Employee Handbook

Employment Policies and Benefit Guidelines

Updated October 2022

It is the policy of Clark University that each individual, regardless of race, sex, color, sexual orientation, religion,
national origin, age as defined by law, or veteran or disability status, shall have equal opportunity in education,
employment, or services of Clark University. Clark welcomes diversity and strongly encourages applicants from

all underrepresented groups.
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INTRODUCTION

This manual for administrators and non-physical plant staff* is designed to help you become
familiar with the policies, practices and benefits at Clark University. It does not apply to faculty
members or to student employees.

The content of this publication is presented for informational purposes only and does not alter
your status as an at-will employee. In accordance with Massachusetts law, your employment at
Clark is “at will" in nature. This means that you or the University may terminate your employment
at any time for any reason. This is not a contract. Although the University endorses the policies
and procedures contained in this manual, the University reserves the right to modify or revoke the
policies and procedures at any time, with or without notice. The University may apply, withdraw




Clark University
Administrative and Staff
Compact

As Clark University administrators and staff, we
seek to reaffirm the values that guide our work and our
daily interactions with other members of this learning
community: faculty and students. We face the next
century with the conviction that together we are
continually building a learning community that is
inviting for all and in which we can all take justifiable
pride.

We write this compact at a time when the idea of
community in contemporary society is more myth than
reality. While we are saddened by this fact, we are not
discouraged. We find inspiration in Clark University's
mission statement:  "To teach students to be
imaginative and contributing citizens of the world."
Because we are serious about this mission, we must, as
members of a smaller community, encourage the
imagination and recognize the contributions of each
person who chooses to work, study, or teach at Clark
University.

When we recognize each other's contributions to
this learning community, we appreciate the
extraordinary interdependence of our work. If the
University is to continue to flourish, the interactions
between student and teacher, support staff and
department head, and administrator and faculty
member must be well tended. When



HISTORY OF CLARK UNIVERSITY

Clark University is a teaching and research institution founded in 1887. Clark is the oldest graduate
institution in New England and the second oldest in the nation.

Clark's first president was G. Stanley Hall, founder of the American Psychological Association, who
ear


http://www.clarku.edu/aboutclark/timeline/
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Employment at Clark

The nature of your position's responsibilities may change during the course of your
employment at Clark. Flexibility is important in order to be responsive to changes within the
University, the external work environment, and economic conditions. In addition to changes
within individual positions, department and functions may also change. We encourage staff
members to discuss with their supervisors their suggestions on how to effectively and
efficiently provide the best possible service to our various constituents.

Immigration Reform and Control Act of 1986

Employment at Clark is contingent upon proof of identity and authorization to legally work at
Clark University. You are required by law to comply by presenting documents and completing a
form 1-9.
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operating procedures are intended to detect and to prevent illegal or improper activities
relative to its financial assets. However, intentional and unintentional violations of laws,
regulations, policies and procedures may occur and may constitute illegal or improper
activities. The University has a responsibility to investigate and report to appropriate parties
allegations of suspected illegal or improper activities, and to protect those employees who, in
good faith, report these activities to the appropriate authority.

A Clark employee may not: (1) retaliate against an employee who has made a protected
disclosure or who has refused to obey an illegal or improper order, nor (2) directly or
indirectly use or attempt to use the official authority or influence of his or her position for the
purpose of interfering with the right of an employee to make a protected disclosure to the
University. It is the intention of the University to take whatever action may be needed to
prevent and correct activities that violate this policy.

Procedure
A. Filing a Report of Suspected Illegal or Improper Activities Relative to Financial Assets

1.



B. Protection from Retaliation

Any employee who believes he or she has been subjected to or affected by a
retaliatory conduct for (1) reporting suspected illegal or improper activity, or (2) for
refusing to engage in activity that would result in a violation of law, should report
such conduct to the appropriate supervisory personnel (if such supervisory personnel
is not the source of or otherwise involved in the retaliatory conduct). Any
supervisory employee who receives such a report, or who otherwise is aware of
retaliatory conduct, is required to advise the Director for the Office of Human
Resources of any such report or knowledge of retaliatory conduct. If the employee
believes that reporting such conduct to the appropriate supervisor is for any reason
inappropriate, unacceptable or will be ineffectual, or if the report to the supervisor has
been made and the retaliatory conduct has not ended, the employee should report the
incident directly to an Executive Vice President, the President, or the Chair of the
Audit Committee of the Board of Trustees.

The University will use its best efforts to protect whistleblowers against any form of
retaliation. It cannot guarantee confidentiality, however, and there is no such thing as
“unofficial” or “off the record” reporting. The University will keep the
whistleblower’s identity confidential, unless (1) the person agrees to be identified; (2)
identification is necessary to allow the University or law enforcement officials to
investigate or respond effectively to the report; (3) identification is required by law;
or (4) the person accused of illegal or improper activities is entitled to the information
as a matter of legal right in disciplinary proceedings.

C. Any reports or other correspondence should be sent to the intended person noted in the
appropriate section, at Clark University, 950 Main Street, Worcester, MA 01610.

Employment Status/Pay Schedule

Regular Full-time: If the position you hold is expected to continue from year to year and is
approved for a minimum work schedule of 35 hours per week, for at least 9 months per fiscal year,
you are considered a full-time employee and are eligible for benefits. This does not include
temporary positions, which are generally less than a year in duration.

Reqular Part-time: If your position is approved for less than a 35 hours per week schedule, you
are considered a part-time employee. Most part-time employees with an appointment of at least
one-year are eligible for vacation, sick and holiday benefits based on the number of hours
authorized for the position and the number of hours regularly worked. This does not include
temporary appointments. Regular part-time employees may be eligible to participate in the
University’s Retirement Plan if your authorized work schedule is a minimum of 1,000 hours per
year, on a regular basis.

Temporary: If the position you are hired to fill is expected to terminate within a year, you are a
temporary employee and are not eligible for any benefits. If as a temporary, you apply and are
hired for a regular position, you will be eligible for benefits at the time you become a regular
employee.

Non-exempt positions (hourly pay rate): Employees in non-exempt positions generally occupy

office support, para-professional, physical plant, police, and technical positions. The term "non-

exempt" is used to describe employees who are not exempt from the Federal Fair Labor Standards
9







an employee would not be eligible to take time off until he/she completed 11 months of work—
i.e., June 1st of the following year.)

ID Card “One-Card”

A University “One-Card” is issued to all regular employees and will be required to access
facilities such as the Athletic Center, Library, etc. You are required to surrender the ID Card to
the Office of Human Resources upon your termination of employment.

Overtime Pay

Non-exempt positions: Payment of time and one-half will apply after you have worked more than
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Equal Employment Opportunity

Clark University reaffirms its commitment to employ a diverse faculty and staff and to a policy
of affirmative action directed at increasing the presence of minority group members in the belief
that a diverse Clark community is essential to our educational goals.

It is the policy of Clark University that each qualified individual, regardless of race, color, sex,
sexual orientation, religion, national origin, age as defined by law, or veteran or disability status,
shall have equal opportunity in the education, employment or services of Clark University. The
University encourages minorities, women, veterans, disabled persons and persons over age 40 to

apply.

This policy applies to the entire Clark community and is designed to comply with both the spirit
and letter of governing state and federal laws. It is expected that faculty, staff, students and others
who act on behalf of Clark University will effectuate this policy.

Standards of Conduct

All Clark employees are expected to conduct themselves as professionals and to accept
responsibility for the appropriateness of their own conduct, and to exhibit a high degree of
personal and professional integrity at all times.

The University expects all employees to adhere to the following general principles:

» Observe the highest standards of professionalism at all times.

 Perform responsibilities in a manner consistent with our values.

» Comply with all laws applicable to the University.

* Treat others, including students, vendors, faculty and other staff, with dignity and
respect.

It is impossible to list all forms of conduct that might be considered unacceptable. Certain
behaviors, such as threats of violence, unauthorized possession of weapons, theft or misuse of
University funds or property, insubordination, falsification of records, and violation of alcohol
and drug policy are clearly unacceptable at any time. Other forms of conduct (such as failure to
cooperate with other employees, harassing or intimidating others, rudeness) while often more
subtle, are equally unacceptable.

Conduct deemed inappropriate or unacceptable by the University will lead to disciplinary action,
up to and including termination of employment. Employee problems or concerns regarding the
University's standards of conduct, its policy, or their application can be addressed following the
grievance procedures as outlined in this handbook.

Smoking Policy

Clark University is a smoke-free workplace.

Effective June 1, 1992, Clark University became a smoke-free workplace. No smoking of any
type is permitted inside any campus building—including offices and residence halls. Smoking
outdoors is permitted only if done at least 20 feet from an entrance, exit or window/vent.
Smokers are asked to use proper receptacles in disposing of their smoking materials and not to
litter campus grounds.

12
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Job opportunities will be posted within the Clark community, on our web site, www.clarku.edu/hr
The job listing will include a notation if an internal candidate is knowingly being considered for
the position prior to the posting.

Nepotism

Individuals will not normally be employed by the University or transferred to a department where
they will be subject to close supervision by another employee with whom they have a close
personal relationship, or by a member of their family or household. Employees are expected to
inform the Director for the Office of Human Resources of these relationships.

All cases involving the potential hiring or transfer of partners or relatives must be reviewed and
approved by the Director for the Office of Human Resources.

Conflict of Interest

Clark University attempts to conduct its affairs with high standards of integrity and expects
its employees to do the same in the conduct of their employment. Employees are expected to
avoid situations that might permit private interests to influence job performance. If a conflict
of interest may arguably exist, it is expected that the concerned employee will discuss the
nature of the conflict with his/her supervisor, and the appropriate Vice President/Provost.

Examples of situations where a conflict of interest might occasionally arise include (but are
not limited to):

1 When an employee accepts employment or special assignments in addition to
their regular employment at Clark;

1 When an employee's financial interests may be advanced (including pay, benefits
or otherwise) by department or University actions;

1 When an employee becomes personally involved with someone within the
University community over whom he/she has power of authority, such as a
supervisor romantically involved with a subordinate.

Consenting Relationships

Consensual romantic and sexual relationships between staff and students or between supervisors
and staff members are strongly discouraged, and cause special concerns with respect to the
existence or appearance of exploitation, abuse of position, or favoritism. All employees should
understand that there are substantial risks in even an apparently consenting relationship where a
power/authority difference exists. These relationships can and often do lead to charges of sexual
harassment, or violation of our nepotism policy. Administrators and supervisors, who by virtue
of their level of responsibility and authority, shall bear a special burden of accountability. The
University reserves the right to make employment changes if romantic relationships develop
between employees and/or students.

Visitors to Campus, including animals

Because of the potential disruption of visitors (both children and adults) who do not have

University related business, we request that employees do not have extended visits with their

children, family members or other acquaintances while on the job. In addition, for health and

safety reasons, animals cannot be accommodated on campus, with the exception for service
15
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animals in the case of a disability. Employees requiring the use of service animals should
register them with the Office of Human Resources.

Solicitation

Solicitation and/or distribution of materials regarding non-University sponsored programs or
activities is prohibited if the solicitation results in disruption of, or interference with, the
University's educational or administrative activities. Employees may not use their positions, or
the University's facilities, letterhead, campus mail, e-mail, or other resources for political or other
purposes that are not a part of the University's programs or functions.

Use of University’s Long Distance Telephone Resources:

Employees are permitted to occasionally use their office telephones for personal long distance
calls provides these calls to not interfere with the employee’s duties at the University.
Employees are expected to reimburse their department budgets each month for personal long
distance phone usage.

Jury Duty Leave

Clark University will pay your regular wages for the first three (3) days of jury duty. For service
required beyond three (3) days, the University will pay the difference between your jury duty pay
and regular earnings. A voucher from the state, showing date and time served, must be
submitted.

If jury duty does not occupy the entire workday, you are expected to report to work.

Court Service (NotJury Duty)

If you are summoned to court to testify, stand trial, serve as a witness, etc., the University will
not pay you unles580445832 792 re2(h)10(e)-3( U)87m5€64.61 TmO0 G[( )] TIETQ90.024 362.21 74.64 1.2 ref*c
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Data Security and Privacy Issues and Policies

Please report all changes in name, address, telephone or marital status to the Office of Human
Resources as soon as possible. In addition, you should periodically review those persons you
have listed as contacts in case of an emergency; and persons you have designated as beneficiaries
to your life and/or retirement policies, and report any changes to the Office of Human Resources
immediately.

The University is sensitive to the personal data that it maintains in its personnel files and
databases. We will not disclose personal information, except by written request or signed
permission of the employee, or unless there is a legitimate business "need

18
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Eligibility for Benefits

The benefits outlined in this section apply to regular full-time employees only, unless indicated
otherwise. Regular full time is defined as a position that has been approved for at least 35
hours/week, and is expected to last at least one year.

Health Insurance

The University currently offers employees a choice of health care plans. Coverage is effective on
the first of the month following your date of hire, or
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http://www.clarku.edu/offices/hr/documentsandforms.cfm

1. Full-time employees hired prior to June 1, 1996:

21



* School of Professional Studies non-
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Holidays

If you are a regu"lar full or part-time employee, with an appointment of at least one-year, you are
eligible for 10 paid holidays a year.

/
/
/

,New Year's Day
. Martin Luther King Jr. Birthday
' Memorial Day
Independence Day
Labor Day
Thanksgiving Day
The Day after Thanksgiving
Christmas
One Floating Holiday*
10. Two days near Christmas and New Year's Day (to be specified each year by the University)

LCoNooabhowdPE

* You may take the floating holiday after completion of three months employment. The floating
holiday may be taken any time during the fiscal year, with supervisor's approval. The floating
holiday may not be carried forward to next fiscal year; if not taken it will be forfeited. You will
not be paid for unused floating holidays.

A non-exempt employee required to work on a University paid holiday, will be paid time and
one-half, or given compensatory time off. ~ This is in addition to receiving holiday pay at
straight time.

A non-exempt employee required to work on a University paid holiday, will be paid time and
one-half, or given compensatory time off. This is

24



Sick leave may not be used to supplement vacations or holidays. Misuse of sick leave is
considered fiscal misconduct and is a violation of University sick leave policy. Sick leave is to
be used by an employee only in case of absence due to illness, medical appointments or disability
of you or family members. You are expected to schedule appointments for times that are least
disruptive to your office. If you need to be absent for more than 5 consecutive work days, please
notify the Office of Human Resources (ext. 7294) so that you can be informed for your FMLA
(Family Medical Leave) options.

Full and part-time employees may accumulate sick leave at the rate of one day per calendar
month (based on hours worked per day), to a maximum of 65 days. The first day is earned after
working one full calendar month.

Your supervisor or the Dire6(t)-2(i)-dr6 Tf1i7-2(r)10(e)-3(y(W™* np14i)-2(c)-3(e)-3( 0of)12(y)0( H)3(um)-2()11)2:
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Eligible employees with a spouse, son, daughter or parent on active duty or call to
active duty status in the National Guard or Reserves in support of a contingency
operation are eligible for 12 weeks of leave. Employees may use up to 8 weeks of
earned sick time during this 12 week period, as well as any earned vacation time,
or take leave without pay. During any portion of the leave that is unpaid,
employees will be responsible for the cost of their benefits. Qualifying exigencies
may include attending certain military events, arranging for alternative childcare,
addressing certain financial and legal arrangements, etc.

e) Military Service Member IlIness or Injury:

FMLA also includes a special leave entitlement that permits eligible employees to
take up to 26 weeks of leave to care for a covered service member during a single
12-month period. Employees may use up to 8 weeks of earned sick time, and 4
weeks of vacation time during the first 12 weeks of this leave; the remainder of
the leave is unpaid. During any portion of the leave that is unpaid, employees
will be responsible for the cost of their benefits. A covered service member is a
current member of the Armed Forces, including a member of the National Guard
or Reserves, who had a serious injury or illness incurred in the line of duty while
on active duty that may render the service member medically unfit to perform
his/her duties for which the service member is undergoing medical treatment,
recuperative, or therapy; or is in outpatient status, or is on the military’s
temporary disability retired list.

Since FMLA requires the continuation of your current health/dental benefits during leave,
you need to continue paying your normal premium contribution to avoid a lapse in

coverage. If you are not receiving a salary via earned sick or vacation leave, your payments
are due at the same time they normally would be made by payroll deduction. If your
payment is more than 30 days late, your group health insurance may be cancelled, provided
you receive 15 days written notice that coverage will lapse.  If you decide not return to work
at the end of your 12-week leave, you will be required to reimburse the University for its
share of group health insurance premiums during the leave.

Employees, who are on leave without pay for longer than one pay period (two weeks), will
be responsible for payment to the University for their continued life, health and disability
insurance; and may receive a prorated amount of normally earned vacation and sick time.

At least one week prior to their date of return, employees are expected to notify their
supervisor and the Office of Human Resources. It is expected that the employee will
provide the Office of Human Resources with a medical “return-to-work” release on/before
the date of their return. At the completion of the approved FMLA leave period, an employee
will be reinstated to his/her former position or a position of equivalent classification and pay
within the University. If the position has been eliminated (due to a reduction in the work
force or other operational change, under circumstances applying equally to other similar
positions in the department), efforts will be made to find other suitable employment at the
University

It is not permissible to be gainfully employed elsewhere while out on FMLA leave. Any
employee doing so will be considered to have voluntarily quit without notice and to not be in
good standing at the time of leave.
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Questions relating to the provisions and eligibility requirements for family care leave should
be directed to the Assistant Director for the Office of Human Resources.

Reasonable Accommodations

Besides FMLA, Clark also gives consideration to, and where feasible, provides reasonable
accommodations for an employee with a disabling condition to perform their essential job
duties. Employees can request a reasonable accommodation during the application or offer
processes, or at any point during the employment relationship.

Under the Americans with Disabilities Act (ADA), disability is broadly defined as a physical
or mental impairment that substantially limits one or more major life activities. Major life
activities are understood as functions that are important to daily life. While there is no
exhaustive list, some examples include eating, breathing, and working.

A reasonable accommodation in an employment setting is “any change in the work
environment or in the way things are customarily done that enables an individual with a
disability to enjoy equal employment opportunities.” Each job has different requirements and
essential functions. When a reasonable accommodations request is made, it is important to
understand the core job duties and to assess whether a requested or considered accommodation
will interfere with the employee's ability to perform those duties.

If an employee cannot perform the essential/core functions of their job, with or without
reasonable accommodations, Clark is not obliged to keep them in that role. Clark is also not
obligated to make a reasonable accommodation that will create an undue burden or hardship
on Clark. Undue hardship is defined as:

29
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Social Security taxes. The amount of taxable income assessed to a person depends on both your
age and your tax bracket, and is usually an insignificant amount. This "extra income" is reported
on your W-2 form at the end of the year. If your life insurance coverage exceeds $50,000 and
you wish to limit your life insurance coverage to prevent any additional taxable income, please
put your request in writing to the Office of Human Resources.

Social Security (FICA)

The earnings of full and part-time employees are subject to Social Security taxes. Your Social
Security contributions are matched by the University and are deposited with the Social Security
Administration for your retirement benefits. The amount of salary that is subject to FICA taxes
is determined each year by the government.

Long-Term Disability

You are eligible for disability insurance coverage on the first of the month following your date of
hire. The University assumes the entire cost of this benefit. This benefit provides 60% income
replacement of your base salary, and requires total disability for 180 days before coverage
begins.
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Clark University is committed to promoting and retaining a capable and healthy work force. The
Clark University Employee Assistance Program was created to provide Clark employees and
their families with an opportunity to identify potential problems and prevent them from becoming
major obstacles in their work and personal lives.

The program also helps employees and their families resolve personal problems that may already
be affecting their performance both on and off the job.

The EAP enables Clark employees and their families to obtain at no cost to the employee,
confidential assessment and referral services for problems such as alcoholism, drug abuse, legal
and financial difficulties, family/marital problems, emotional stress and any other job-related or
personal problems.

Clark University has contracted with e4health to provide these services. Consultation/assessment
is at no cost to you or your family members. Call e4health directly at 1-800-828-6025.

For additional information or literature, contact the Office of Human Resources or visit the
edhealth website at www.HelloE4.com, Company User Name = Clark University, Password =
guest.

Confidentiality is a critical important feature of the Clark University Employee Assistance
Program. An employee is assured that no one at the work place will be informed of the phone
call, visit, or any follow-up service of e4health unless you consent in writing to do so.

Travel Insurance

Employees traveling on University business may be covered by an accident/life insurance policy
up to $300,000. Policy details are available in the Business Manager’s Office.

Employee Recognition

The University offers various programs of recognition, enrichment, and reward for employees.

32
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Salary Administration (General Overview)

The Board of Trustees has ultimate authority for establishing the compensation policies of
the University and for approving major decisions such as budget for salaries, wages and
benefits.

Should the Board of Trustees approve a salary increase pool, our recent practice has been
to have salary increases effective June 1% (or later depending on your annual appointment
renewal date). Salary changes are determined by the senior administration and the Board
of Trustees when developing the annual budget. Continuing employees hired prior to
March 1st are generally eligible for a salary increase pending a satisfactory or better
performance evaluation.

Position Description and Classification

The Director for the Office of Human Resources has the immediate responsibility for
evaluating positions and assigning classification levels. The Director for the Office of
Human Resources and the appropriate supervisor review new or vacant position descriptions
and make revisions as appropriate.

The position description is an important reference document in the classification plan at
Clark. It contains guidelines setting forth the duties and responsibilities of your job and
provides the basis for the proper classification of your position. Duties and responsibilities
will and do change depending on the needs of the department and University. You may be
expected to perform tasks or assume duties not currently listed in your position description.

The position description questionnaire:

» Provides a descriptive statement of your current essential duties.

» Indicates the level of responsibility for carrying out your duties and the education and
experience needed.

» Describes the nature of the supervision given and received, and the type and level of
decision-making.

* Provides a measure of the magnitude of impact on the operation of the University.

Clark currently uses a “factor” system to determine the placement of positions within the
classification system. A numeric "grade level” is assigned to positions based on the
following factors:

1) Knowledge—(years of experience required and/or level of formal education needed
to perform job).

2) Supervision—number of employees supervised and level of supervision provided and
received.

3) Complexity of job duties and level of independence.

4)
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Requests for possible upgrading of position levels should be submitted by the department
head to the Director for the Office of Human Resources during the spring review period
(prior to June salary determination), along with the revised job description. When
positions are approved for an upgrade, a salary increase of generally 3-5% may be
awarded to the incumbent, depending on the University's financial situation, market
comparisons, and internal equity.

Performance Reviews

Although review of performance is an on-going event, the University annually distributes
to department heads formal Performance Evaluation Report forms as a vehicle to conduct
an annual written review. This review will become part of your personnel file, and must
be at the satisfactory or higher level for you to be eligible for a salary increase.

In addition to the Performance Evaluation Report, a Self-Assessment Form is distributed

35



SECTION IV

TERMINATION OF EMPLOYMENT
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Resignation

Advance notice of at least 2 weeks for employees in non-exempt positions; and 4 weeks for
employees in exempt positions is requested. Resignation letters should include your reason
for leaving, as well as your last work date and must be submitted in writing to your
supervisor with a copy sent to the Director for the Office of Human Resources as soon as
possible.

The Office of Human Resources will arrange for an exit interview, at which time disposition of
benefits will be discussed. You must return University property (1D, keys, equipment, etc.) to
your supervisor or the Office of Human Resources prior to leaving campus. The University may
withhold the amount of outstanding obligations of the employee from his/her paycheck when
appropriate.

Discharge

Your employment at Clark University is "at will" and may be terminated, without reason or
notice, at any time.

If employment is terminated for cause (poor performance, absenteeism, dishonesty,
insubordination, job abandonment, etc.), you are subject to immediate discharge without notice
or payment beyond last day worked. Cause may include, but is not limited to:

» Unsatisfactory job performance

» Failure to comply with the University's rules and regulations

» Misconduct (whenever an employee's conduct is such as to discredit the University or in
any way jeopardize its position in the community, termination of employment may result)

e See pages 12 and 13 for "standards of conduct"

Reduction in Work Force

From time to time, a reduction in the work force may be necessary. The reductions can result
from a change in the nature of University programs and activities, or from budgetary restrictions
or from expiration of a grant or contract.

In cases of reduction of the work force, an employee may be offered a vacant position of similar
responsibility provided that, in the judgment of the Director for the Office of Human Resources,
the employee has the ability to perform the work on the basis of qualifications and previous
performance evaluations.

If the University recalls an employee who has been terminated due to reorganization or reduction
in work force within one year from the date of termination, that employee’s seniority—in terms
of eligibility for benefits—will be reinstated to the level it was at the date of termination.

Retirement

Clark University complies with state and federal laws, which prohibit discrimination on the basis
of age. Massachusetts law eliminated the mandatory retirement age for most employees. An
employee may retire voluntarily at any time.

If you plan to retire, please notify your supervisor and the Director for the Office of Human
Resources as soon as possible, preferably 5-6 months prior to the date of retirement. The Office
of Human Resources provides pre-retirement information and guidance. You are encouraged to
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request information and literature regarding the University's retirement plan, Social Security,
medical insurance and other benefits effective during retirement.

Exit Interview

When your employment with 