty and students or staff and students 

are prohibited.   Additionally, romantic and/or sexual relationships between supervisors 

and subordinate employees are strongly discouraged.  Such relationships can have 

adverse consequences for our students, work environment and the College.  They are also 

inconsistent with our mission as an educational institution.   

 

Any employee or applicant who feels he/she is a victim of or is aware of a potential 

violation of this policy should promptly inform their supervisor or Human Resources.  If 

necessary, an employee can also inform any other Johnson College manager or 

supervisor.  Any manager/supervisor who is informed of or aware of a possible violation 

of this policy must contact Human Resources immediately.  If the supervisor believes it is 

inappropriate to contact Human Resources, they should contact the President or any other 

Johnson College Executive Council member. 

 

Human Resources will be responsible for handling and investigating all harassment or 

discrimination complaints, except for those made by or about a Human Resources 

employee.  The President of the college will be responsible for investigating complaints 

made by or about a Human Resources employee.  Each situation will be promptly 

investigated.  The College will maintain confidentiality in the investigation process as 

much as reasonably possible, consistent with its obligation to investigate and respond to 

the complaint.  The College in its discretion may take reasonably necessary or prudent 

interim measures pending the outcome of the investigation. 

 

The College will take corrective action when it has reason to believe there has been a 

violation of this policy.  Where appropriate and based on the circumstances, the College 

will take disciplinary and/or remedial measures, up to and including employee 

termination.    

 

No individual who reports or complains about harassment or improper conduct, or who 

assists the College in an investigation of harassment, will be subject to retaliation.  If you 

have witnessed or experienced behavior you believe to be retaliation, or if you are aware 
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of such behavior, you have a responsibility to report the behavior immediately to Human 

Resources or a member of the Johnson College Executive Council. 

 

The College will not tolerate any efforts to avoid, hinder, or corrupt the complaint or 

investigation process, including refusal to cooperate with an investigation or knowingly 

make false statements to management or Human Resources during the complaint or 

investigation process.  Such actions may result in disciplinary action up to and including 

termination of employment. 

 

Any employee who would like additional information about Johnson College’s 

Harassment Free Environment policy should contact Human Resources or their 

supervisor.  
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603 Drug Free College and Workplace Policy 

 

In accordance with the Drug-Free Schools and Communities Act amendments of 1989, 

Public Law 101-226, Johnson College is hereby declared a drug and alcohol free college 

and workplace. 

 

Unless as authorized below, students and employees are prohibited from the unlawful 

manufacture, distribution, dispensing, possession or use of a controlled substance or 

alcohol anywhere on Johnson College property or while participating in college related 

activities.  By definition, “Johnson College property” includes its grounds, parking areas 

or anywhere within or around the buildings. Students or employees who violate this 

policy will be subject to disciplinary action up to and including expulsion from school or 

termination of employment 

 

As a condition of enrollment or employment, students and employees must abide by the 

terms of the policy or Johnson College will take one or more of the following actions 

within thirty (30) days with respect to any student or employee who violates this policy 

by: 

 Reporting the violation to law enforcement officials. 

 Taking appropriate disciplinary action against such student or employee, up to and 

including expulsion from school or termination of employment. 

 Requiring such student or employee to participate in a substance abuse rehabilitation 

program approved for such purposes by a federal, state, local health, law enforcement 

or other appropriate agency. 

 

In conformance with the law, Johnson College will make a good faith effort to maintain a 

drug- and alcohol-free college and workplace through implementation of the preceding 

policy and will establish and maintain a drug- and alcohol-free awareness program. 

 

In accordance with Pennsylvania law: 

 The legal drinking age in Pennsylvania is 21; persons under the age of 21 may not 

consume, purchase or possess alcohol. 

 It is unlawful to sell or furnish alcoholic beverages to persons under the age of 21. 

 It is unlawful for persons under the age of 21 to misrepresent one's age for the 

purpose of purchasing alcoholic beverages. 

 It is illegal to possess, consume, and or sell illicit drugs including marijuana, 

narcotics, hallucinogens, amphetamines and barbiturates. 

 

Illegal drugs include but are not limited to the following non-prescription substances: 

 Narcotics - opium, heroin, morphine and synthetic substitutes 

 Depressants - chloral hydrate, barbiturates and methaqualone 

 Stimulants - cocaine (and derivatives such as crack) and amphetamines 

 Hallucinogens - LSD, mescaline, PCP, peyote, psilocybin and MDMA 

 Cannabis - marijuana and hashish 
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Alcohol includes: 

 Beer, wine, grain alcohol and liquor 

 

Persons convicted for violations of the Drug-Free Schools and Communities Act, law 

#101-226, may have legal sanctions imposed against them. 

 

Johnson College is dedicated to the advancement and well being of the population we 

serve.  As such, all students and employees are encouraged to abstain from the use of 

illegal drugs and irresponsible use of alcohol. 

 

The college recognizes that drug and alcohol abuse and dependence can cause harmful 

effects to virtually every aspect of a person's life: i.e., relationships, family, job, college, 

physical and emotional health.  Any student or employee who suspects they may be at 

risk or who knows someone, who is, is invited to seek services, which can help. 

 

For students who may need information about or assistance with possible substance 

abuse, the College maintains drug and alcohol education information and a list of 

counseling, treatment and support services, which can be obtained in the Counselor/ 

Manager of Disability Services Office, located in the Moffat Building.  Johnson College 

has also designated a contact person who is available to hear concerns regarding drug and 

alcohol use, offer referrals, advice and information on drug and alcohol education and 

services in the community.  Issues discussed with the contact person will be kept 

confidential to the extent permitted by law. The contact person on campus is the Director 

of Student Engagement, located in the Moffat Building. 

 

For employees who may need information about or assistance with possible substance 

abuse, Johnson College provides an Employee Assistance Program.  See Section 607 for 

more information about our Employee Assistance Program.   

 

With expressed approval by the Johnson College Board of Directors, the President or the 

President’s designee, alcohol may be served at specific Johnson College sponsored events 

on or off campus.  Generally, these events will be held on behalf of the Board of 

Directors, alumni, community leaders, donors or similar individuals.  In such events, 

procedures will be established to ensure that alcohol is not served or provided to any 

student or individual under twenty-one (21) years old.   

 

BIENNIAL REVIEW 

 

In accordance with the Drug Free Schools and Community Act, Johnson College will 

review, on a biennial basis, the aforementioned program to determine its effectiveness 

and implement changes if needed; and to insure that the sanctions developed are 

consistently enforced.  Records of this Biennial Review will be kept for three (3) years 

after the fiscal year during which the Review was held and will be available to the 

Secretary of Education. 
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604 Performance Counseling      

 

Johnson College believes that its employees and the organization have a mutual 

obligation to work together productively in order to meet the needs of our students and 

the College. When an employee's performance deteriorates or falls below the College’s 

expectations, a progressive system of performance counseling may be utilized to improve 

performance.  The major purpose of progressive performance counseling is to ensure that 

the employee understands what is expected, how to correct the problem and the impact of 

their inability to achieve satisfactory performance levels. 

 

Progressive performance counseling will generally consist of progressive steps -- verbal 

warning, written warning, final warning/probation and termination of employment.  

Based on the severity of the performance or behavioral issue, there may be circumstances 

where immediate termination of employment or bypassing one or more progressive 

performance counseling steps will occur. 

 

The progressive performance counseling process is intended to describe a guideline 

versus a right of employment.  Johnson College maintains the right to use progressive 

performance counseling at its discretion. Employment with Johnson College is always 

based on mutual consent and both the employee and the College have the right to 

terminate employment at will, with or without cause or advance notice. 

 

Supervisors should consult with their Executive Council member or Human Resources 

any time progressive performance counseling is being utilized.  No supervisor or 

manager is authorized to terminate an employee without the concurrence of Human 

Resources or the President.  

 

While it is impossible to list every type of behavior or conduct that may warrant 

progressive performance counseling, the Employee Conduct policy (Section 601) 

includes examples of standards of behavior or conduct that are unacceptable to Johnson 

College. 

 

Johnson College believes that the progressive performance counseling process and clear 

communication of expectations can be used to foster an environment which creates 

positive change. Performance counseling can help problems be corrected at an early stage 

which benefits both our employees and Johnson College. 
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605 Grievance Process    

 

Johnson College is committed to providing the best possible working conditions for its 

employees. Part of this commitment is to encourage an open atmosphere in which any 

problem, complaint, suggestion, or question receives a timely response from our 

management team.   Johnson College operates with an “Open Door Policy” where 

employees are invited to talk with any member of the management team or the President 

about their concerns.  

 

To help resolve serious issues and problems, Johnson College has established a grievance 

process.  If an employee disagrees with a policy or how it is applied, they can express 

their concern through the grievance process. No employee will be penalized, formally or 

informally, for voicing a concern with Johnson College in a reasonable, business-like 

manner, or for using the grievance process. 

 

The following describes how the Grievance Process might be applied if an employee 

believed that a condition of employment or a decision affecting them was unjust or 

inequitable. The employee could discontinue the procedure at any step. 

 

1. The employee presents their concern to their immediate supervisor as soon as 

practical after the incident occurs.  If the employee believes it would be inappropriate 

to contact that person, the employee may present the problem to their Executive 

Council Member manager or Human Resources.  

  

2. The supervisor (or the Executive Council member or Human Resources) responds to 

the employee's concern.   Where appropriate, an Executive Council member and/or 

Human Resources may meet with the employee to attempt to resolve their concern. 

  

3. If the employee believes that they have not received a fair response, the employee 

presents their concern to the President in writing or verbally. 

  

4. The President reviews and considers the concern. The President will inform the 

employee and the employee’s supervisor of their recommendation with regard to an 

equitable resolution of the concern expressed.  

  

5. If the employee believes they have not received a satisfactory or fair response, they 

may present their concern to the Human Resources Committee of the Board of 

Directors.  After hearing the employee’s concern, the Human Resources Committee 

and the President have the full authority to make any decision or adjustment required 

to resolve the problem. 

 

Not every problem can be resolved to everyone's total satisfaction, but communication of 

problems is the most effective forum to develop a mutually acceptable solution.  
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606 Attendance and Punctuality      

 

Johnson College expects all employees to be reliable and to be punctual in reporting for 

scheduled work and meetings.   Absenteeism and tardiness place a burden on other 

employees and on our ability to serve our students.  In the rare instances when an 

employee cannot avoid being late to work or is unable to report to work as scheduled, he 

or she should notify their immediate supervisor as soon as possible.  Wherever possible, 

employees should inform their supervisor of an absence or anticipated tardiness in 

advance of their scheduled starting time.   It is not acceptable solely to leave word with a 

co-worker.  Unless notified otherwise by management, employees who expect to be 

absence for a few days should continue to inform their supervisor daily that they will be 

absent. 

 

Attendance and punctuality are a key component of employee performance.  Poor 

attendance and excessive tardiness are disruptive to the College. Under Johnson 

College’s Performance Counseling policy, poor attendance and excessive tardiness may 

lead to disciplinary action up to and including the termination of employment. 
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607 Employee Assistance Program (EAP) 

 

Johnson College cares about the health and well-being of its employees and recognizes 

that a variety of personal problems can disrupt their personal and work lives.  The 

Employee Assistance Program (EAP) is a confidential service created to help employees 

deal with personal problems that may impact their job performance, family and the 

overall quality of their life.   Johnson College’s EAP is available to both employees and 

their immediate family members. 

 

The EAP uses a professional outside organization (BalanceWorks) as its service provider.  

BalanceWorks provides assistance and referral to appropriate treatment or counseling for 

a wide variety of personal problems such as marital and family problems, physical or 

emotional illness, alcohol and drug dependency and financial or legal problems.   

 

BalanceWorks is a prepaid and confidential service.  BalanceWorks does not provide any 

information to Johnson College which reveals employee names or specific questions or 

issues.    There is no cost to the employee for this benefit.  However, some of the referral 

sources used by BalanceWorks may have a charge. To the extent possible, BalanceWorks 

will coordinate certain services with Johnson College’s medical benefit program. 

 

Employees may contact BalanceWorks on a confidential basis by calling 1-800-327-

2255.  You will be assigned a Personal Assistant who is a work/life specialist.  That 

individual will respond to your individual requests on a variety of topics or concerns.  

Your Personal Assistant is your connection to a vast array of information, resources and 

referrals. 

 

For more information about BalanceWorks, you can view their website, 

www.eniweb.com.  For more information about the EAP, you may speak with your 

supervisor or Human Resources.  

 

While the EAP can be a valuable resource for helping resolve issues and problems, 

employees using the EAP are expected to maintain acceptable levels of performance and 

professional behavior.   

 

 

http://www.eniweb.com/
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608 Professional Appearance 

 

Dress, grooming, and personal cleanliness standards affect the professional image 

Johnson College presents to students, parents and visitors. 

 

During business hours or when representing Johnson College, all employees are expected 

to present a clean, neat and tasteful appearance.  You should dress and groom yourself 

according to the requirements of your position and accepted professional standards.  This 

is particularly true if your job involves dealing with students or visitors in person. 

 

Your supervisor or department head is responsible for establishing a reasonable dress 

code appropriate to the job you perform.  If your supervisor feels your personal 

appearance is inappropriate you may be asked to leave the workplace until you are 

properly dressed or groomed. Continued non-adherence to professional appearance 

standards may result in disciplinary action.  

 

Without unduly restricting individual tastes, the following personal appearance guidelines 

should be followed.   

 Business casual attire is generally observed during the summer months and on 

other occasions identified by management when students are not on campus.  

Avoid business casual when you are meeting with parents, prospects, providing a 

tour, and when you have a meeting off campus.  When in doubt, ask your 

supervisor. 

 Johnson College celebrates “Spirit Friday” the 1st Friday of every month. This 

encourages employees to wear their Johnson College logo shirts and show support 

and the spirit of the College. Jeans may be worn with the Johnson College shirt. 

 If the College provides a uniform, the uniform is to be worn at all times and be 

neat and clean. 

 Clothing such as shorts, flip-flops, T-shirts, tank tops, tube or halter tops, jeans 

(denim), spandex, shorts, sweat suits, hoodies, fleece and sneakers, to name a few, 

are not appropriate dress at Johnson College. 

 Moustaches and beards must be clean, well-trimmed and neat. 

 Excessive body piercing and/or exposed tattoos are considered inappropriate 

business attire. 

 

When necessary, reasonable accommodation may be made to a person with a disability.  

Additionally, an employee whose religious or ethnic background may require 

accommodation to these standards should speak with their supervisor or Human 

Resources. 

 

Consult your supervisor if you have questions as to what constitutes appropriate 

appearance for your position.   
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609 Solicitation       

 

Persons not employed by Johnson College may not solicit or distribute literature on the 

campus at any time for any purpose without written approval from Human Resources or a 

Executive Council member.  

 

Johnson College recognizes that employees may have interests in events and 

organizations outside the workplace; however, an employee may not solicit or distribute 

literature concerning these activities during working time.  (Working time does not 

include lunch periods, work breaks, or any other periods in which an employee are not on 

duty.)  Additionally, employees may not distribute literature in any work area at any time. 

 

Examples of impermissible forms of solicitation include: 

 

 The collection of money, goods, or gifts for political groups 

 The circulation of petitions 

 The distribution of literature not approved by Human Resources or Executive Council 

member.  

 

Unless specifically approved by Human Resources or a member of the Executive 

Council, the posting of written solicitations on school bulletin boards is restricted.  

Bulletin boards are reserved for official organizational communications.  Examples of 

official communications include:  

 

 Johnson College bulletins, notifications of events, etc.  

 Employee announcements  

 Internal memoranda  

 Organizational announcements  

 Equal Employment Opportunity statement  

 Workers' Compensation insurance information  

 Unemployment insurance information  

 

Employees who would like to post a message of interest to the workplace may submit it 

to Human Resources or an Executive Council member for approval.   
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610 Tobacco Free Workplace       

 

In keeping with Johnson College’s intent to provide a safe and healthful work 

environment, Johnson College maintains a Tobacco free workplace for its employees in 

all College buildings and in all College vehicles.  Smoking of tobacco and other uses of 

tobacco products is prohibited throughout all buildings on campus.  The restriction also 

includes the use of electronic cigarettes, personal vaporizer and other electronic nicotine 

delivery systems.  

 

Smoking is only permitted in the Designated Tobacco Use Zones.  Cigarette butts and 

other smoking refuse should always be discarded in the appropriate containers provided 

on campus. 

 

 

The Tobacco Free Workplace policy applies equally to all employees, students and 

visitors.   

 

 

JOHNSON COLLEGE IS NOW A TOBACCO RESTRICTED CAMPUS 

WITH DESIGNATED TOBACCO USE ZONES 
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611 Computer and E-mail Usage      

 

It is vital to the interest of our students and the College that technology be used 

appropriately and securely. To that purpose, Johnson College has adopted a Technology 

Users Responsibility Agreement which describes each employee’s responsibilities with 

regard to appropriate usage of technology and equipment.     

 

The entire text of the Technology Users Responsibility Agreement is found in the 

Appendix of this guide.  As a condition of employment, each employee is required to 

read and sign the agreement signifying their intent to follow the policies in the 

agreement.  Failure to follow the policies is a serious matter and could lead to employee 

disciplinary action, up to and including termination of employment.  

 

Any employee who has questions about their responsibilities under the Technology Users 

Responsibility Agreement should speak to their supervisor, the Director of Information 

Services, a member of the Executive Council or Human Resources. 
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612 Confidentiality of Information, FERPA and HIPAA 

 

Johnson College is required by both law and good ethical business practice to maintain 

the confidentiality of certain types of information.   In the best interest of our students 

and the College, all employees are required to follow our confidentiality policies.    

 

Any and all information obtained officially or unofficially concerning a student, former 

student or an employee shall be treated as confidential.   This includes student/alumni and 

employee files, employee compensation data, Human Resources files, College financial 

information, College marketing strategies, new materials research, pending projects and 

proposals.   

 

As a College and as an employer, Johnson College is specifically responsible for 

following the legal requirements of FERPA (Family Education Rights and Privacy Act) 

and HIPAA (Health Insurance Portability and Accountability Act). A brief summary of 

FERPA is provided below.  Please speak to your supervisor or the Registrar for 

additional information.   

 

The Family Education Rights & Privacy Act (FERPA) provides students with certain 

rights regarding the educational records maintained about them by Johnson College.   

Unless directed by the courts, or it is determined a school official has a “need to know”, 

information other than “Directory Information” is not released without written consent of 

the student.  If a student does not wish Directory Information released without a signed 

consent form, a Request to Prevent Disclosure of Directory Information must be 

submitted to the Registrar’s Office.   

 

Before releasing any information about a student, employees should contact the 

Registrar’s Office to make sure the appropriate information is being released and that a 

consent form is on file.   

 

The College is also a Covered Entity as defined by the Health Insurance Portability and 

Accountability Act (HIPAA).  Certain areas of the College may require HIPAA privacy 

training for employees who work with Protected Health Information. Employees in those 

areas will be advised and trained.  Disclosure of any Protected Health Information outside 

the parameters of allowable uses may be grounds for corrective action up to and 

including termination of employment.  

 

Employees should not use e-mail to send information or ask questions related to 

Protected Health Information due to privacy issues addressed in HIPAA. For example, 

questions regarding health claims that include reference to medical information about the 

employee or a covered dependent should not be included in e-mail form but be directed 

personally to Human Resources. 
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Employees who violate Johnson College’s confidentiality requirements are subject to 

disciplinary action, up to and including termination of employment.  Any employee who 

has questions about these policies should speak with their supervisor, the Registrar or 

Human Resources.  
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613 Conflicts of Interest  

 

All employees have an obligation to conduct the College’s business within ethical 

guidelines that prohibit actual or potential conflicts of interest.  This policy establishes 

only the framework within which Johnson College wishes the College’s business to 

operate.  Any employee who has a question about whether an action could be viewed as 

unethical or a conflict of interest should ask their supervisor, a member of the Executive 

Council or Human Resources. 

 

 Transactions with outside companies must be conducted within a framework 

established and managed by the President’s Executive Council.  Business dealings 

with outside companies should not result in unusual gains for the individuals 

involved. Unusual gain refers to bribes, product bonuses, special fringe benefits, 

unusual price breaks and other windfalls designed to ultimately benefit the 

college, an employee, or both.  Promotional plans that could be interpreted to 

involve unusual gain require specific approval from the President’s Executive 

Council. 

 An actual or potential conflict of interest occurs when an employee is in a position 

to influence a decision that may result in a personal gain for that employee or for 

a relative as a result of Johnson College’s business dealings.  For the purposes of 

this policy, a relative is any person who is related by blood or marriage, or whose 

relationship with an employee is similar to that of persons who are related by 

blood or marriage. 

 No presumption of guilt is created by the mere existence of a relationship with 

outside companies.  However, if an employee has any influence on transactions 

involving purchases, contracts or leases, it is imperative that he or she discloses to 

their manager, as soon as possible, the existence of any actual or potential conflict 

of interest so that safeguards can be established to protect all parties. 

 Personal gain may result not only in cases where an employee or relative has a 

significant ownership in a firm with which Johnson College does business, but 

also when an employee or relative receives any kickback, bribe, substantial gift or 

special consideration as a result of any transaction or business dealings involving 

Johnson College. 

 The materials, products, designs, plans, ideas, and data of Johnson College are the 

property of the College and should never be given to an outside company or 

individual except through normal channels and with appropriate authorization 

from the President.  Any improper transfer of material or disclosure of 

information, even though it is not apparent that an employee has personally 

gained by such action, constitutes unacceptable conduct.   

 All Johnson College employees are to avoid acts of actual impropriety as well as 

acts that create the appearance of impropriety. To avoid any incidence of 

impropriety, Johnson College employees and members of the Board of Directors 

are discouraged serving as the executor, administrator, or trustee of any will or 

trust in which Johnson College is named as the beneficiary regardless of the date 

of the dispositive document. 
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Any employee who violates Johnson College’s Conflicts of Interest policy is subject 

to disciplinary action, up to and including termination of employment.  
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614 Whistle Blower Policy 

 

Purpose 

 

Johnson College is committed to high standards of ethical, moral and legal business 

conduct. In line with this commitment and Johnson College’s commitment to open 

communication, this policy provides an avenue for employees to raise concerns.  It also 

provides reassurance that employees will be protected from reprisals or victimization for 

whistleblowing.  Harassment or victimization for reporting concerns under this policy 

will not be tolerated.  For purposes of this policy, an employee is defined as any 

individual who is paid for providing services to Johnson College and includes both full-

time and part-time employees. 

 

This whistleblowing policy is intended to offer protection if an employee raises a concern 

regarding Johnson College, including concerns regarding: 

 

 Incorrect financial reporting 

 Unlawful activity 

 Activities that are not in line with College policy 

 Any other activities that constitute serious improper conduct 

 

Every effort will be made to treat the complainant’s identity with appropriate regard for 

confidentiality.  Employees are encouraged to put their names to allegations because 

appropriate follow-up questions and investigation may not be possible unless the source 

of the information is identified. Concerns expressed anonymously will be explored 

appropriately, but consideration will be given to: 

 

 The seriousness of the issue raised 

 The credibility of the concern 

 The likelihood of confirming the allegation from attributable sources 

 

Although the employee is not expected to prove the truth of an allegation, the employee 

should be able to demonstrate to the person contacted that the report is being made in 

good faith. Allegations made in bad faith may result in disciplinary action. 

 

Reporting a Concern 

 

The whistleblowing policy is intended to be used for serious and sensitive issues. Such 

concerns, including those relating to financial reporting, unethical or illegal conduct, may 

be reported directly to Marianne Gilmartin, email: mjg@stevenslee.com, phone 570-969-

5362. 

 

Employment related concerns should be reported through normal channels to a 

supervisor, Human Resources, an executive council member, or the President. 

 

 

mailto:mjg@stevenslee.com
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Addressing a Concern 

 

All concerns brought forward will be reviewed and responded to. Depending on the 

nature of the concern, Marianne Gilmartin will determine the appropriate level of 

involvement up to and including the Executive Committee of the Board.  

 

Inquiries will be made to determine whether an investigation is appropriate, and the form 

that it should take. Some concerns may be resolved without the need for investigation. 

 

The amount of contact between the complainant and the person or persons investigating 

the concern will depend on the nature of the issue and the clarity of information provided. 

Further information may be sought from or provided to the person reporting the concern. 

. 
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701 Safety and Security 

 

Workplace safety and security is a top priority for Johnson College.  Our success in 

achieving a safe and secure workplace for our students and employees depends on the 

personal commitment of all employees. Johnson College’s Safety Committee has 

responsibility for implementing, administering, monitoring, and evaluating our safety 

program.    

 

Some of the best safety improvement ideas come from employees. Those with ideas, 

concerns, or suggestions for improved safety in the workplace are encouraged to raise 

them with their supervisor, their building’s Safety Committee representative or another 

member of management.  Additionally, reports and concerns about workplace safety 

issues may be made anonymously if the employee wishes. All suggestions can be made 

without concern for reprisal. 

 

Each employee is expected to obey safety rules, work safely and to exercise caution in all 

work activities particularly when involving students. Employees must immediately report 

any unsafe condition to the appropriate supervisor.  Employees who violate safety 

standards, who cause hazardous or dangerous situations, or who fail to report or, where 

appropriate, remedy such situations may be subject to disciplinary action, up to and 

including termination of employment. 

 

In the event of any workplace accident that results in injury, regardless of how 

insignificant the injury may appear, employees should immediately notify their 

supervisor or Human Resources.  Such reports are necessary to ensure employee safety as 

well as comply with laws and/or initiate insurance and Workers' Compensation benefits 

procedures. 
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702 Use of Equipment and Vehicles       

 

Vehicles owned, leased, or rented by Johnson College may not be used for personal use 

without expressed approval from a member of the President’s executive council.  Campus 

vehicles that have been state-registered and inspected are the only vehicles permitted to 

leave campus for any reason.  Non-registered or non-inspected vehicles are reserved for 

strictly campus use only and are not permitted to leave the campus for any reason. 

 

For everyone’s protection, all injuries or accidents, no matter how minor, must be 

reported to the immediate supervisor as soon as possible.  An Accident Report form must 

be completed within twenty-four (24) hours.  Forms can be obtained from Human 

Resources. 

 

Johnson College will conduct annual Motor Vehicle Requests regarding driver’s license 

history on any employee whose job responsibilities include driving a motor vehicle.  This 

includes any company owned, leased, rented or any personal vehicle. The annual check 

will review the past 5 years of a person’s driving record. 
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703 Workplace Violence Prevention 

       

Johnson College is committed to preventing workplace violence and to maintaining a safe 

work environment. Additionally, Johnson College is required to follow the provisions of 

the Campus Security Act (see the Appendix).  Johnson College has adopted the following 

guidelines to deal with intimidation, harassment, or other threats of (or actual) violence 

that may occur during business hours or on its premises. 

 

All employees should be treated with courtesy and respect at all times. Employees are 

expected to refrain from conduct that may be dangerous to others. Firearms, weapons 

(whether concealed or visible), and other dangerous or hazardous devices or substances 

are prohibited on the premises of Johnson College without proper authorization. 

 

Conduct that threatens, intimidates, or coerces another employee, student, visitor, or a 

member of the public at any time, including off-duty periods, will not be tolerated. This 

prohibition includes all acts of harassment, including harassment that is based on an 

individual's sex, race, age, or any characteristic protected by federal, state, or local law. 

 

All threats of (or actual) violence, both direct and indirect, should be reported as soon as 

possible to your immediate supervisor, any other member of Executive Council, Human 

Resources or the President.  This includes threats by employees, students, visitors, 

contractors, vendors, or other members of the public. When reporting a threat of violence, 

you should be as specific and detailed as possible. 

 

All suspicious individuals or activities should also be reported as soon as possible to a 

supervisor. Do not place yourself at risk.  If you see or hear a commotion or disturbance 

near your work area, contact your supervisor immediately but do not try to intercede. 

 

Johnson College encourages employees to bring their disputes or differences with other 

employees to the attention of their supervisor, or another manager before the situation 

escalates into potential violence. The College is eager to assist in the resolution of 

employee disputes, and will not discipline employees for raising such concerns. 

 

Johnson College will promptly and thoroughly investigate all reports of threats of (or 

actual) violence and of suspicious individuals or activities. The identity of the individual 

making a report will be protected as much as is practical. 

 

Anyone determined to be responsible for threats of (or actual) violence or other conduct 

that is in violation of these guidelines will be subject to prompt disciplinary action up to 

and including termination of employment. 
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704 Access to Company Property and Voice Mail  
 

Johnson College respects the privacy of its employees.  At the same time, in order to 

maintain a safe working environment and to maintain business continuity when an 

employee is absent, there may be occasions when Johnson College management, 

employees or other authorized persons need to access the workspace, equipment or other 

materials that have been provided for an employee's use. 

 

Desks, lockers, closets, computer files, and other storage devices are provided for the 

convenience of employees but remain the sole property of Johnson College.  

Accordingly, they, as well as any articles found within them, can be accessed or 

inspected by any agent or representative of Johnson College at any time, either with or 

without prior notice. 

 

The sharing of passwords or logging onto any college system with another employee’s 

credentials is prohibited.  Failure to comply with this standard could lead to employee 

disciplinary action, up to and including termination of employment. 

 

Voice Mail is provided as a tool to enhance employee productivity and to facilitate 

communication between employees, students and outside parties.  During an employee’s 

absence, the employee is responsible for ensuring that their voice mailbox has an 

appropriate message and that their messages are retrieved in a timely manner.  In order to 

ensure effective customer service and productivity, voice mail messages and employee 

data files may be accessed at any time by the employee’s supervisor or their designee.    
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801 Resignation Policy 

 

Since employment with Johnson College is based on mutual consent, both the employee 

and the College have the right to terminate employment at will, with or without cause, at 

any time. Although Johnson College hopes that employment with the company will be a 

mutually rewarding experience, it is understood that varying circumstances do cause 

employees to voluntarily resign employment. Should this time come, employees are 

asked to follow the guidelines below regarding notice and exit procedures. 

 

Procedures: 

 Form of resignation notice. All resignations must be written, dated and must 

include the reason for leaving and reflect the final date of employment. 

 Notice of Resignation. For Executive Council positions, employees must give a 

minimum of 4 weeks’ notice. Faculty members must give 4 weeks’ notice and 

complete current semester teaching. Any other employees must give 2 weeks’ 

notice of resignation.  If an employee provides less notice than requested, the 

employer may deem the individual to be ineligible for rehire depending on the 

circumstances, and remaining vacation time will not be paid to employee based 

on the discretion of the President.  

 Exit meeting. Resigning employees will be scheduled for an exit meeting with 

Human Resources to ensure that all tools and equipment are returned.  Human 

Resources will ask for feedback regarding the employee experience in 

commitment to continuous improvement.  Employees who fail to return any 

company property including, but not limited to, keys, credit cards, tools, 

uniforms, cellular phones, laptops, written materials on the College’s curriculum, 

teaching aides, or any other material management considers proprietary or 

confidential will be deemed ineligible for rehire and may be subject to legal 

proceedings on behalf of Johnson College. Additionally, any product, program, 

concept, idea, or written information developed by an employee during or as a 

function of their employment with Johnson College remains the property of 

Johnson College. 

 Forwarding address and final pay. Departing employees must confirm their 

forwarding address so that Johnson College can forward benefits and tax 

information. Final pay will be mailed to this address by the next payday unless 

state law or other procedures dictate otherwise. Medical benefits provided to 

Regular Full-Time employees may be continued at the employee's expense if the 

employee so chooses (see Section 802).   
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802 Benefits Continuation (COBRA)      

 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives 

employees and their qualified beneficiaries the opportunity to continue, for a specified 

time, health insurance coverage under Johnson College's health plan when a "qualifying 

event" would normally result in the loss of health insurance eligibility.  Some common 

qualifying events are resignation, termination of employment, or death of an employee; a 

reduction in an employee's hours or a leave of absence; an employee's divorce or legal 

separation; or a dependent child no longer meeting eligibility requirements. 

 

Under COBRA, an employee or beneficiary pays the full cost of coverage at Johnson 

College's group rates plus an administration fee. 

 

Johnson College provides each eligible employee with a written notice describing rights 

granted under COBRA when the employee becomes eligible for COBRA coverage under 

Johnson College’s health insurance plan.  The notice contains important information 

about the employee’s rights and obligations. 

 

Employees with questions about COBRA should speak to Human Resources. 
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803 Health Insurance Portability (HIPAA) 

 

Johnson College complies with all provisions of the Health Insurance Portability and 

Accountability Act of 1996 (HIPAA).  Separating employees who are participating in 

Johnson College’s medical insurance will receive a Certificate of Coverage following 

their separation.  Johnson College’s health insurance carrier(s) has accepted 

responsibility for issuing the Certificates of Coverage.   

 

Employees who have questions about health insurance portability (HIPAA) should see 

Human Resources.  



 90 

APPENDIX 

 

Business Travel Expenses 
 

Overview 

 

Business travel creates unique issues relative to other aspects of the workplace. 

Those who travel on behalf of the College hold a position of trust and responsibility. 

They work independently, represent the College to the outside community, and are 

authorized to spend College funds for travel. In contrast to this independence is the need 

to be accountable for spending College monies which requires that the traveler 

demonstrate integrity and expect all travel expenses to be scrutinized. 

 

 

Philosophy 

 

The personal safety of the employee, the wise use of the employee’s time, and the 

practical aspects of the itinerary are all to be considered in the determination of travel 

plans. Travel must be planned to ensure College funds are spent prudently, and travelers 

must exercise care to avoid impropriety. 

 

 

Compliance 

 

The College assumes no obligation to reimburse employees, students, and non-employees 

for expenses that do not comply with the principles of this policy. Expenditures that do 

not comply with the College travel policy will be the obligation of the traveler. 

Additionally, travelers who misuse or circumvent the principles of the policy will be 

subject to additional documentation requirements. 

 

 

General Information 

 

 

Johnson College has developed a policy regarding reimbursement of business travel and 

business entertainment expenses.   That policy can be found on the Share Point. 

 

All employees are responsible for complying with the provisions of this policy.   If you 

are traveling on business or entertaining guests on college business, you are advised to 

review this policy in advance before committing to expenditures.   If you have any 

questions about the Business Travel policy, please talk to your manager or the Chief 

Financial Officer.  

 

 

A full copy of our travel policy can be found on SharePoint under Shared Documents. 



 91 

902 TECHNOLOGY USERS RESPONSIBILITY AGREEMENT 

(Revised August, 2017) 

General Statement  

As a part of the physical and social learning infrastructure, Johnson College acquires, 

develops, and maintains computers, computer systems, and data/communications 

networks. These resources are intended for college-related purposes, including direct and 

indirect support of the college's instruction, research, and service missions; of college 

administrative functions; of student and campus life activities; and of the free exchange 

of ideas among members of the community and the wider local, national, and world 

communities. 

The rights of academic freedom and freedom of expression apply to the use of college 

technology resources. So, too, however, do the responsibilities and limitations associated 

with those rights.  Technology resources, like the use of any other college-provided 

resource and like any other college-related activity, are subject to the normal 

requirements of legal and ethical behavior within the college community. Thus, 

legitimate use of technology or data / communications network does not extend to 

whatever is technically possible. Although some limitations are built into computer 

operating systems and networks, those limitations are not the sole restrictions on what is 

permissible. Users must abide by all applicable restrictions, whether or not they are built 

into the operating system or network and whether or not they can be circumvented by 

technical means. 

 

In addition to college owned and operated technology resources, this agreement includes 

use of personal technology equipment used on the college campus and in the college 

environment.  Use of personal items such as cellular / digital telephones, laptop 

computers, and other electronic data / communications devices are subject to usage under 

certain terms designated by Network and Systems Administration and/or the college 

administration.  The college is not responsible for damage done to personal property 

while located on campus or attached to the college’s data network.  This includes 

physical damage as well as damage caused by external threats such as viruses, spyware, 

and SPAM e-mail. 

 

The Network and Systems Administration staff are here to help with technology needs 

and support on campus.  We support any issues involving any campus owned computer 

systems or devices. We recognize that Faculty, Staff, and Students require access to 

campus systems from on and offsite via their personal devices. Because of the variety of 

hardware, software, and other alternatives, it is not feasible to provide full support for 

personal devices. As a courtesy, the Johnson College Information Services Team will 

provide the following limited support of personal devices: 

 Accessing the campus wireless network. 

 Configuration of remote desktop connections (terminal server access). 

 Configure campus email on a device.   
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The Network and Systems Administration staff will not support any other issues with 

personal devices, including anything that prevents the configuration of anything in the 

previous list. 

Usage of personal devices on campus or when accessing the campus network from 

offsite, still requires adherence to this Technology Users Responsibility Agreement. 

  

Policy 
All users of technology resources must: 

 

 Comply with all federal, Pennsylvania, and other applicable law; all generally 

applicable college rules and policies; and all applicable contracts and licenses. 

 Use only those computing resources that they are authorized to use and use them only 

in the manner and to the extent authorized. 

 Respect the privacy of other users and their accounts, regardless of whether those 

accounts are securely protected.  Activities that cause “disruption” of academic or other 

college activities are prohibited. 

 Respect the finite capacity of those resources and limit use so as not to consume an 

unreasonable amount of those resources or to interfere unreasonably with the activity of 

other users. 

 Refrain from using those resources for personal commercial purposes or for personal 

financial gain. 

 Refrain from stating or implying that they speak on behalf of the college and from 

using college trademarks and logos without authorization to do so. 

 Ethically use technology and agree not to use any resources for the purpose of 

cheating academically.  The use of network-based instant messaging, text messaging, or 

telecommunications devices in the classroom is prohibited. 

 Refrain from altering, defacing, or removing any college owned electronic hardware 

or components.  This includes the hardware and any connecting cables, parts or fixtures. 

 Abide by external resource’s end user and privacy agreements, including but 

not limited to Desire2Learn, Office 365, and  

Wiggio (http://wiggio.com/terms.html). 

 All college electronic technology resources are intended for college business use 

only.  Refrain from using any college technology resources for the expression of any 

personal issue(s) or concern(s) of any kind. 

The connection of any data/communications devices to college networks is prohibited 

without the direct permission of the Director of Network and Systems Administration or 

their designee.  This includes laptop computers, cell phones, or other network based 

devices physically connected to the network or a wireless connection. 

 

Appropriate Technology Usage 

Since all the Johnson College computer systems, software, e-mail and internet 

connections are college owned, all Johnson College policies for students and employees 

are in effect at all times when using Johnson College systems, even when they are 

accessed remotely. Any student or employee who abuses the privilege of access to 

Johnson College systems, technology, email, or equipment may be denied further access 

to college systems.   
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Internet and e-mail access may not be used for transmitting, retrieving or storing of any 

communications of a defamatory, discriminatory or harassing nature, or any materials 

that are obscene or X-rated. No messages with derogatory or inflammatory remarks about 

an individual's race, age, disability, religion, national origin, physical attributes, or sexual 

preference shall be transmitted.  This includes email or internet transmitted jokes that are 

obscene, X-rated, or depict individuals in a derogatory or inflammatory manner.   This 

also includes any disparaging, abusive, profane, or offensive language or materials that 

would adversely or negatively reflect upon Johnson College or its reputation.  

 

Illegal activities (such as piracy, gambling, extortion, blackmail, or copyright 

infringement) using Johnson College provided systems, equipment, internet access, or 

technology is forbidden. 

 

Enforcement 
Violations will normally be handled through the college disciplinary procedures 

applicable to the relevant user.  Users who violate this policy may be denied access to 

college technology resources. This may include a temporary suspension or access 

blockage to an account.   In more extreme circumstances, users may be subject to other 

penalties and disciplinary action as described in the Johnson College Staff Information 

Guide or the Student Handbook.  Employee discipline could be up to and including 

termination of employment.  Student discipline could be up to or include termination 

from programs of study within the college. Both employee and student violations could 

result in notification to appropriate law enforcement authorities outside of the college.  

 

Security and Privacy  
The college employs various measures to protect the security of its technology resources 

and of their users' accounts. Users should be aware, however, that the college cannot 

guarantee such security. Users should therefore engage in "safe computing" practices by 

establishing appropriate access restrictions for their accounts, guarding their passwords, 

and changing them regularly.  The sharing of passwords or logging onto any college 

system with another user’s credentials is prohibited and subject to disciplinary action.   

 

Users should also be aware that their uses of college technology resources are not private.  

While the college does not routinely monitor individual usage of its technology 

resources, the normal operation and maintenance of the technology resources require the 

backup and caching of data and communications, the logging of activity, the monitoring 

of general usage patterns, and other such activities that are necessary for the rendition of 

service. The college may also specifically monitor the activity and accounts of individual 

users of college technology resources, including individual login sessions and 

communications, without notice, when (a) it reasonably appears necessary to do so to 

protect the integrity, security, or functionality of the college or other computing resources 

or to protect the college from liability; (b) there is reasonable cause to believe that the 

user has violated, or is violating, this policy; (c) an account appears to be engaged in 

unusual or unusually excessive activity, as indicated by the monitoring of general activity 

and usage patterns; or (d) it is otherwise required or permitted by law. Any such 
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individual monitoring, other than that specified in "(a)", required by law, or necessary to 

respond to perceived emergency situations, must be authorized in advance by an 

administrator of the college. 

 

The college, in its discretion, may disclose the results of any such general or individual 

monitoring, including the contents and records of individual communications, to 

appropriate college personnel or law enforcement agencies and may use those results in 

appropriate college disciplinary proceedings. 

 

Agreement 

As a user of Johnson College technology resources and as a precondition to my 

technology  usage, I agree to all established policies and procedures related to data 

security, confidentiality, software copyright, and computer information resource usage.  I 

have read and understand my responsibility and agree to abide by the security procedures 

as stated above and any other policies that may be conditional by software manufacturers 

or service providers. 

 

 

Name (please print):          

 

 

Program/Department:          

 

 

Signature:        Date:       
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903 Report to Employees Security Information Act 

 

Johnson College is a trade/technical and clinical college accommodating approximately 

420 students and 80 employees.  The college is located on a 43-acre campus at 3427 

North Main Avenue, Scranton, PA 18508. 

 

The Director of Student Engagement works closely with the local Scranton Police, and 

the Pennsylvania State Police to create a campus environment that is safe and secure. 

 

A uniformed, unarmed security guard contracted through an independent security firm 

monitors campus.  

 

Visitors must abide by all campus regulations, which are available with the Director of 

Student Engagement. 

 

No individual, including security personnel, is permitted the possession and use of 

weapons on campus.  In the event of a crime on campus, local police are called to 

conduct an investigation and file an official report for review by a magistrate.  If 

necessary, the local police will contact state officials. 

 

Johnson College encourages accurate and prompt reporting of all crimes or possible 

crimes to the Director of Student Engagement.  

 

Johnson College does not allow students or visitors to bring alcoholic beverages of any 

kind on the campus.  The Commonwealth of Pennsylvania prohibits the serving or 

consumption of alcohol to persons under the age of 21.  Johnson College abides by this 

law at all of the functions held on campus. 

 

The college’s policy prohibits the possession, use, and/or sale of illegal drugs on campus.  

Violators may be subject to prosecution. 

 

The Director of Student Engagement is responsible for the campus buildings, equipment, 

and grounds.  The staff patrols daily for possible safety problems, including burned out 

lights and obstructions of walkways, etc.  Deficiencies are attended to in a timely manner. 

 

Johnson College does not discriminate against student applicants for admission to the 

college on the basis of criminal records.  Each applicant is screened carefully and 

evaluated on the basis of his or her past performance. 

 

Applicants for employment must indicate if they have been convicted of a crime and the 

current status of the case.  Johnson College treats persons with police records equitably 

and does not ban them from employment.  The individual applicant is evaluated in terms 

of overall qualifications for the position for which he or she has applied.  Reference 

checks are obtained on all applicants, and successful applicants who are employed must 

provide copies of their social security cards and driver's licenses. 
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Students are given verbal instructions on security precautions at a general meeting held at 

the beginning of each school year.  These instructions are reiterated periodically, as 

needed. 

 

Fire exits are posted in every building, and floor plans are also posted in each building on 

campus. 

 

Johnson College makes every attempt to provide a safe and secure environment for 

students, employees, visitors, and personal property.  Everyone is encouraged to exercise 

caution and good judgment. 

 

The office of the Director of Student Engagement is located in the Moffat Building. 

 

Johnson College does not discriminate with regard to race, color, creed, sex, age, 

handicap, or national and ethnic origin in the administration of its educational policies, its 

admission policies, its scholarship and loan programs, its athletic programs, employees 

and other school administered programs as required by Title IX, Section 504, Title VI, 

and the Age Discrimination Act of 1975.  For more information regarding civil rights and 

grievance procedures, contact The President, Johnson College, (Title IX, Section 504 

Coordinator) at 3427 North Main Avenue, Scranton, PA 18508-1495.  Telephone: (570) 

702-8929. 
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904 Campus Security Act 

 

In accordance with the Student Right-to-Know and Campus Security Act, Johnson 

College is required to prepare, publish and distribute a statement of campus security 

policies to all current students, employees and to any applicant for enrollment or 

employment upon request. 

 

Statistics concerning the occurrence on campus of criminal offenses (specifically: 

murder, rape, robbery, aggravated assault, burglary, and motor vehicle theft), liquor law 

violations, drug law violations and weapons possessions must also be provided. 

 

Employee and students are asked to report any occurrence of the above mentioned 

offenses or any other offenses not included above, such as vandalism, disorderly conduct, 

etc. that occur on the Johnson College campus to Human Resources, located in Richmond 

Hall or to the Director of Student Life located in the Moffat Building. 

 

The person reporting the incident will be asked to fill out an incident form (see the next 

page).  Basic information will be required, such as: type of incident, date and time of 

incident, name of victim(s), name of violator(s), address(es), sex, birth date(s), race(s), 

and a brief description of the incident. 

 

Johnson College does not discriminate with regard to race, color, creed, sex, age, 

handicap, or national and ethnic origin in the administration of its educational policies, its 

admission policies, its scholarship and loan programs, its athletic programs, employees 

and other college administered programs as required by Title IX, Section 504, Title VI, 

and the Age Discrimination Act of 1975.  For more information regarding civil rights and 

grievance procedures, contact The President, Johnson College (Title IX, Section 504 

Coordinator) at 3427 North Main Avenue, Scranton, PA 18508-1495.  Telephone: (570) 

702-8929.  
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905 Faculty Specific Policies 
 

This section provides a summary of information specific for faculty and/or employees 

working a faculty schedule.  This information can also be found in the specific section for 

each policy.  For additional information that applies specifically to faculty members, 

faculty should also refer to the Faculty Guide which can be found on the “Faculty 

Shares” link.   However, the Faculty Guide is intended to be a supplement to the 

Employee Information Guide. Should there be any conflicting information, the Employee 

Information Guide supersedes the Faculty Guide.  

 

Policy 201 Employment Categories and Employee Service Dates  

 

Faculty members are classified as EXEMPT employees. 

 

Policy 501 The Work Week and Overtime 

 

Regular Full-Time Faculty members generally work 35 hours per week. 

 

Policy 506 Holidays and Personal Days 

 

Regular Full-Time faculty members are eligible for one (1) personal day each fiscal year.    

 

Policy 509 Sick Pay 

 

Regular Full-Time faculty members working a traditional two (2) semester schedule are 

eligible for three (3) sick days each fiscal year that may be taken for illnesses occurring 

during the school year. 

 

Regular Full-Time faculty members may carry over (bank) a maximum of three (3) 

unused sick days into the following fiscal year for a maximum of twelve (12) sick days. 

 

Regular Full-Time faculty members who are absent to care for an ill, dependent family 

member may utilize their sick pay for those absences.    

 

Wherever possible, Regular Full-Time faculty members should schedule doctor’s 

appointments for non-working hours.  However, faculty members who require a short 

term absence from work for a doctor’s appointment may take that time as sick time.  

Should a doctor’s appointment require a half day’s absence or more, faculty members 

may take that day as a sick day.  

 

Policy 801 Separation from Employment and Return of Property 

 

Faculty members are requested to provide at least four weeks notice when resigning.  

Wherever possible, Faculty members are encouraged to give sufficient notice in a manner 

that has the least impact on student learning. 
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Any material, equipment or property provided to employees for their use during their 

employment remains the property of Johnson College. This property includes, but is not 

limited to, supplies, materials, written materials on the College’s curriculum, teaching 

aides, or any other material management considers proprietary or confidential.   

 

Additionally, any product, program, concept, idea, or written information developed by 

an employee during or as a function of their employment with Johnson College remains 

the property of Johnson College.  All Johnson College property must be returned by 

employees upon request or on their last day of work.  The College may take any action 

deemed appropriate to recover or protect its property. 

 


