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Introduction

The purpose of this handbook is to provide information and to help educate
employees, including staff, administrators, and faculty, regarding the proper
policies and procedures of the university.

Faculty members are subject to the policies contained within the Employee
Handbook to the extent that a particular provision of the current Faculty Handbook
does not encompass the same subject matter.

The guidelines presented in this handbook are designed to provide general
information only. They are not intended to create any form of contractual rights,
and the university may change them with or without notice at any time.
Employment and compensation can also be terminated by the university with or
without cause and with or without any notice at any time. If the employee is a
faculty member, see Faculty Handbook for termination guidelines.



Acknowledgement of the Employee Handbook

This acknowledgement form should be signed by each employee, including staff,
administrators, and faculty, at the time the Employee Handbook is received. Please
return this signed form to the Human Resources office.

By signing this form, I acknowledge that I have either received a copy of the Employee
Handbook or was provided directions to access the electronic version of the
handbook. Further, I understand that:

I am responsible for reading, becoming familiar with, and understanding the
handbook’s contents. If I have questions, I understand that I should direct them
to my supervisor or the Human Resources office.

This handbook, and the policies contained within, is not a contract. It is not
intended to, nor does it create promises or representations of continued
employment. Absent a written contract signed by the employee and the
appropriate university official, an employee’s relationship with MidAmerica
Nazarene University is at-will. This means I am free to resign my position at
any time, just as MNU is free to terminate my employment, for any reason or
no reason, with or without cause, at any time. If the employee is a faculty
member, see the Faculty Handbook for termination guidelines.

This handbook represents a summary of important university guidelines, but
it is not intended to be all-inclusive.

MNU reserves the right to change its policies or practices, and this
information can and will change from time to time to reflect changes in the
operation of the university.

I am responsible for complying with all university policies. My violation
of university policy is grounds for disciplinary action, up to and including
termination of employment. In all instances, benefit plan documents take
precedence over information in the Employee Handbook should there be
inconsistencies.

If T am a faculty member, I am subject to the policies contained in the Employee
Handbook to the extent that the Faculty Handbook does not encompass the
same subject matter.

This document will become a part of my personnel file.

Employee Name (Print)

Employee Signature

Date



HISTORY AND MISSION

University History:

Founded in 1966, MidAmerica Nazarene University opened its doors to students in 1968
with an enrollment of 263. Since the initial semester of operation, enrollment has increased
dramatically and now totals 1,500. The university offers undergraduate academic majors in
over 40 areas, several degree-completion programs and graduate-level programs in
education, business administration, counseling, and nursing. The permanent control of the
university is vested in a board of trustees selected from the various districts of the North
Central Region of the Church of the Nazarene.

Mission Statement:
A transformative university that nurtures Christ-like community, pursues academic
excellence, and cultivates a passion to serve.

Vision Statement:
To impact the world for Jesus Christ through servant leaders recognized for their excellence,
integrity, and spiritual vitality.

University Core Values:
As a university community we are committed to the following core values:

« To affirm our commitment to the Church of the Nazarene, the ministry of the local
church and our mission as a Christ-centered educational community in the
Wesleyan- Holiness tradition.

% To deliver excellence in teaching and learning through a passion for lifelong
learning, quality student services, innovation, and a culture of continuous
improvement.

« To develop and implement a sustainability model for the stewardship of financial
and physical resources to promote excellence in academic programs and services,
support faculty and staff and provide contingencies to protect, promote and advance
the ongoing viability of the university.

« To nurture and work together to build a Christ-like community of faith and learning
interdependent in function and guided by the Holy Spirit.

« To be driven by our common purpose and collective action to inspire and develop

servant leaders who will personally and professionally impact our world for Jesus

Christ.

Organization and Governance
MidAmerica Nazarene University is an institution of the Church of the Nazarene. The

official organization of the university is located in several groups of interrelated personnel:
the Board of Trustees, employees, and the student body.



Board of Trustees

The Board of Trustees is an independent, self-perpetuating board consisting of
resident members of churches in the North Central Region of the Church of the
Nazarene and at-large members who may be residents of other regions. The
North Central Region consists of the following seven districts: Iowa, Joplin,
Kansas, Kansas City, Missouri, Nebraska, and Prairie Lakes. The Board of
Trustees meets twice a year and upon call by the President of the university or
Chairman of the Board. Between the official sessions of the Board, an Executive
Committee, elected by the Board of Trustees, acts as an advisory and procedural

group.

Business is brought to plenary sessions of the Board of Trustees through a
system of standing committees which meet the day preceding the fall meeting
and immediately preceding the spring meeting in association with
Commencement exercises. These committees include Academic Affairs,
Student Development, Enrollment Development, Financial Affairs, Governance
and Trustee Development, and University Advancement. Each committee,
chaired by a member of the Board, is serviced by the corresponding President’s
Cabinet member in each category. Other than stated exceptions, the Executive
Committee may act on behalf of the Board between plenary sessions subject to
affirmation or the approval of the full Board.

Copies of the minutes of all committees are distributed to the Board.

The Board of Trustees elects the President and receives annually his report along
with a copy of written report submitted to the President by the members of the
President’s Cabinet. An independent audit is included in the materials provided for
each Board member. The primary role of the Board is to affirm the university
mission, adopt policy and provide governance oversight of the academic, spiritual,
student life and financial operations. The President reports to the Board as its chief
executive officer and is responsible for the administration of Board and university
policies. The Board is informed of university operations but delegates the
administration of the university to the President.

Members of the President’s Cabinet, five representatives elected by the faculty
and six student representatives participate in committee meetings and attend all
plenary sessions of the Board of Trustees. Faculty and student representatives to
the Board have the privilege of voice but do not have voting privileges.

The Board of Trustees approves the budget as proposed by the Financial
Affairs Committee and sets general policies as recommended by its standing
committees. The Constitution and By-Laws specify the various duties and
responsibilities for the respective areas of governance, as well as those of the
President and the members of the President’s Cabinet.



A Message from Our President

Welcome to MidAmerica Nazarene University and thank you for choosing to be part
of our campus community. Whether you are a new member of our team or a longtime
colleague, I want you to know that your dedication and expertise are essential to
everything we accomplish together.

This Employee Handbook serves as your guide to working at MNU. Within these
pages, you will find the policies, procedures, and resources that support our shared
commitment to academic excellence, student success, and Christian higher education.
More than a reference document, this handbook reflects our values and expectations
as we work together to transform lives through a Christ-centered education.

At MNU, we are united by our mission to prepare students for lifelong learning,
career success, and service to others. This calling requires each of us to bring our best
efforts to work each day. We are not merely colleagues; we are partners in shaping
the future leaders, thinkers, and servants who will make a difference in our world for
generations to come.

As we move forward together, I am excited about the opportunities that lie ahead for
MNU. Your talents, perspectives, and dedication will be instrumental in achieving our
strategic goals and in strengthening our reputation as a premier Christian university.
Thank you for your service to our students and to the broader MNU community.

In Christ,

},bﬂmﬂ

Jon D. North
President



The President’s Cabinet

The President’s Cabinet includes the senior administrators and executive officers of the
university. All members of the President’s Cabinet report directly to the University
President.

The President’s Cabinet consists of the President, Senior Vice President for University
Advancement, Vice President for Academic Affairs and Chief Academic Officer, Vice
President for Finance and Chief Financial Officer, Vice President for Student Development,
and Vice President for Strategic Expansion. The President’s Cabinet meets throughout the
year on a regular basis or upon call by the President and members of the Cabinet may submit
agenda items for action or information.

President’s Cabinet members serve as senior advisors to the University President, consult on
matters of policy or administration recommended by the President, facilitate general
communication regarding university operations and deliberate on administrative interests
within specific areas of university operations. The primary functions of the President’s
Cabinet are to advise and to act on behalf of the Board and University on matters related to
the administration, operations, and interests of the university. The President’s Cabinet is
responsible for recommendations related to academic policy and Board policy, and for
preparation of the annual budget and other recommendations to the Board of Trustees.
Further, the President’s Cabinet provides ongoing oversight for the university planning
process and the university strategic plan.

In addition to the President’s annual report to the Board of Trustees, each member of the

President’s Cabinet submits an annual report to the President for review and for the
information of the Board of Trustees.
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EMPLOYMENT PRACTICES

Employees are hired by the Dean, Department Chair, or Director with the approval of the
area Vice President or President. All positions are approved by the Cabinet.

All employees of MidAmerica Nazarene University are expected to exemplify the
principles of the Christian faith, be in accord with the mission and purpose of the
university, support the doctrines and standards of the Church of the Nazarene, and follow
the policies and procedures outlined in the Employee Handbook.

Administrator Definition:

Salaried employees with job duties to include supervisory, budgetary, team/area
management and leadership, and employee development/performance for one or more
areas. Among the duties of an administrator are coaching, training employees, and
completing the MNU Performance Management Process (PMP). Typical titles are
Manager, Director, Associate VP, or Vice President.

Staff Definition:

Hourly or salaried non-faculty employees responsible for duties outlined in their job
description.

At-will Employment:

Unless a written contract to the contrary has been executed between the parties, the
employment relationship between MidAmerica Nazarene University and its employees is
at-will, and employment can be terminated with or without cause or notice, at any time,
either by the employee or the university. No employee or representative of the university
has any authority to enter into any agreement for employment for any specified period or
to make any agreement contrary to the provisions of this paragraph, without the written
approval of the President.

Employee Status:

Definitions of Employee Status - all employees are classified into one of the categories
listed below. The assignment of status is determined by Human Resources after reviewing
the requirements of the job.

Exempt Employees - Personnel who hold a position which is not subject to the Federal
Fair Labor Standards Act’s (FLSA) minimum wage and overtime requirements.

12



Non-Exempt Employees - Personnel who hold positions that are covered by the minimum
wage and overtime provisions of the FLSA.

Full Time Emplovees — Personnel who are scheduled to work 40 hours each week on an 11

or 12-month basis. Regular full-time employees are eligible for all employer-sponsored
benefits subject to waiting periods.

Full Time Hourly 9-10 Month Employees — Personnel who are scheduled to work 40
hours each week during the 9- or 10-month university term. Employees with this work
schedule receive some employer-sponsored benefits on a pro-rated basis.

Full Time 10—11-month Administrators- Personnel holding
Manager/Director/Executive level positions who are scheduled to work full time during
either 10- or 11- months annually.

Regular Part Time Employees — An employee who is regularly scheduled to work 20-29
hours each week. These employees are eligible for limited employer-sponsored benefits.

Graduate Assistants - A student enrolled in a MNU graduate program, working on
campus in a related field of study. Tuition is paid by the university and the graduate
assistant receives payment for work performed. The typical work schedule is 20 hours a
week.

Temporary Employees - An employee hired on a temporary basis, usually for a period of
less than 180 workdays or for completion of a specific project. Employees are not eligible
for employer-sponsored benefits.

Student Employees - An employee who is enrolled as a student at the university. Student
employees normally work a maximum of 20 hours per week during academic terms.
Students are not eligible for employer-sponsored benefits.

Rehired employees and employees moving from part-time to full-time status will be given
credit for previous service to MidAmerica Nazarene University for purposes of computing
length of service for employer-sponsored benefits.

Non-Discrimination/Equal Employment Opportunity Statement

MidAmerica Nazarene University policy prohibits discrimination on the basis of race, sex,
religion *, age, color, creed, national or ethnic origin, marital status, disability, genetic
information, or any other legally protected class in the recruitment and admission of
students, in the hiring process, during employment, and in the operation of all university
programs, activities, and services. Any concerns regarding discrimination on the basis of
categories listed above should be addressed to the appropriate person.

13



*CHRISTIAN FAITH AND EMPLOYMENT AT MIDAMERICA NAZARENE UNIVERSITY
MidAmerica Nazarene University is an expression of the Church of the Nazarene. It reserves the
right to prefer employees on the basis of religion (Title VII, Section 702-703, U.S. Civil Rights

Act of 1964).

Preferred candidates demonstrate a strong commitment to the Christian faith, active

participation in a local church, and a philosophy of Christian higher education consistent with

the Wesleyan tradition.

Hiring Process

The Vice President for Finance is responsible for administering the non-academic personnel
policies and procedures. The hiring procedures and practices are delegated to the Director
of Human Resources and handled in the following manner.

Before beginning recruitment of candidates, the Director of Human Resources must be
notified of any new or open position by the departmental supervisor with approval from the
appropriate Cabinet member.

Salaries and wage schedules are administered jointly by the Director of Human Resources
and the Vice President for Finance. The person hired receives a salary based on
knowledge, skills, and abilities within the salary range budgeted for the position. Input
from the supervisor and respective senior administrator is encouraged.

Human Resources will guide and resource the hiring process:
e Ensures all positions to be filled are approved by the President’s Cabinet.
e Review and ensure the job description is accurate and current.
e Manages job posting process- internal and external.

e Assists the department with applicant tracking in Paycom.
e Participates in candidate interviews. Departments set-up interviews.

e Secures background check release and a signed standard of conduct form from
final candidates.

e Assists with final hiring decisions, including salary recommendations.

e Extends job offers and follows up with offer letters when appropriate.

e (Coordinates communication with various departments regarding service requests
for new employees.

e Completes personnel forms and facilitates new hire paperwork for new employees.

Statement of Faith: A personal statement of faith is requested as part of the application
for every position at MNU. MidAmerica Nazarene University is an intentionally Christian
Community and desires that all employees in positions of leadership reflect a
foundational Christian position in word, attitude and action. While there is no
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predetermined length or format for the Personal Statement of Faith, the norm is a one- or
two-page narrative document describing the applicant’s central Christian beliefs,
significant formative influences in the applicant’s Christian experience (e.g., religious
experiences of conversion or the affirmation of one’s faith, one’s family and/or home life,
spiritual aspirations), and ways in which the applicant’s faith is being demonstrated in
daily patterns and practices.

Standard of Conduct: MidAmerica Nazarene University desires to be a distinctively
Christian community, and as such, we seek to live life together under the authority of Jesus
Christ, following His teaching and His life of compassion.

As an institution sponsored by the Church of the Nazarene, MidAmerica Nazarene
University adopts fully the doctrinal and ethical standards of the Church. Each employee
agrees to support and respect the basic standards of conduct adopted by the Church of the
Nazarene. Employees should exemplify personal, moral and religious conduct and abstain
from the use of alcoholic beverages, tobacco, illegal drugs, pornography, profane language,
and gambling.

In this community, biblical standards of sexual behavior are upheld. We hold that the full
behavioral expression of sexuality is to take place within the context of a marriage covenant
between one man and one woman.

Failure to adhere to this standard of conduct may result in appropriate disciplinary action
including termination of employment.

Background & Social Media Checks: MidAmerica Nazarene University ensures that
candidates for employment do not have a history of activity that would make them unsuitable
for employment. Background checks and social media checks are completed before a job
offer can be made. This is to ensure the highest level of safety is maintained for MNU
employees and students.

Background checks typically include a nationwide and county criminal background check,
and sex offender registry check. The Background Check and Criminal History Policy, which
is attached to this Handbook as Appendix A, describes all the details regarding this process.

Introductory Period

The introductory period for a new employee is the first 90 calendar days of employment.
The purpose of the introductory period is to allow time for a supervisor/manager to orient
new employees regarding work requirements and expectations of the position and to
determine whether satisfactory knowledge and skills are demonstrated. The introductory
period is intended to give new employees an opportunity to become adapted to the work
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required, to the department, and to determine job fit.

Employees are provided a copy of the job description, and explanations of the
expectations regarding performance in the new position, along with some on-the-job
training covering the specific duties and responsibilities of the position. Close to the end
of the introductory period, the supervisor/manager will discuss progress and satisfaction
with job performance. If job performance is judged unsatisfactory or ability is insufficient
to perform job requirements, employment may be terminated.

Moving Expenses

The university may pay for moving expenses for new Administrators and Faculty moving
to take a position at MNU, on a limited basis that is dependent on the budget structure.
Moving expenses are subject to the following limitations:
e The move should be within the continental United States
e The mover must have signed and returned an employment offer letter from MNU before incurring
moving expenses.
e The mover must turn in original receipts of eligible expenses to the office of Human Resources
withing 60 days of the costs being incurred.
e (Qualified expenses include:
* Use of a commercial moving company.
*  Cost of a rental truck (such as U-Haul) for self-moving.
» Packing supplies, such as boxes and tape.
*  Mileage: MNU reimburses at .505 cents per mile (for one moving truck and up to 2
personal vehicles for immediate family members living in the household).

e Total moving expenses is limited to $6,000. All qualified expenses are considered taxable
income to the employer per IRS regulations and reported on the W-2. The appropriate
taxes will be withheld from the reimbursement, which may significantly reduce the
final reimbursement.

Campus Keys

University employees are eligible to hold keys for areas to which they need access to
perform their jobs. Department managers/directors grant authorization for a key(s) by
completing a Key Request form found on the MNU Portal. Once a key request form has
been completed and signed, create a work order through the Service Desk option on the
portal, and attached the key request form to the work order.

Employees must sign for keys issued to them and should not receive or take into
possession any campus keys that have not been issued to them. Employees maintain
control over all keys issued to them to prevent unauthorized access to university facilities.

If a key(s) is/are lost, employees should report the loss immediately to their supervisor and
16



to the Campus Safety Office. A $25 fee is charged to replace a lost key. Employees
should not duplicate any keys issued to them. A replacement key for a worn or broken key
will be provided at no charge in exchange for the defective key. When employees leave
employment, all keys are to be given to HR before their last day.

Reasonable Accommodation

MNU strives to create a workplace accessible to and accommodating of qualified
individuals with known disabilities to enable such individuals to (1) apply for
employment, (2) perform the essential functions of their jobs, and (3) enjoy other terms,
conditions, and privileges of employment.

Individuals who need to request reasonable accommodation should contact their
supervisor and/or the Director of Human Resources who will review the feasibility of
the accommodation. If applicable, individuals may need to provide relevant medical
information from an appropriate health care professional demonstrating eligibility for
reasonable accommodation.

Human Resources will engage the employee and the supervisor regarding the request and
ultimate decision. All documentation and information shared by individuals who are
requesting a reasonable accommodation will be maintained by Human Resources and will
only be shared to the extent that is needed to determine whether to approve and how to
implement the accommodation.

The cost of the requested accommodation will be the financial responsibility of the unit in
which the individual is working or will be hired. If the unit does not have the financial
resources from its own budget, the unit should work with their area Vice President to
cover the accommodation.

Those with complaints related to reasonable accommodation may utilize the general
Grievance Procedure outlined below or discuss the situation with a supervisor or the
Director of Human Resources.

Grievance Procedure

When a staff member (Faculty should refer to the Faculty Handbook for grievance process
information) has a question or a complaint regarding working relationships or university
policy, the employee should first discuss the problem with his/her immediate supervisor or
the Director of Human Resources who will attempt to mediate the problem.

If the employee does not accept the mediated solution, he/she may submit a written
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grievance within 5 days to the Director of Human Resources or, if the Director of Human
Resources is a subject of the grievance, with the Vice President for Finance. The
President’s Cabinet shall serve as a Grievance Review Committee unless the President
designates otherwise. The Committee will review the grievance within 10 working days
unless it determines that additional time is required. Parties will be notified if additional
time is necessary. The Committee will make a recommendation to the President, whose
decision will be final for all parties. The parties will be notified of the outcome of the
grievance in writing.

In all situations, grievances will be kept confidential to the maximum extent possible while
still allowing the university to adequately address the issues involved.

Professional Development

MidAmerica Nazarene University strives to provide a variety of opportunities for
employee development, which improve job skills and enrich the personal lives of
employees. Employee development activities may include workshops, on-the-job training,
or attendance at professional meetings.

Service on Committees

Employees may be asked to, and are encouraged to, serve on committees of the campus
community.

Promotion/Transfer

If an internal employee is interested in applying for an announced position, the employee
may contact Human Resources and submit their application materials confidentially.
Work history, length of service (a_minimum of 6 months in current position is
mandated), skills, attitude, attendance record, aptitude, and educational background are
considered prior to a possible interview and final selection. The employee’s current
supervisor should be notified of a possible job change should an interview be granted for a
different job on campus. A minimum of two weeks shall be given to the respective
current supervisor from the internal employee. The Director of Human Resources and
the hiring managers will determine the appropriate starting date for the employee based
upon business needs.

Performance Management Process

MNU’s commitment to comprehensive excellence is only as good as our collective desire
for consistent improvement in the workplace. Each manager and staff member
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demonstrates that desire by participating fully in the Performance Management Process
(PMP). The process of holding meaningful career conversations, evaluating work
responsibilities, setting goals, coaching for desired results, and annual evaluation reviews
is designed to assist the university in maximizing our potential and meeting or exceeding
the expectations we have set for ourselves and each other.

The PMP ties individual performance to the mission and vision of MNU so that
employees understand their value and importance to that mission. Additionally, the PMP
assists employees and departments in identifying and accomplishing strategic goals. The
annual review is done in Paycom and focuses on employee self-assessment, supervisor
feedback and ratings related to key job competencies. The PMP is completed by all
MNU employees with the exclusion of Faculty, contract/seasonal employees, temporary
personnel, and student workers.

Performance Improvement Process

MNU’s Performance Improvement Process is designed to provide employees with clear
guidance and feedback when performance does not meet expectations. The goal of this
process is to help employees identify areas for improvement, set achievable goals, and
offer resources to support performance. Effort to correct identified performance issues
may include but not be limited to the following:

e Coaching Sessions:

o An ongoing process in conjunction with the PMP annual review.

o Should include clearly defined goals, expectations, and outcomes.

o Consider training or retraining that may be necessary to correct the root causes
of performance issues.

o Documentation:

= Notes from coaching sessions that clearly define goals, expectations
and outcomes, including employee progress and response.

= The optional Performance Improvement Action Plan form can be
obtained from HR and used as a more formal written plan as part of
coaching. This form is signed by the employee and manager and
defines the reason for the improvement plan and the steps for
improvement/desired outcomes.

e If Performance does not improve:

o A Performance Correction Notice form can be obtained from HR, and
completed with the assistance of the Director of HR. This form makes it clear to
employees that performance must improve and that the notice is in effect for a
certain period, usually 30/60/90 days. The form includes the following:

= Reason for the Notice.

= Previous Steps Taken for Improvement.

= Observations from Manager/Desired Outcomes.
= Required Results and Consequences.

= Signed by manager and employee.
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The following are some examples, although not intended to be an exhaustive listing, of
grounds for possible suspension or immediate dismissal of an employee without warning or
utilization of the Performance Improvement Process outlined above:

Theft of any kind (no tolerance)

Sexual or other forms of unlawful harassment

Willful dishonesty, deceitfulness, or other serious breach of trust

Fighting, physical altercation, threats to others (in any medium), or any other

serious unacceptable behavior

Absence without notice for 3 days

Willful violation of any established policy or rule

Falsification of university records

Gross negligence of any kind, particularly any act that causes substantial and

grievous injury to university operations or substantial legal action to be filed

against the university.

e A serious violation of conflict of interest of confidentiality policies

e Negligence or improper conduct leading to damage to or loss of property,
equipment, of facilities.

e Serious violation of safety or health rules

e Serious violation of the substance abuse or alcohol policies

e Possession of dangerous or unauthorized materials, such as explosives or firearms
in the workplace

e Bullying

When an employee has been alleged to have engaged in the above conduct or other types
of inappropriate conduct, the Director of Human Resources (or appropriate designee
selected by the President) will commence an investigation into the matter. The Director of
Human Resources (or appointed designee) will discuss the allegations with the employee,
interview other individuals with relevant knowledge, review any other available evidence,
consult with other university officials as necessary, and prepare a report to include
whether any sanctions or other remedial measures are to be imposed. This investigatory
procedure is not intended to replace any other university procedure prescribed for a
particular type of conduct (e.g., an allegation of sexual harassment against an employee
will be addressed pursuant to the university’s Sexual Misconduct Policy & Complaint
Resolution Procedures).

Resignation

Employees planning to resign should provide a minimum of two weeks’ written notice.
This allows time for a replacement to be selected and trained. In some circumstances and
at the discretion of the university, an oral resignation may be deemed effective. It is
preferred that Director-level positions and above provide a 30-day resignation.
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Notice of resignation should be provided in a letter or email, with a final date of work
included, to the employee’s immediate supervisor and the Director of Human Resources. A
resignation is considered official when it is delivered to a supervisor, the Director of Human
Resources, or other university official. Official resignations may only be withdrawn with
approval from the Director of Human Resources, which he/she may provide or deny in
his/her sole discretion.

In the final days of employment, employees are encouraged to set up an exit interview
with Human Resources. Human Resources will provide info on closing out benefits and
final payroll. PTO may not be taken after resignation has been given to the university
from the staff member.

On the last day of employment, the employee needs to turn their MNU ID, keys, credit
card, laptop, and other IT equipment into Human Resources.

Student Workers

Students normally work during regularly scheduled office hours. Hours will be
arranged according to the needs of the office and the student’s schedule. During the
semester, student can work up to 20 hours per week. During summer and other break periods,
students can work up to 40 hours per week. International student workers with an F-1 Visa
cannot exceed more than 20 hours per week when classes are in session.

Students should adhere to the work schedule as closely as possible. Any departure from
the schedule must be approved by the student’s supervisor(s).

Students with a regular, weekly schedule report hours worked on a timesheet, which is
then submitted through the electronic time management process. Supervisors must
approve the submitted timesheets as a part of their role and responsibilities.

Office equipment including computers, phones, etc., are not to be used for personal work
unless special permission is granted by the supervisor. Personal telephone calls should be
limited to emergencies only.

Individual offices may establish special guidelines regarding dress code during office
hours. A professional appearance should always be maintained. Students should treat
supervisors with respect. Visits from friends and fellow students detract from office
assignments and are not appropriate during working hours. All office work must be kept in
strictest confidence. Fellow students, friends, or relatives should not be informed of
happenings in the offices. Office keys will not be issued to student employees.

Arrangements may be made by supervisors for special use when necessary.
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Nepotism Policy

MNU’s standards for employment decisions such as hiring, promoting, reappointing,
evaluating, awarding salary, and terminating employees are based on qualifications for the

position, ability, and performance. The university attempts to avoid favoritism, the

appearance of favoritism, and conflicts of interest in employment decisions and reserves

the right to act when relationships or associations of employees impact its mission. It is
against university policy for an employee to supervise a relative or to work in positions
that have an audit or control function over a relative unless prior written approval is
obtained from the university President.

If an exception is granted by the President, the following general principles shall apply:

1.

To avoid possible conflicts of interest, any supervisor who is a relation of an
employee or job applicant must not participate either formally or informally in
decisions (including rendering advice on decisions) on personnel matters affecting
the relative, including, but not limited to, hiring, employment retention, discipline,
terminating, promoting, determining salary, or participating in peer or
administrative review procedures.

In cases where an employee would have primary responsibility for supervision,
evaluation of, or assignment of duties to a relative, an appropriate individual must
be designated by a higher-level administrator (e.g., associate academic dean, vice
president, president) to make the kinds of assessments and decisions described
above.

In circumstance which have the potential for conflicts of interest individuals have
the responsibility for disclosing that potential conflict to the appropriate Dean or
Vice President prior to making any employment related decisions.

Supervision and evaluation procedures, even when later as described above, should
ensure comparable treatment of employees. For example, employees for whom the
supervisor of their unit is a relative should receive the same kind of notification
about university policy as any other employee in the unit. It should be noted,
however, that appeals of unit decisions regarding kinds of assessment and
decisions described in #1 above cannot be addressed to a supervisor who is a
relative. Thus, for example, a faculty member of a division chaired by a relative
should make any such appeals directly to the appropriate associate dean.

Decisions about individual cases should be made based on these principles. In cases where
the application of a principle is disputed, the administrator at the next level may be asked to

assist in resolution. If a resolution cannot be achieved, an employee can follow the
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established procedure for filing a grievance. The President shall have final approval
regarding application of the general principles to particular cases.

Conflict of Interest Policy

Each member of the MidAmerica University community must avoid any conflict between
their personal interests and the interests of the university. Each person is expected to avoid
even the appearance of impropriety in the performance of their duties and must never use
their positions or knowledge gained through the university to inappropriately influence
decisions for their advantage, or for that of their family and friends.

Any member of the MNU community who could receive an economic benefit either
directly or indirectly, such as through a business of which he/she, or a family member, has
a substantial interest, shall disclose the interest, and withdraw from all decision-making on
any matter relating to the transactions. All withdrawals from decision-making processes
based upon this policy should be noted in the applicable minutes of all university meetings
and its committees.

Individuals seeking employment or association with the university have the obligation to
disclose to the interviewer any affiliations with a person, firm, organization, or corporation
with which he or she has reason to believe the university does business or any other
information necessary to comply with this policy. All others must disclose to their
manager, at the earliest practical time, any possible conflict of interest. Those in decision-
making positions will be required to make annual reconfirmations of any potential conflict
of interest.

Individuals will be deemed to have a conflict of interest if*
Affiliations

A) The person is an officer, owner, director, partner, trustee, employee, or agent of any
firm, organization, or corporation with which the university does business or;

Interests/Investments

A) The person is the actual or beneficial owner of more than 1% of the voting stock or
controlling interest of an organization or corporation which currently has or had (within
the past year) business dealings with MNU.

B) The person has dealings with any organization from which he or she knowingly
materially benefited in an amount (annual aggregate) or more than one thousand
($1,000) dollars exclusive of dividends and interests.
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Personal Relationships

A) The person is related to persons by blood or marriage, or whose relationship is like that
of persons who are relating by blood or marriage, who have a voting stock, a
controlling interest or derives material benefit from a firm, organization, or business
subject to disclosure under this policy.

For the purpose of this policy, all consulting agreements, or arrangements, formal or informal,
are subject to disclosure under these provisions.

Potential conflicts of interest must be avoided. Gifts, travel reimbursements or other items
from vendors and/or organizations that provide services to the university for financial
benefit or seek to provide services for financial benefit that exceed $50.00 in value cannot
be accepted by any MNU employee or volunteer elected or selected to serve in a university
position. If received, the item or payment must be returned.

Dependent Children and Work Hours

The university requests that children not accompany you during work hours on a routine
basis. The employees are required to notify their manager(s) in advance. If for some reason
children are on campus, the university assumes no responsibility or liability for accidents or
injuries.

Duty to Report Abuse & Neglect of a Minor

All MNU employees, including student employees, have an obligation to report
immediately any reasonable suspicion of child abuse and/or neglect (physical, sexual,
mental or otherwise) directly to the Kansas Department for Children and Families.

The Kansas Department for Children and Families hotline is 1-800-922-5330.

MNU employees should also report any suspected abuse/neglect of any Minor with any
connection to MNU to MNU’s Department of Campus Safety & Security at
913.971.3299.

Reasonable suspicion: One does not have to know with certainty that abuse is taking
place. Reasonable cause to believe or suspect that child abuse has occurred is sufficient.
When in doubt, report it.

The duty to report includes, but is not limited to, the requirement that MNU employees
report any suspected abuse that they witness occurring or learn of related to University
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premises or at a university-sponsored program or activity, regardless of location.

The duty to report includes both Minors who are currently enrolled at the University or
accepted for enrollment, and Minors who are not enrolled or accepted for enrollment as
students at the University but who participate in a University Program or activity
designed to include Minors or who otherwise become known to MNU employees in their
respective capacities.

REPORTING PROCEDURES
1. Iflife is threatening, dial 911.
2. Report to the Kansas Department for Children and Families at 1-800-922-5330.
3. Notify MNU’s Department of Campus Safety & Security at 913.971.3299.

REPORTING INFORMATION

When calling to report suspected child abuse and neglect, it is important to have as much
factual information in front of you as possible to enable a prompt investigation; however,
the lack of information available must not deter immediate reporting.

Name, age, gender, and current location of each Minor affected

Address of Minor(s) affected

Name of parent(s) or person(s) having custody

Exact location, date, and time of the alleged abuse and/or neglect

Name, address, phone number, and relation to the child of the person(s) allegedly

responsible for the abuse and/or neglect

e Name of person making the report and where s/he can be reached (NOTE: anonymous
reporting is available in most states)

e Nature and extent of any injuries, abuse and/or neglect, including any evidence of prior
injuries, abuse, and/or neglect

e Any other information that might be helpful to those investigating.

DUTY TO COOPERATE

All MNU employees shall cooperate with investigations of alleged child abuse/neglect,
including agency-initiated, law enforcement-initiated, and/or internal investigations. All
MNU employees shall cooperate with investigations of alleged violations of this Policy.

RETALIATION WILL NOT BE TOLERATED

Retaliatory acts against MNU employees who make good faith reports or complaints
under this Policy, and/or who cooperate in the investigation and handling of such reports,
even if the report is later deemed unfounded, will not be tolerated. Any MNU employee
who believes that he or she is the subject of retaliation should contact the Human
Resources Department. The University will promptly investigate all complaints of alleged
retaliation.
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Employee Files

All permanent staff records are maintained in the Human Resources office (faculty records
are in the Office of Academic Affairs). Each employee file represents the employment
record of the employee and may include, but is not limited to, his or her applications for
employment, references, correspondence, position assignments, transfers, promotions,
evaluations, wage changes, benefits enrollment, and tax withholding information. These
files are the property of the university, and access to the information they contain is
restricted. Employees can inspect their records. A written request to do so should be
directed to the Director of Human Resources, who will schedule a time for inspection.
Employee records are confidential and accessed only on a need-to-know basis by
authorized individuals within the university. Employee records are also housed
electronically on a secured Human Resources Team Shared Drive.

Use of Technology Resources

For official guidance for general use of technology tools and systems owned and/or
maintained by MidAmerica Nazarene University, please consult the Technology Policies
& Procedures Manual found on the MNU Portal.

The portion of the Policies & Procedures Manual relating to Staff & Faculty personal
responsibility is listed below. Questions regarding MNU technology resources can be
directed to the Information Technology (IT) Department at helpdesk@mnu.edu or by
phone at 913-971-3333.

Outside Employment

Employees should notify and secure approval from their department supervisor in
consultation with the Director of Human Resources before starting outside employment to
reduce interference with your work for the university. If an employee’s outside
employment presents an actual or potential conflict of interest or otherwise interferes with
employee’s work, the employee may be required to discontinue the outside employment as
a condition of maintaining employment.
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Additional Course Instruction During Regular Work Hours

Members of the university staff (exempt or non-exempt) may not teach any more than two
classes in a given semester® with only one course during office hours. Subject to the
demands of the employee’s home department and with prior approval of his or her
supervisor, employees may utilize a flexible work schedule to teach a class. For example:
With Supervisor approval, a non-exempt staff member may teach a class over their lunch
hour or choose to work through their lunch hour and use that hour to teach a morning or
afternoon class. Non-exempt employees may also use PTO to teach a class if approved by
their supervisor.

Any exceptions to this policy need to be approved by the employee’s supervisor and the
Vice President for Academic Affairs, Vice President for Finance, and the Director of
Human Resources.

*“Semester” refers to fall, spring, and summer schedules.

Any non-exempt employees who teach, and it puts them over 40 hours in a single
workweek need to notify Human Resources before signing a course contract to ensure that
pay aligns with FLSA guidelines.

Personal Appearance

Our employees are the "face" of the University. MNU strives to maintain a workplace
environment that functions well and is free from unnecessary distractions and annoyances.
As part of that effort, MNU requires employees to maintain a neat and clean appearance
with their clothing as well as themselves that is appropriate for the workplace setting and
for the work being performed. All employees are expected to dress modestly and
appropriately for their work assignments.

Violations of this policy may include inappropriate clothing items and body odor. Any
staff member who does not meet the attire or grooming standards will be subject to
corrective action and may be asked to leave the premises to change their clothing. Hourly
paid staff members will not be compensated for any work time missed because of failure
to comply with designated workplace attire and grooming standards.

Safety

Every employee must be concerned about the safety of the workplace. Employees should
immediately report any unsafe or hazardous condition to the appropriate supervisor. Every
effort will be made to correct the problem as quickly as possible.
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COMPENSATION
Pay Periods

All employees are paid on a semi-monthly basis on the fifteenth and the last day of each
month. If the pay day falls on a weekend or holiday, checks will be issued on the last
workday prior to the regular payday. Paper checks are not available.

Direct Deposit

Employees may choose between depositing their pay directly into a bank account or
activating and receiving a pay card. Employees are required to change or cancel direct
deposit information in Paycom using employee self-service. Employees will be charged
$30 for any returned direct deposit attempts (due to account closing; inability to locate
account or by any other means) by deducting $30.00 from the employee's next paycheck.
Should there not be enough funds in the next paycheck to cover the $30, MNU will deduct
any remaining funds over any future paychecks to satisfy this obligation.

Standard Work Week

The standard workday is from 8:00 a.m. to 5:00 p.m., Monday through Friday. Each
employee has one hour for lunch, with the time to be specified by the department. Some
exceptions may be granted depending on the demands of the department.

The regular work week is 40 hours. However, during times of heavy workloads, it may be
necessary for employees to work extra hours. Any overtime work must be approved, in
advance, by the supervisor. Overtime is compensated for at time and a half after working
more than 40 hours in any given work week. For purposes of computing overtime, the
workweek begins and ends at 12:00 a.m. Saturday. Holiday, PTO and CSL do not count as
hours worked when computing overtime pay.

Absences

Absences other than illness and emergencies must be scheduled in advance with
supervisors. In the event of illness or an emergency, supervisors should be notified as soon
as possible.

Recording Hours Worked

Non-Exempt Employees

Non-exempt employees must accurately record hours worked on time sheets
provided electronically via the University payroll software. Time sheets/hours worked
are submitted and approved electronically. Approval deadlines for employees and
managers are typically three business days after the close of a pay period. If an employee
believes that a timecard needs edits, the supervisor should be contacted. Time records
cannot be adjusted without prior approval. Falsification of a time record is grounds for
discipline, up to and including termination.

28



The following information should be recorded:

1. Hourly non-exempt: record time worked by punching in and out for ALL hours
worked and for uninterrupted meal breaks.

2. Salaried non-exempt: a 40-hour workweek is auto-loaded by payroll onto
timecard, overtime hours should be added by employee by punching in and out.

3. Utilized PTO, FMLA leave, bereavement leave, military leave, and jury duty.

Exempt Emplovees

Exempt employees are paid on a salaried basis and are required to work any hours
necessary to perform the duties of their job. These employees do not receive overtime or
additional pay for hours worked or travel time outside their regular schedule. Exempt
employees are not required to keep a time record except that they must accurately report
the use of PTO, FMLA leave, bereavement leave, military leave, and jury duty. After this
time has been approved by the exempt employee’s supervisor, it must be reported by the
employee to the Human Resources Department.

Deductions

The following deductions are required from every paycheck, as required by federal, state,
or local regulations: federal withholding tax; social security tax; Medicare tax; and state
withholding tax. The amount withheld is based on the specific elections made by
employees on the most recent federal and state tax forms on file.

In addition, employees may submit the appropriate forms for other withholdings including
the following: insurance premiums; contributions to approved retirement plans; section 125
cafeteria plan withholding (Flexible Spending Account—FSA); and charitable
contributions. Withholdings are itemized on the paycheck stub for each pay period.

Payroll Questions & Reporting Issues with Pay

Any questions about your paycheck should be directed to the Payroll Administrator. No
employee will be retaliated against for raising a concern about overtime or their pay.

Non-Exempt Employees & Reporting Pay Errors or Improper Deductions

The university makes every effort to ensure employees are paid correctly and for all hours
worked. Employees can assist the university in this matter by closely reviewing “Approve
My Check” notification feature prior to pay date to ensure that their pay was proper. If a
non-exempt employee believes a mistake has been made, either because of improper
deductions, hours recorded, or the applicable pay rate, the following procedures should be
followed:

1. The affected non-exempt employee should report the mistake(s) to the Human

Resources Department. Upon notification by the employee, the university
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will conduct a prompt and thorough investigation into the complaint and will
make every effort to conclude that investigation in a reasonable amount of time.

2. If the university determines that an error has been made or improper deduction
taken, the university will fully compensate and/or reimburse the employee and
make a good faith commitment to avoid the error in the future.

Exempt Employees, Deductions, and Reporting Improper Deductions

It is the university’s policy to regularly pay its exempt salaried employees a predetermined
amount constituting all or part of the exempt salaried employee’s compensation. With
limited exceptions, the amount paid to salaried employees is not subject to reduction either
because an exempt salaried employee works fewer hours in some weeks than others,
except where allowed by law. In certain instances, deductions may be made for personal
leave when PTO is exhausted, jury, or military leave, disciplinary suspensions for
violations of the university’s safety or workplace conduct rules, or in the first or last week
of employment if the employee works less than a full week. This predetermined amount
will be paid to exempt salaried employees for any week in which he or she performs any
work for the university.

If an affected salaried employee believes that an improper deduction has been taken from
the predetermined amount, the following procedures should be followed:

1. The affected exempt salaried employee should notify the Human Resources
Department that an improper deduction has been taken.

2. Upon notification by the affected exempt salaried employee, the university will
conduct a prompt and thorough investigation into the impropriety of the
complained-of deductions and will make every effort to conclude that investigation
in a reasonable amount of time.

3. Once it is determined by the university that any improper deductions have been
taken, the university will make full reimbursement to the affected exempt salaried
employee and will make a good faith commitment to comply in the future with the
terms of this policy so that improper deductions will not be taken in the future.

The university will fully comply with all applicable state and federal laws that regulate the
payment of wages and all other compensation to its employees. Accordingly, this policy is
subject to revision as those laws may change.

Overtime

Payment of Overtime
Non-exempt employees will be paid overtime compensation at one-and-one-half their
regular rate of pay for all hours worked in excess of 40 hours in a workweek. Only time
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actually worked is counted toward the 40 hours per week required for overtime pay. Pay
for working more than 8 hours in a day will be at the employee’s regular hourly rate until
at least 40 hours of time worked have accumulated in that week.

Not Included in Overtime Pay Calculation

The following hours are not considered in determining qualifying overtime hours: PTO,
holiday, military leave, community service, bereavement leave, and jury duty.

General Guidelines for Overtime

» Non-exempt employees should not work over 40 hours in a week unless
specifically assigned or approved by a supervisor in advance. Though an employee
will be paid for any hours worked, including unauthorized overtime, he/she may be
subject to discipline for performing unauthorized work.

o A supervisor may require that an employee leave work early and/or not
come into work on a particular day when the employee has already worked
40 hours in a work week. For example, if an employee works 40 hours
between Monday and Thursday, the employee’s supervisor may require
the employee to take Friday off that week.

» Employees can be required by their supervisor to work overtime based on business
needs. Supervisors will provide as much advanced notice as possible under the
circumstances and will assign overtime work as fairly and consistently as possible
given the nature of the work to be performed. Refusal to work scheduled overtime
may result in discipline, up to and including termination.

» Employees cannot waive their right to overtime compensation for hours worked
over 40 hours in a work week.

» Overtime compensation for a non-exempt employee cannot be in the form of time-
off at a later date. For example, an employee may be required to work their regular
schedule and then another 4 hours on Saturday. The 4 hours will be paid at a rate
of one-and-one-half the employee’s regular rate of pay, and the supervisor does
not have the option to reduce the employee’s schedule by 4 hours in a future week
to account for these overtime hours.

Compensable Travel Time

The university is committed to compensating all employees for time worked in accordance
with the U.S. Department of Labor’s guidelines for payment of travel time by non-exempt
employees. Employees subject to this policy must record compensable travel time on their
time sheets and in accordance with the university’s policies regarding recording time
worked. The paragraphs below describe common instances when travel time will and will
not be compensated.
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Normal Commuting and Travel During Workday:

An employee’s normal commute for home-to-work and from work-to-home is not
compensable time. Once the regularly scheduled work shift begins, time spent by an
employee in travel as part of his or her activities on behalf of the university is

compensable time.

Special One-Day Assignments: In limited circumstances, the time spent traveling from
home-to- work, or vice versa, may be compensable. For example, time spent traveling on a

special one-day assignment to a location other than the university location where an
employee typically reports for work performed at the university’s request, is generally
compensable time, except for that time that would constitute the employee’s usual commuting
time.

o Here’s an illustration for this concept: employee’s ordinary commute time to and
from the university is 30 minutes at the start and end of each day (1 hour total), for
which the employee is not compensated. On a particular day, the employee, at the
university’s directive, travels to a different location on business. The employee’s
commute to this other location is 1 hour and 30 minutes each way (3 hours total).
The employee would be compensated for 2 hours of travel time on this day (3
hours commute time less than 1 hour of normal commute time).

Overtime Travel to Other Locations

For overnight trips out of town (e.g., attending a conference at the university’s direction),
all time spent traveling is work time when it corresponds with the employee’s normal
working hours. This not only includes regular working days but also includes during
corresponding working hours on nonworking days. So, for example, if an employee
regularly works from 9 a.m. to 5 p.m. from Monday through Friday, travel during these
hours is compensable work time on Saturday and Sunday as well as on the other days
during these hours. However, hours spent in travel outside of normal working hours as a
passenger in a car, train, airplane, etc., are not counted as compensable time. Please direct
questions about the application of this policy to your supervisor or to the Human
Resources Department if you have any questions or would like clarification as to whether
your travel time is compensable.

Remote Work

At MNU, our dedication to providing exceptional service to our students is paramount.
As such, the majority of our employees are required to be physically present on campus.
While we recognize the growing trend of remote work in various industries, the nature
of our work in servicing and supporting our student body necessitates an on-campus
presence. We value the interactions, collaborations, and sense of community that are
fostered through in-person engagement. If a circumstance arises that necessitates a

remote work situation, please connect with Human Resources for guidelines, otherwise
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employees should not be routinely working remotely.

Meal and Rest Breaks

The university strives to comply with all applicable laws and regulations governing meal
and rest break periods for employees. Generally, the university provides two paid rest

break periods of 15 minutes each during an 8-hour workday for non-exempt employees.
On days when less than a full 8 hours of work are scheduled, these break periods may be
adjusted accordingly. The university also generally provides employees with an unpaid
meal period each 8-hour workday of 30 to 60 minutes. Check with your supervisor for a
meal and break schedule.

Meal Breaks

>

Employees are allowed an unpaid meal break near the middle of each eight (8) hour
workday. The break will normally be from thirty (30) minutes and up to sixty (60)
minutes; however, the schedule may vary.

Employees who work fewer than four (4) hours in a single workday are not normally
entitled to a meal break.

Employees required to work more than ten (10) hours in a single workday will be
allowed a second unpaid meal break no later than six (6) hours after the end of their
first meal break.

Meal breaks consist of unpaid time unless an employee is required to work on the meal
break. Non-exempt employees must clock-out or sign-out and back in for all meal
break periods.

Rest Breaks

>

>

Non-exempt employees receive a rest break of fifteen (15) minutes at approximately
the middle of every four (4) hours of work non broken up by a meal period.

The time for employee rest breaks will be scheduled by each supervisor with
consideration given to the workload. Time spent on rest breaks will be compensated as
working time, and employees are not required to clock-out or sign-out and back in.

Employees who choose or are required to work during rest breaks are not entitled to
leave work before the normal quitting time and will not receive extra pay for the time
worked.

Please consult your supervisor regarding departmental workload requirements.

Guidelines for “On-Call” Time

Non-exempt employees are “on-call” when they are restricted in where they can go so that
they can be reached and will be available to return to work immediately, if called. The
following guidelines apply to “on-call” time:

» If an employee is required to remain on the university’s premises, or so close to the

33



premises that he/she cannot use their time effectively for their own purposes, this
is compensable work time.

An employee who is not required to remain on or near the university’s premises
but is merely required to leave work where he/she may be reached via cell phone
or other means, is not working and thus does not need to be compensated for this
time. However, any time during which an employee performs work in responding
to a call is considered work time and must be compensated.

Flextime Work Schedules

Flextime schedules are intended to provide employees flexibility in their work schedules
based on their own unique circumstances. A flextime schedule can take many forms,
including a shortened workweek, variations in arrival or departure time, other changes to the
employee’s typical work schedule, or unpaid leave. However, the nature of some positions
and departments may not allow for flextime scheduling. A flextime schedule is allowable
when the following conditions have been met:

» The employee consults with his or her supervisor to determine if the proposed
flextime schedule is appropriate considering departmental needs.

» The employee completes the Flextime Schedule Request Form, obtains the
approval of his/her supervisor by way of signature, and turns the Form in to the
Human Resources Department.

» Human Resources Department approved the flextime schedule.

The Human Resources Department will only approve a flextime schedule if the
arrangement aligns with the university’s business needs. The Human Resources
Department may grant or deny a request for a flextime schedule in its sole discretion.

The following guidelines also apply to a flextime schedule:

e Being approved for a flextime schedule does not mean that an employee is entitled
to the arrangement indefinitely. An employee can be required to return to a typical
work schedule at the supervisor’s discretion based on departmental needs or as
otherwise required by the university. An employee’s flextime schedule may also
be suspended by a supervisor due to heavy work volume, special projects, or
seasonal needs (such a registration). When a flextime schedule is to be suspended
for a period or ended entirely, the supervisor will provide a reasonable amount of
advance notice under circumstances.

e Being approved for a flextime schedule does not diminish performance
expectations. Performance issues that result from a flextime schedule, in whole or
in part, may result in termination of the flextime schedule and/or other appropriate
remedial measures.

e Non-exempt employees with a flextime schedule are still required to track and
record their hours worked.
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Unless a flextime schedule involving remote work has been approved, a non- exempt
employee may not perform any remote work (including work at home) without prior
written authorization from the employee’s supervisor. Such work time is considered hours
worked and should be tracked and recorded by employees. While adjustments to an
approved flextime schedule may be appropriate in some circumstances, the university will
not typically allow frequent or significant changes to an already approved and
implemented flextime schedule.
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BENEFITS

The benefits described in this chapter are provided as an important part of the total
compensation package for employees. The university reserves the right, in compliance
with the law, to modify coverage, change carriers, or terminate benefits as deemed
appropriate in the best interest of the university.

Plan documents for the benefit programs are available in the Human Resources office and
provide additional information.

Holiday Leave

The purpose of this policy is to outline the days the university is closed to observe
Holidays. Eligible employees (staff and administrators) receive pay when observing the
holidays designated by the university. Holiday hours represent compensated absences in
addition to the PTO plan. Holiday hours do not count as work hours for calculating
overtime.

Eligibility: Full time staff and administrative employees are eligible for Holiday
immediately upon hire. Regular part time employees are not eligible for Holiday but may
use PTO hours when the university is closed to observe a Holiday.

Critical services team members, like campus safety, who work on Holidays get the
Holiday hours plus straight pay for hours worked.

Requirements: MNU observes the following Holidays. When a Holiday falls on a Saturday
the Friday before will be observed as the Holiday. When an actual Holiday falls on a
Sunday the following Monday will be observed as the Holiday.

Holidays 2024-25 Day(s) of Observance

Labor Day September 1, 2025

Thanksgiving 3 days- Wednesday through Friday of Thanksgiving week.
Christmas Begins on 23" of December and ends on New Year’s Eve.
New Year’s Day January 1, 2026

Martin Luther King Jr. Day January 19,2026

Good Friday/Easter Monday April 3 & April 6,2026

Memorial Day May 25, 2026
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Independence Day July 4, 2026

Paid Time Off (PTO)

The purpose of this policy is to outline the policies and procedures which provide
employees (staff and administrators) the ability to participate in a comprehensive Paid
Time Off benefit leave plan. The PTO plan includes leave time for reasons of vacation,
personal leave, and sick leave for employees and family members. PTO hours do not
count as work hours for calculating overtime. Holiday hours represent compensated
absences in addition to the PTO plan and are addressed in a separate policy.

Eligibility: Full and part-time employees (including 11 and 12-month faculty) are eligible
for PTO.

Part Time Employees: Part time employees earn days of PTO based on their regular
weekly work schedule. For example: a weekly work schedule of 25 hours equals average
daily hours of 5 (25 hours weekly divided by a 5-day work week).

PTO Accrual, use, rate of pay and unused Hours: Employees begin accruing PTO hours
upon date of hire, or when changed from a position that is ineligible for PTO to a PTO-
eligible status. Employees are eligible to use PTO hours immediately upon hire or
eligibility. Pay for PTO hours is computed at the current base compensation rate excluding
shift differential, if any. There is no carryover provision of PTO as the unused balance
expires annually at the close of the fiscal year on June 30 and is no longer available.

Unused PTO: Employees are not compensated for accrued unused PTO when they separate
from employment and there is no carry-over provision of unused hours from one fiscal
year to the next. The university reserves the right to revoke unused PTO upon resignation.
PTO may not be taken after resignation has been given to the university from the staff
member.

Requirements: All scheduling should be submitted and approved by your manager prior to
taking PTO. Scheduling of the majority of PTO should be completed as far in advance as
possible. Managers have the discretion to designate certain time periods during which PTO
will not be approved.

Your anniversary date of employment with MNU determines the year of service for
eligibility under this policy. PTO hours are earned and allocated by pay period as
per the PTO accrual table below. Managers are permitted the discretion to allow
PTO to be used by an employee before their annual total is fully allocated and
earned, but the allowed hours taken should never exceed the annual allotment per
the Table.
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PTO Accrual Table:

Employee Group and Years of Service: Days Annual Hours Pay Period
Earned Earned Accrual (hours)
Staff: Full Time
0 through 5 years 19 152 6.33
6 through 10 years 22 176 7.33
11+ years 26 208 8.67
Staff: Full Time Hourly 9 Month
Employees
0 through 5 years 14 112 4.66
6 through 10 years 16 128 5.33
11 + year 19 152 6.33
Staff: Full Time Hourly 10 Month
Employees
0 through 5 years 16 128 5.33
6 through 10 years 18 144 6.00
11 + year 22 176 7.33
Staff and Administrative: Regular Part
Time
0 through 5 years 19 Average daily Varies
hours
6 through 10 years 22 Average daily Varies
hours
11+ years 26 Average daily Varies
hours
Administrators: Full Time
0 through 5 years 23 184 7.67
6+ years 26 208 8.67

PTO donations provide employees the opportunity to support their colleagues during times of
hardship or illness by donating their PTO hours. Employees may donate up to 5 days (40 hours)
of their accrued PTO to another employee in need. Employees wishing to make a PTO donation
should request a PTO Donation Form from a member of the HR team.

Community Service Leave

Purpose: The purpose of this policy is to allow employees to participate voluntarily in
services for our community during their work week. This supports our MNU mission of
transformation through intellectual, spiritual, and personal development for a list of
service to God, the church, the nation, and the world.

Eligibility: To be eligible for Community Service Leave (CSL), employees will have
completed 3 months of employment and work in a full-time position or regular part-time
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position. Adjunct and part-time temporary employees are not eligible. Qualified
employees will receive 2 days of paid CSL annually to be used during normal work hours.
Annual accrual begins July 1.

Requirements: Employees requesting paid leave under this policy shall submit a written
request to their supervisor/manager. Prior approval for leave is required.
Managers/supervisors will consider the department schedule when granting CSL.
Employees receiving CSL will indicate this leave on their time sheet. Accruals will be
tracked in the same fashion as other leave time (PTO, etc.). An extension for unused CSL
will not be allowed and unused accrued CSL time will not be paid out when employment
ends. Employees will accrue 2 days based on their regular schedule.

For example, an employee working 20 hours a week accrues 4 hours for each day of CSL.

Community Service Options: The following is an example of types of community service.
Employees should check with their manager(s) to ensure that the type of community
service is approved for payment.

e Volunteer work for a local school that has been approved by a teacher, school
administrator, or program administrator

e Volunteer service for local churches

e Volunteer service for a community service organization

e Tutoring or mentoring services

e Disaster service volunteer

e Donating blood

e Maintenance or repair type services for those not able to do so for themselves. For
example, providing and/or delivering meals for shut-ins, lawn care or general in-
home repair services for the disabled.

e Volunteer services on behalf of MNU as approved.

Family Medical Leave

MNU will grant Family Medical Leave to eligible employees in accordance with the
Federal law. The Family Medical Leave Act (FMLA) policy, which is attached to this
handbook as Appendix C, describes all the details regarding this process.

Parental Leave
The university provides the following paid leave for new parents:

e A mother who gives birth and is an eligible employee (see below) will receive up to
six weeks (30 business days) paid time off for medical leave/recovery time. A
doctor’s note supporting the paid time off will be required.

e All eligible employees will receive up to two weeks (10 business days) of parental
leave for bonding when a new child is introduced into the home, either by birth or
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adoption. For mothers who gave birth, this bonding leave is in addition to the
medical/recovery leave listed above and can be taken at the conclusion of the
medical/recovery leave.

Eligibility: The following employees are eligible for Parental Leave:

Full time employees (faculty, staff, and administrators) with one year of
uninterrupted service with the university. Employees under one year of service
are eligible for a prorated amount of leave.

Regular part time employees (faculty with a part time contract and staff working a
regular weekly schedule) with one year of uninterrupted service with the university.
Employees under one year of service are eligible for a prorated amount of leave.

If both parents are eligible employees, they will both be allowed to receive the
parental leave. Employees must be actively employed or on approved paid or
unpaid leave at the time of the birth or when the adoption is finalized.

Employees are not eligible for Parental Leave if adopting the child of an
employee’s spouse.

Approval/Application:

Application for parental leave is to be completed and submitted to the employee’s
supervisor a minimum of 90 days prior to the proposed commencement of the
leave for staff, and 120 days prior for faculty.

Upon initial approval, the supervisor signs and submits the application to Human
Resources for final approval.

Parameters:

Parental leave shall run concurrent with FMLA (Family Medical Leave Act). Once
parental leave has expired, employees may use their available accrued PTO as
additional paid leave or use unpaid leave up to the FMLA limit of twelve weeks
leave.

PTO shall not be reduced during the leave period.

Employee benefits continue while an employee is taking Parental Leave as if he or
she were actively working during that period and the employee is responsible for
payment of his/her portion of any benefits and/or premiums.

Parental leave must not be taken intermittently but must be continuous.

Holidays: Employees will be paid for university holidays during Parental Leave,
which will extend the period of paid Parental Leave by the number of days covered
by holiday pay.

Military Leave

It is the university's policy to prohibit (1) any discrimination against a prospective or
current employee based on their military service or application for such service, and/or (2)
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any retaliation against him/her for exercising the rights or protections afforded him/her
under federal or state law.

MNU will grant military leave, as necessary, in compliance with applicable law. The
university asks that employees provide, to the extent possible, reasonable advance written
or verbal notice of such service directed to their supervisors. It is the university's policy to
abide by applicable laws providing for reinstatement/reemployment, restoration of
benefits, and restoration of seniority upon returning from military service and any other
rights afforded to individuals in military service. Employees should consult with the
Director of Human Resources for further details, including continuation of employer-based
health plan coverage while in military service.

An employee taking leave for military service may choose, but is not required, to use
accumulated vacation and/or PTO leave before going on military leave. To do so,
employees must provide reasonable notice, to the extent possible, as set forth above and
contact Human Resources and/or their supervisor to request a leave of absence.

Jury Duty

The university acknowledges the need to support employees who are called to serve jury
duty. Any regular full-time or regular part-time employee will receive full pay for regularly
scheduled work hours while serving on jury duty. If an employee is called to serve on a
jury, the supervisor should be notified immediately. The employee should ask the court
about the anticipated length of service so that the supervisor can be advised accordingly.

To receive regular pay during jury duty, a copy of the employee’s jury summons and proof
of appearance should be forwarded to the Director of Human Resources. Time paid for
hours not worked under this policy will not be considered hours worked for purposes of
overtime pay.

Bereavement Leave

When a death occurs in an employee’s or spouse’s immediate family, the employee is
given a bereavement leave with pay up to a maximum of five successive working days.
Immediate family is defined as father, mother, child, grandparent, spouse, brother, sister,
or parent-in-law. Immediate family also includes stepparents, stepchildren, and
stepsiblings.

Time paid for hours not worked under this policy will not be considered hours worked for
purposes of overtime pay.
Unpaid Leaves of Absence

Personal unpaid leaves of absence may be granted to regular full-time employees at the
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discretion of the university. The length of the leave may not exceed 90 calendar days.
Employees seeking unpaid personal leave should file a written request with their
immediate supervisor.

The university will comply with any other requirements of applicable law, including but
not limited to the Americans with Disabilities Act and/or the FMLA, to the extent they may
differ from or provide greater benefits than the provisions of this policy.

Health, Dental, and Vision Insurance

All full-time, 12-, 11-, 10- and 9-month employees and their dependents are eligible to
participate in the group health insurance, dental insurance, and vision insurance plans
carried by the university. Part-time employees are not eligible to participate in either plan
with exception for part-time faculty in a specific classification. The university pays the
premium for individual dental and vision insurance. The university and the employee
share the cost of the monthly premium for individual health coverage and for family
members participating in both plans. Eligible employees may enroll as a new hire or
during an open enrollment period. The university requires that the employee contribution
be made by way of payroll deduction. Information on the group health, dental, and vision
insurance carried by the university is available in Human Resources.

Continuation Coverage for Health Insurance (COBRA)

COBRA continuation coverage provides a temporary extension of health coverage at
group rates in certain instances where coverage under the plan would otherwise end.
Employees of the university covered by its group health plan have the right to choose this
continuation coverage if group coverage loss is due to a reduction in work hours of
employment or termination of employment (for reasons other than gross misconduct on
the part of the employee). Notice of eligibility for COBRA coverage is provided to
qualified individuals, per COBRA guidelines. The COBRA notice is intended to inform
employees in a summary fashion of their rights and obligations under the continuation
coverage provision of the law. Individuals utilizing COBRA continuation coverage are
required to pay the entire premium.
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Retirement Plan

Full-time employees may make election deferrals, on a pre-tax or after-tax (Roth) basis
to either K-Trade (Charles Schwab) or Fidelity (through Pension and
Benefits, Nazarene Global Ministry Center).

Full-time employees 18 and older are eligible for entry into the plan immediately. The
university matches $1 for $1 up to 2% of employee contributions for eligible participants.
Part time employees should review eligibility rules in the Mid America Nazarene
University Retirement Plan Summary Plan of Provisions.

Life Insurance

The university provides Life and Accidental Death and Dismemberment (AD&D)
insurance for all full-time employees in an amount equal to their basic annual earnings up
to a maximum of $50,000, provided they are otherwise eligible and qualified under the
terms of the plan. The cost for this benefit is paid by the university. The life insurance may
be converted to an individual policy at termination of employment. Full time employees
may choose to purchase additional life insurance and AD&D insurance via payroll
deduction.

Disability

Short-Term Disability: The university provides short term disability for eligible full- time
employees through MetLife. This benefit is for qualified medical conditions arising from
non-business-related illness or injury and requires one (1) year of full-employment before
an employee is eligible for coverage.

To apply for disability , covered employees should work with Human Resources to complete a
claim form which will require a physician’s statement and signature.

The claim form will be reviewed by a claim analyst at the university’s disability insurance
carrier.

If the claim is approved, there is a fifteen (15) calendar-day elimination (or waiting) period
before compensation benefits are available to be paid for a covered injury or illness.
Employees are required to use their available PTO during the elimination period.

The length of disability is based on medical evidence documentation.

The paid benefit is equal to sixty percent (60%) of an employee’s regular salary up to $1500 a
week. PTO can’t be stacked on top of disability pay.
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All Short-Term Disability coverage is limited to a maximum of eleven weeks (including the
15-day elimination period), at which time the employee may consider applying for benefits
under the university’s long-term disability plan.

Long-Term Disability: The university provides long-term disability (LTD) insurance for
all full-time employees. Disability insurance provides financial protection by paying a
portion of the employee’s income while disabled. LTD insurance is equal to 60% of pre-
disability regular earnings after 90 days of continuous and total disability.

Tuition Assistance

Tuition Assistance is a benefit provided by the university for eligible employees, their
spouse and their dependents and is provided with the expectation of continuing
employment by the employee after the benefits have been provided. The Tuition
Assistance Policy, which is attached to this handbook as Appendix C, describes all the
details regarding how the benefit is provided and the associated application process.
Please note that tuition assistance is based on enrollment in a program at MNU and not

Flexible Spending Account (FSA)

The university provides a Flexible Benefits Program (Section 125 Flexible Spending
Account) for full-time employees. Eligible employees may designate a portion of their
earnings to be placed in the FSA on a pre-tax basis. The money may then be used to
reimburse the employee for out-of-pocket medical, dental, vision, or childcare expenses.
Information about the FSA program is available in Human Resources.

offered on a class-by-class basis.

Social Security

All non-student employees are covered by social security. Student employees taking part-
time course loads are also covered. Benefits include retirement, disability, survivor’s
insurance, and Medicare as provided by the federal program. The cost of social security is
shared between the employee and the institution.

Worker’s Compensation

All employees are covered by Worker’s Compensation provided in accordance with the
Kansas Worker’s Compensation Act. The premium for this coverage is paid by the
university. Any employee injured at work should report the injury within twenty-four
hours to Human Resources so that proper claim forms may be filed. Failure to report
accidents can create delays in processing insurance claims.
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Employee Assistance Program (EAP)

The university has contracted with a third party to provide tools and resources designed to
help employees overcome life challenges that can affect their health, family life or job
performance. All full time and regular part time staff and faculty and their family
members are eligible to receive up to 6 cost-free counseling services covering a variety of
issues. For more information contact Human Resources.

Emergency Closing

At times, emergencies (such as severe weather, fires, or power failures) can disrupt
university operations. MNU will make every effort to maintain normal work hours during
these emergencies or inclement weather. In extreme cases, the circumstances may require
the closing of the university for an entire day or on days when weather conditions worsen
as the day progresses or an emergency arises, the university may decide to close early. In
these cases, if the university offices are closed, each administrative unit will be notified as
soon as the decision is made, and they will notify individuals in their area.

When the university offices are officially closed due to one of the above-listed
emergencies or severe weather conditions, the time off from scheduled work will be paid.
Time absent from work due to emergency conditions shall not be counted as hours worked
when computing weekly overtime.

In cases where an emergency closing is not authorized, employees who choose to leave
early, arrive late, or choose not to report to their normal work hours will not be paid for
the time off. Employees may request available paid leave time such as unused PTO
benefits to cover these hours. An employee must notify his/her supervisor if they choose
to leave early, arrive late, or not report due to the emergency (severe weather, fire, or
power failure).

Some positions within the university have job responsibilities that are essential to the
safety and well-being of students and employees. In addition, critical services employees
maintain the overall functioning and maintenance of campus facilities and grounds.
Critical services and emergency personnel include certain employees working in Facility
Services, Campus Policy, and may include others on a case-by-case basis. For more
information concerning whether a position is classified as an emergency or critical
services position, employees should speak with their manager or contact the Human
Resources office.

45



Employees in critical services positions must report during their scheduled shifts unless
notified by their manager. If a critical services employee cannot report to work due to
inclement weather, the employee must speak directly to his/her supervisor prior to the
start of the shift to be eligible to use a paid day off. The time off will be unpaid if PTO
leave is not available. Critical services workers who must report to work when the
campus is closed get straight pay for the hours worked, they are then also credited the
Free Friday hours provided to the rest of the campus to use at another time (with
supervisor approval) before the end of that fiscal year.
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CODE OF CONDUCT
Standard of Conduct

MidAmerica Nazarene University desires to be a distinctively Christian community, and as
such, we seek to live life together under the authority of Jesus Christ, following His teaching
and His life of compassion.

As an institution sponsored by the Church of the Nazarene, MidAmerica Nazarene
University adopts fully the doctrinal and ethical standards of the Church. Each employee
agrees to support and respect the basic standards of conduct adopted by the Church of the
Nazarene. Employees should exemplify personal, moral and religious conduct and abstain
from the use of alcoholic beverages, tobacco, illegal drugs, pornography, profane language,
and gambling.

In this community, biblical standards of sexual behavior are upheld. We hold that the full
behavioral expression of sexuality is to take place within the context of a marriage covenant
between one man and one woman.

Failure to adhere to this standard of conduct may result in appropriate disciplinary action
including termination of employment.

New employees are asked to sign a copy of the “Standard of Conduct” as part of their new
hire paperwork. The document is kept as part of their personnel file.

Drug & Alcohol-Free Workplace

The Federal Drug-Free Schools and Communities Act Amendments of 1989 require that
the university annually distribute a copy of this policy to all employees.

MidAmerica Nazarene university prohibits the possession, use, manufacture, or
distribution of alcohol or illegal drugs by employees on campus or as part of any
university activity. The university prohibits anyone being under the influence of drugs or
alcohol while on the premises of or working for the university. This policy applies to both
part-time and full-time employees. Any employee violating this policy is subject to
disciplinary action, up to and including termination.

Any employee convicted of criminal conduct related to drugs must notify the Director of
Human Resources within five days of any such conviction. If local, state, or federal laws
have been broken on campus or during university activities, the university may also notify
appropriate law enforcement agencies.

In addition to university consequences, Kansas and Federal law provide for fines and/or
imprisonment for unlawful possession, sale, manufacture, or distribution of drugs or
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alcohol. The amount of fines and length of imprisonment vary according to the type and
amount of the substance involved, the offender’s past record, and other factors. Personal
property may also be confiscated.

The use of certain illegal drugs and alcohol are known to be detrimental to physical and
psychological well-being. The use of drugs is associated with a wide variety of health
risks. Among the known risks are severe weight loss, malnutrition, physical and mental
dependence, changes in the reproductive system, damage to the lungs, heart problems, and
even death.

Confidentiality

Employees are responsible for respecting the confidential nature of university information.
Of particular concern would be information relating to students, employees, personnel
records, salaries, bids on projects, and similar data. Confidential information that becomes
available through work should be kept from social conversation and should not be released
to anyone without proper approval.

Family Educational Rights and Privacy Act (FERPA) Policy

The Family Educational Rights and Privacy Act (FERPA) of 1974 (also known as the
Buckley Amendment) is a federal privacy law affording students certain rights with
respect to their education records. MidAmerica Nazarene University complies fully with
this law. The university Registrar serves as the institutional FERPA Compliance Officer.
For the full Educational Rights and Privacy Policy, please refer to:
http://www.mnu.edu/FERPA.

Workplace Violence and Threat Prevention

MNU does not tolerate acts or threats of workplace violence. The university strictly
prohibits employees from making threats or engaging in violent acts. Violations of this
policy may be grounds for discipline, up to and including termination of employment.

All employees have a duty to report any behavior they deem to be threatening, violent, or
that has the potential to become threatening or violent without proper intervention.
Employees who experience, witness, or become aware of such conduct should promptly
notify their supervisor, the Human Resources office, or the Department of Campus Safety
(913-971-3299). In emergency situations, contact local law enforcement by dialing 911.

Title IX and Sexual Misconduct Policy

It is the policy of MidAmerica Nazarene University to comply with Title IX of the

Education Amendments of 1972 and its implementing regulations, which prohibit
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discrimination based on sex in the university’s educational programs and activities. Title
IX and its implementing regulations also prohibit retaliation for asserting claims of sex
discrimination. MidAmerica Nazarene University is committed to providing a learning,
working, and living environment that promotes personal integrity, civility, and mutual
respect in an environment free of discrimination on the basis of sex. MNU’s Sexual
Misconduct Policy & Complaint Resolution Procedures can be found here:
http://www.mnu.edu/title-ix.

Employee-Student Relationships

MidAmerica Nazarene University requires employees to maintain a standard of professionalism, while
providing the students with appropriate guidance and direction for academic success. Employees are
prohibited from entering into a dating and/or romantic relationship with an enrolled student of
MidAmerica Nazarene University, other than his/her spouse.

Business Conduct

Legal Compliance:

The university conducts its business in a heavily regulated environment, and compliance
with laws is important as a matter of legal responsibility and ethics. Employees must
comply with federal, state, and local laws, and regulations relevant to the performance of
their university responsibilities. Employees should recognize that noncompliance can have
severe adverse financial and other consequences, potentially affecting the reputation and
operations of the entire university.

Compliance with Contract and Other University Obligations

During its operations, the university frequently undertakes contractual and other formal
obligations with outside entities, including, but not limited to, sponsored project
agreements, commercial contracts for the purchase of goods and services, software
licenses, gift agreements, and memorandum of understandings (MOU) with other
organizations. Employees are expected to adhere to and act in good faith with regard to all
obligations assumed by the university. All contracts must be reviewed in advance and
approved and/or signed by the Vice President for Finance/CFO.

Stewardship of University

Employees are expected to use university resources prudently and effectively. Resources
should only be used when authorized and only for their intended purposes. Employees
should avoid waste and improper use, including not using university funds, property, or

facilities for personal benefit or, without proper approval, the benefit of the non-university
organization.
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Accuracy of Records

Employees are responsible for the integrity and accuracy of records they complete or
maintain during their duties regarding the business and/or financial operations of the
university.

Electronic Resources and Privacy

The university values privacy and recognizes its importance in the educational
environment. However, given that its information systems are provided to conduct
university business, the university maintains the right to access these systems. It does not
routinely monitor the content of communications or transmissions using the university
infrastructure, but legitimate reasons exist for persons other than the account holders to
access these systems.

Duty to Report Noncompliance

Employees are expected to support compliance with applicable university policies and the
law. If an employee has reason to believe noncompliance has occurred, he/she is obligated
to make a report to the appropriate university authority. The report should include all
relevant information. In most situations, the report should be made to the employee’s
immediate supervisor. However, if the supervisor is a subject of the report, or the
employee is otherwise uncomfortable making a report to the supervisor, the report can be
made to the Director of Human Resources.
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GENERAL INFORMATION
Post Office

The university provides an on-site Post Office, located in the Pioneer Store. The Post
Office offers commercial based pricing on priority and packaged services, with postage
rates lower than you will receive at the local Post Office. Padded envelopes are available
at lower prices and free packaging materials are available for your shipping needs.

Pioneer Dining Services

Employees enjoy a discounted rate for meals in our Cunningham Center. This includes
breakfast, lunch, dinner, steak night or special night, and Sunday Brunch. Pete’s place is
located in our Cunningham Center. Pete’s Place offers a variety of sandwiches, salads,
yogurt parfaits, fruits cup, and coffee.

The Pioneer Store

The Pioneer Store is the primary source for MNU t-shirts, sweatshirts, polos, drinkware,
gifts, textbook assistance, and much more. The Pioneer Store offers MNU employees
(staff and faculty) 20% off all regular priced merchandise in the store. The discount is
extended to employees and their immediate family members.

Chapel

Our community is committed to gathering for a weekly chapel service. These services are
held in College Church of the Nazarene on Tuesdays during the traditional undergraduate
Fall and Spring semesters from 9:15 to 10:45am. This is a time where students and all
employees can worship together. Therefore, MNU offices and facilities are closed for
Community Chapel Service. Key offices or areas may remain open as approved.
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APPENDIX A: Background Checks and Criminal History Policy

MidAmerica Nazarene University ensures that candidates for employment do not have a
history of activity that would make them unsuitable for employment. This is to ensure the
highest level of safety is maintained for MNU employees and students.

A third-party provider performs criminal background checks for a final candidate prior to
or at the time an offer of employment is extended. The university will use information
obtained through a background check only for the purpose of evaluating the prospective
employee’s ability to perform the functions of the job and for the safety or well-being of
the university’s students, other employees, and visitors. Negative information on a
background check shall in no way be used to discriminate on the basis of race, color,
national origin, religion, sex, disability, or age, and it will not automatically result in
adverse action. In such situations, an individualized assessment of all relevant factors,
including the job responsibilities of the position, will be undertaken by the university to
determine whether the negative information precludes the individual from employment.
Negative information on a background check that is relevant and job-related is grounds for
not hiring the candidate.

Background checks will be performed for regular part time and full-time faculty, adjunct
faculty, staff, and administrator positions. Background checks will also be performed on
student employees whose employment involves direct interaction with other students (e.g.,
resident assistants, tutors). This process is administered through the Human Resources
office with the results held in confidence.

As a part of the background check process, the university also performs social media
checks, sex offender registry checks, driving record checks on those who will be driving
university vehicles, and credit checks on those with significant financial responsibilities
(discussed more below).

Application:

e Each applicant completes an Authorization to Release Information form and a
disclosure form. An applicant that declines to complete the release form will no
longer be considered for employment.

e Human Resources explains the process to candidates during the interview or via
email.

Initiating a Background Check

e Human Resources processes the background check through the third-party
software program, using the information provided on the Background Check
Release Form.
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A criminal background check will determine convictions and guilty pleas at the
county and federal levels in every jurisdiction where the candidate currently
resides, has resided, or has been employees and will cover the last 5 years.
Convictions and guilty pleas include all felonies and misdemeanors except minor
traffic violations.

A driving record check will determine conviction and guilty pleas related to
operating a vehicle. These checks will only be utilized when a final candidate will
be driving a vehicle on behalf of the university on a regular basis. With driving
records, convictions and guilty pleas include all felonies and misdemeanors
including minor traffic violations. The university reserves the right to periodically
check the driving record of individuals who are driving vehicles on official
university business.

A credit check will be performed if the final candidate’s principal employment
duties (i.e., 50% or greater) are fiduciary; or if he or she will have a significant
management responsibility over the university as a whole; or if he or she will
manage a discrete segment that represents 10% or more of the activities, assets,
income, or expenses of the university’s expenditure or budget. Fiduciary
responsibilities include, but are not limited to, the following duties: handle,
receive, or have custody of money, checks or securities; authority (or make
appropriations for) expenditure; approve, certify, or sign checks; maintain or audit
accounts of money, check, or securities; or take physical inventories of money,
checks, or securities.

Sex offender registry checks are a part of the background check process. The
university reserves the right to periodically perform sex offender registry checks as
it deems appropriate.

Criminal and social media checks are a part of the background check process. The
university reserves the right to periodically perform social media checks as it
deems appropriate.

Confidential results of a background check performed by a third-party vendor are
typically available within a week. Social media checks can take 24-48 hours to
become available.

Background Check Results

Human Resources will review background checks to determine if the candidate is
eligible for employment. If any negative information is found in a report, Human
Resources will review the report with the hiring unit or department and, jointly,
they will evaluate the information and decide as to whether the offer of
employment will be confirmed or withdrawn. Human Resources and the hiring
unit or department may, but are not required to, ask the candidate for additional
information prior to making their decision. Human Resources and the hiring unit or
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department may also gather and review other information that may be relevant and
readily available, and they may consult with other university officials or legal
counsel, as necessary. Negative information in the report does not automatically
disqualify the individual from employment. Human Resources and the hiring unit
or department will consider relevant factors including, but not limited to, the
seriousness of the negative information, the passage of time since the incident
occurred, how the negative information affects the prospective employee’s ability
to do his or her job, and safety concerns.

If information identified in a background check report is going to be used to
disqualify a candidate, Human Resources will send the individual a Pre-Adverse
Action Notice and a copy of 4 Summary of Your Rights Under the Fair Credit
Reporting Act as required by the Act. A final employment decision shall not be
made until seven (7) days after the Pre-Adverse Action Notice has been sent out,
giving the prospective employee enough time to protest the results of the
background check or claim they are in error. Once the final employment decision
is made, Human Resources will send the prospective employee an Adverse Action
Notice as required by the Act.

If the prospective employee challenges the information in the background check
with the screening agency, the university is not required to hold open the position.

If the candidate is determined to be eligible for employment the candidate and the
hiring manager are notified, and employment is approved. The background check
will be kept in Human Resources.

If the candidate is determined to be ineligible for employment the candidate and
hiring manager are informed. The hiring manager will then discuss with Human
Resources the next steps to fill the position. The results of the background check
shall be maintained by Human Resources for three years from the decision not to
hire.

Falsification

Falsification of application materials, including failure to disclose criminal
convictions or guilty pleas, is grounds for termination of employment or non-
selection of an applicant.

Notification of Subsequent Offenses

Applicants for employment who plead guilty to or are convicted of a criminal
violation after they have applied should contact the Human Resources office within
five (5) days of the conviction or guilty plea. Applicants who are awarded
employment with MNU without giving notice of their plea of guilty or conviction
of a criminal violation prior to their date of hire may be immediately terminated.
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Individuals who are currently employed with the university must notify their
supervisor and the Director of Human Resources within five (5) days of a
conviction or guilty plea to a criminal violation. Failure to report a conviction or
guilty plea is grounds for discipline up to and including termination of
employment. Supervisors shall contact the Director of Human Resources upon
being informed of any such conviction or guilty plea.

In addition, employees who drive a vehicle on official university business must
notify their supervisor and the Director of Human Resources if their driving
privileges are suspended or revoked. Notice must be given to the university on or
before the business day following the suspension or revocation of driving
privileges. At no time shall employees drive on official university business if their
license has been suspended or revoked.
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APPENDIX B: Family Medical Leave Act (FMLA) Policy
All FMLA granted is subject to the Director of HR approval and shall be submitted with
written notice in advance when possible.

MNU will grant an eligible employee up to a total of twelve (12) work weeks of leave
during any continuous twelve-month period for the following circumstances:

o The birth of a child or placement of a child with the employee for adoption or foster care.

e To care for a spouse, child or parent who has a serious health condition.

o For a serious health condition that makes the employee unable to perform the essential
functions of the employee's job.

o For any qualifying exigency arising out of the fact that a spouse, son, daughter or parent
is a military member on covered active duty or call to covered active-duty status.

e To care for a covered service member with a serious injury or illness if the employee is
the spouse, child, parent or next of kin of the service member.

Such leave will be unpaid, except as indicated below. To be “eligible” for FMLA leave, an
employee must meet the following requirements: (1) worked for the university for at least
twelve months; (2) worked at least 1,250 hours for the university in the twelve months
immediately preceding the start of the leave; and (3) worked at a worksite with at least
fifty (50) employees within a 75-mile radius of the worksite.

Military Leave to Care for a Covered Servicemember: An eligible employee may take
leave for up to a total of 26 work weeks in a single 12-month period to care for a covered
service member with a serious injury or illness. For purposes of this policy, a covered
service member is a veteran or current member of the Armed Forces, including a member
of the National Guard or Reserves, who has a serious injury or illness incurred in the line
of duty on active duty that may render the servicemember medically unfit to perform his
or her duties for which the servicemember is undergoing medical treatment, recuperation,
or therapy; or is in outpatient status, or is on the temporary disability retired list; or a
veteran who is undergoing medical treatment, recuperation, or therapy for a serious injury
or illness, provided the veteran was a member of the Armed Forces at any time during the
period of 5 years preceding the date on which the employee takes leave to care for the
covered veteran.

Notice: Employees are asked to provide the Director of Human Resources thirty (30)
days’ notice if the need for leave is foreseeable. If the need for leave is not foreseeable,
employees should provide the Director of Human Resources notice as soon as practicable,
typically within one to two business days from the time the employee becomes aware of
the need for leave.

If an employee anticipates an extended medical or family leave, it is critical that he/she
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advise the Director of Human Resources to discuss in confidence the situation and, where
appropriate, advise his/her supervisor to develop a plan to cover work demands and for the
return to work.

Substitution Requirements: An employee on FMLA leave for any reason must use any
accrued, unused PTO, if not on another form of paid leave. If the employee does not
have accrued, unused PTO available, his/her leave will be unpaid.

Intermittent Leave or Leave on Reduced Schedule: Under some circumstances, leave
may be taken intermittently or on a reduced leave schedule. Intermittent leave or leave on
reduced leave schedule may be taken only if a health care provider certifies that such leave
is medically necessary due to the employee’s own serious health condition or due to the
serious health condition of the employee’s immediate family member.

An employee needing intermittent leave or leave on a reduced leave schedule, and who is
otherwise eligible for such leave, must attempt to schedule the leave so as not to disrupt
the university's operations. In addition, the university may temporarily assign the employee
to an alternate position with equivalent pay and benefits that better accommodates the
employee’s intermittent leave or leave on a reduced leave schedule.

An employee on intermittent leave or a reduced leave schedule due to his/her own serious
health condition or the serious health condition of an immediate family member must first
use his/her accrued, unused vacation and PTO, if any. If an employee does not have any
accrued, unused vacation or PTO, the leave will be unpaid.

Continuation of Benefits: : MNU will maintain coverage under the group health plan for
up to twelve (12) weeks for employees on FMLA leave, at the level and under the
conditions coverage which would have been provided if the employee had continued in
employment continuously. The university reserves the right to recover the premium paid
for maintaining coverage for the employee under the group health plan if the employee
fails to return from leave, in accordance with the FMLA. As with all other leaves of
absence, an employee on FMLA leave will not accrue vacation time, PTO, or other
benefits, unless otherwise required by federal, state, or local law.

Certification: All employees may be asked to provide a health care provider’s statement
certifying their inability to work any time a medical condition causes an absence of three
days or more. If so, an employee will be given a maximum of fifteen calendar days to
return the requested medical certification. In addition, employees will be asked to provide
a health care provider’s statement certifying the serious health condition of the employee’s
immediate family member necessitating the employee’s need for leave for three days or
more. An employee’s failure to provide the required medical certification may delay
his/her leave, if the need for leave is foreseeable, or may render the leave unapproved, if
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the need for leave is not foreseeable. For extended illnesses, recertification of the
condition and/or the immediate family member’s condition (depending on the nature of
the leave), may be required in accordance with applicable law.

Any medical information submitted to the university will be kept confidential to the extent
possible, unless otherwise required by applicable law. All required certifications must be
submitted to the Director of Human Resources.

Reinstatement: An employee who returns from FMLA qualifying leave within the
allotted twelve-week period will be reinstated to his/her previous job or an equivalent
position with equivalent benefits.

Non-Discrimination: Eligible employees who exercise their rights under this policy will
not be discriminated against or retaliated against in any way. Any employee who feels
his/her FMLA rights have been interfered with, or who believes he/she has been
discriminated against or retaliated against for exercising his/her FMLA rights, should
contact the Director of Human Resources immediately.

Scheduling Leave: Leave must be scheduled so that it does not unduly disrupt the
university’s operations.

Reporting While on Leave: The university requires you to report periodically to the
Director of Human Resources on your status and intent to return to work.

Returning to Work: You will need to provide the Director of Human Resources with a
return- to-work release that includes a Fitness for Duty Report before returning to work if
you have taken medical leave of more than five consecutive days because of your own
serious health condition. A health care provider must sign this. You are expected to return
to work when released by the health care provider. Failure to provide the requested return
to work certification may delay the employee’s return to work and/or render the leave
unprotected.

Nursing Mothers: Rooms will be designated for employees who are breastfeeding and
need to express milk while at work. The expressed milk may be stored in a refrigerator
specifically designated for this purpose located in each of these rooms. Any time spent
expressing milk is considered unpaid time and must be documented as such on the payroll
time report.

Additional Information
Worker’s Compensation: A work-related injury on the job is covered under workers’
compensation, and not under the university’s medical leave of absence program. However,
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if you are eligible for family and medical leave, then you will automatically use FMLA
entitlement while receiving workers’ compensation benefits. The Director of Human
Resources will advise you if your leave will be designated as FMLA leave time.

Performance Evaluation: If your performance evaluation date passes while on FMLA
leave, you will receive the evaluation effective on the date of the return.

The university also complied with any applicable state law provisions on leaves of
absence that may provide employees benefits different or greater than those provided for

FMLA leave.

For more information regarding FMLA, please reach out to Human Resources.
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APPENDIX C: Tuition Assistance Policy

This policy provides guidance to eligible employees who wish to apply for Tuition Assistance for a
Traditional Undergraduate (“TRAD”) or Professional & Graduate Studies (“SPGS”) program
offered by the university and is based upon the expectation of continued employment after such
benefits have been granted. The policy also guides the university in procedures related to
consortium agreements involving tuition exchange benefits such as those in Council of
Independent Colleges (“CIC”) and Council for Christian Colleges and Universities (“CCCU”).

Please be sure to read and understand the eligibility requirements and level of available benefits
under this policy as relates to the employee’s status within the university, level of the academic
program sought, and type of dependent receiving the benefit. The University reserves the right to
decline approval of tuition assistance based on the eligibility requirements and conditions outlined
below.

1. CONSORTIUM AGREEMENTS
The President’s cabinet provides oversight of all consortium agreements involving tuition
exchange provisions.
A) CIC
a. MNU will limit the number of CIC students receiving tuition remission to
three per academic year. Once tuition remission is granted, it will remain with
the designee through degree completion, not to exceed five years. The student
must maintain good academic standing as outlined in his/her respective degree
program.
B) CCCU
a. MNU will limit the number of CCCU students receiving tuition remission to
one per academic year. Once tuition remission is granted, it will remain with
the designee through degree completion, not to exceed five years. The student
must maintain good academic standing as outlined in his/her degree program.
C) Nazarene IHE Network
a. MNU will not limit the number of students receiving tuition remission from
eligible parents or guardians employed by a sister Nazarene institution. Once
tuition remission is granted, it will remain with the designee through degree
completion, not to exceed five years. The student must maintain a good
academic standing as outlined in his/her respective degree program.

Applications for Consortium Agreements must be directed to the President’s Office at
(913)971-3393

2. ELIGIBLE EMPLOYEES AND DEPENDENTS
Subject to the requirements specified in this policy, tuition assistance is available to all,
regular employees (full and part-time), and certain of their dependents, upon hire and based
upon the expectation of continuing employment by the employee after the benefits have been
granted.

Tuition Assistance is not available to independent contractors and adjunct faculty.
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A) ELIGIBLE DEPENDENTS

Spouse

Dependent children, age 23 or younger (for one baccalaureate degree).
Benefits will be provided for one year after the marriage of an otherwise
eligible dependent child. Eligibility expires at the end of the semester in
which the dependent child reaches age 24.

Definition of Dependent Child—the employee’s legal child by birth or
adoption that is eligible and will be claimed as a U.S. income tax

exemption for the year(s) in which tuition benefits are being requested.
In the case of a stepchild of an employee, the stepchild must be a
dependent of the employee and/or the employee’s spouse and must reside
primarily with the employee and his/her spouse.

B) ELIGIBILITY AND YEARS OF SERVICE
* WORKPERFORMANCE REQUIRMENT

1.

ii.

iii.

1v.

An employee’s job performance is considered before being permitted to
enroll in a program. Eligibility for Tuition Assistance is subject to
supervisor approval based upon the requirements of the employee’s
current job and performance status.

Any class time during the employee’s regular working hours requires
approval of the employee’s supervisor prior to enrollment. Hourly
employees will not be compensated for such class-time and any
consideration of make-up time must be approved by the supervisor to
ensure it is budget-neutral.

In the event of separation from employment, Tuition Assistance benefits
for an employee and spouse/dependent will continue for the remainder of
the term in which the separation occurs.

In the event of an eligible employee’s death, Tuition Assistance for
spouse/dependents currently enrolled in a program of study will continue
on the same basis, until the program is completed, as if the deceased
were currently employed.

An employee’s performance will be reviewed to determine if job
performance is satisfactory.

SATISFACTORY ACADEMIC PROGRESS

Recipients of Tuition Assistance benefits must maintain “satisfactory academic
progress” as delineated in the institution’s academic policies to remain eligible for
such benefits.
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D)

TUITION ASSISTANCE, SCHOLARSHIPS AND STUDENT REFUNDS

The use of Tuition Assistance may not result in the refund of cash to an eligible
recipient. Tuition Assistance for those who qualify under this policy shall be limited
to the actual cost of tuition.

Institutional academic scholarships as well as other tuition-related scholarships (e.g.,
Kansas Comprehensive Grant or Pell Grant) will be applied to tuition costs first with
the Tuition Assistance benefit providing the difference between the value of these
awards and the cost of tuition. Like institutional scholarships, Tuition Assistance
cannot create a cash refund for the student. Any excess amount above the direct cost
of education charged by the university will be used to reduce institutional
scholarships first and the Tuition Assistance benefit second. Cash refunds may only
be created through outside funded scholarships, grants, loan programs or direct
payments by the student.

ELIGIBLE PROGRAMS

Tuition Assistance is available for the program for which the employee or dependents
are applying, provided:

* They have not previously earned the degree
» They have met all the expectations and requirements for admission
* They are not repeating any courses previously taken.

a. TUTITON-ONLY COVERAGE

Tuition Assistance applies to tuition charges only. If the program, involved
comprehensive tuition, which covers a university-incurred out-of-pocket expense
for the cost of such things as book, technology devices or subscriptions, testing
fees, etc., such fees and charges will be separately itemized on the students’

billing and Tuition Assistance is not available for separately charged fees; course
materials; other non-tuition expenses; or for study-abroad and similar programs
or for course taken at other institutions.

b. BENEFIT LIMITATIONS BY PROGRAM

Tuition assistance is provided for the following:

=  Employees and Spouses One (1) baccalaureate and one (1) master’s degree

= Children One (1) baccalaureate degree

early college courses will be allowed for children earning credits towards a future baccalaureate degree at MNU.

c. COURSE LIMITATIONS FOR EMPLOYEES PER SEMESTER
Employees (not their spouse or dependents) are limited to taking a maximum of

two (2) courses at a time per term and are further limited to one (1) course during
the regular workday. Those selected for the Master of Counseling program will
be required to complete their practicum and internship hours with the Student
Counseling Center at MidAmerica Nazarene University. Upon acceptance,
Human Resources will provide your information to the Director of Student
Counseling.

d. LIMITATIONS WITH SPGS PROGRAMS
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The university reserves the right to limit tuition remission for the SPGS programs for
the purpose of meeting strategic financial objectives and/or minimum enrollment
requirements from full tuition-paying students. The Master of Arts in Counseling
program is limited to approx. two tuition remission students each Fall. MAC
applicants must submit their tuition assistance application by May 1 for
consideration. Early decisions will be made by mid-May. If there are open seats in
the program, additional applicants may be authorized by the Office of Academic
Affairs with final decisions by late June.

E) LEVEL OF TUITION ASSISTANCE AVAILABLE
Tuition Assistance available for Spouse and Dependents:

a. Tuition Assistance for dependent children is limited to the undergraduate or
professional programs only and is available at the same level and amounts as the
employee.

b. Tuition Assistance for spouses is available at the same level and amount as the
employee, except for Graduate programs which are limited to 50% of the
otherwise eligible employee benefit.

Tuition Assistance available for an eligible Employee:
c. Regular, Full-time Employees
i.  100% (spouses limited for Graduate programs)

d. Full-time employees with less than 4 years of service at MNU will need to sign
a Tuition Assistance Repayment Agreement. Employees who accept tuition
assistance, but leave before completing 4 years of employment, will be
required to repay the percentage of tuition received.

Years of Ser\ﬁicree -Dirtrép loyee Percentage of Repayment to MNU
Leaving after less than 1 year Pay back 100% of tuition received
Leaving after 1 completed year Pay back 75% of tuition received
Leaving after 2 completed years Pay back 50% of tuition received
Leaving after 3 completed years Pay back 25% of tuition received
Leaving after 4 completed years No payback of tuition is required

e. Regular, Part-time Employees working 20 to 29 scheduled hours per week (w/
1,000 hours worked per calendar year):

Years of Continuous Employment Tuition Assistance (Spouse
Prior to Start of the Program limited for Graduate)
1 Year 12.5%
2 Years 25%
3 Years 37.5%
4 Years 50%
F) APPLICATION PROCESS
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Application forms may be obtained in digital format from the documents section of the
Human Resources (HR) portion of the university’s web portal. Employees seeking Tuition
Assistance for their own course of study must first obtain the approval of their supervisor
by virtue his/her signature on the application form. Approval can be in the form of an
email, attached to the application form.

Recipients of Tuition Assistance must meet standard admissions requirements and be
accepted into the academic program through the normal application process which should
be completed in a timely manner. Final approval of the application is by the VP of Finance
who will return a copy of the completed and approved application to the employee.

Applications for Tuition Remission should be directed to the Human Resources Office
at (913)971-3294.)

TAXABILITY OF TUITION ASSISTANCE

Tuition Assistance, also known as Tuition Remission, is subject to taxation according to
the Internal Revenue Service (IRS) regulations in effect at the time the benefit is utilized. If
required, the benefit will be taxed. When the benefit is taxable, the value of the benefit will
be added to the employee’s W-2 form, and tax will be deducted from payroll checks.

In general, IRS regulations consider anything of value provided to an employee by an
employer to be a form of compensation. All compensation must be reported as taxable
wages and is subject to income tax withholding, unless specifically excluded by the
Internal Revenue Code (IRC). The IRC requires that educational assistance in excess of
$5,250 (as of the date of the latest revision to this policy) must be added to an employee’s
taxable wages and employment taxes must be withheld. However, tuition remission
received for programs related to the employee’s current job is not considered taxable
income and will not be shown on the W-2. For programs not related to the current job,
then tuition remission is taxable per the IRS’s guidelines.

Notes:

1. Any income tax liability attaches to the employee, not to the student
2. Taxable amounts are withheld according to the current W-4 on file
3. Total funds received for job-related programs for employees are tax free

Personal Federal Income Tax Treatment of MNU Tuition Assistance
Program Type Employee Spouse Child
Traditional Tax Free Tax Free Tax Free
Undergraduate
Professional Tax Free Tax Free Tax Free
Undergraduate
Graduate Tax free up to $5,250 with 100% Not eligible
Programs exception of job-related taxable

program (see note 3)
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What happens to the taxes that are withheld?

The additional taxable income and taxes withheld are reported on your annual W-2
form. The university is required to issue W02 forms to employees by January 31%
and to the federal government by February 28™. Educational assistance in excess of
the excludable amount is subject to federal, social security, and Medicare taxes.
The example and table below shows how the taxable tuition benefit taxes are
reported on the W-2 form.

Example: An employee enrolls in graduate-level coursework and receives a
tuition remission benefit worth $10,000. The $10,000 tuition remission received
less than $5,250 exclusion leaves $4,750 of additional taxable income reported in
boxes 1, 3, and 5 of the employee’s W-2 at the end of the year.

Type of Tax W-2 Taxable W-2 Taxes Description
Wages Withheld

Federal Box 1 $4,750.00 | Box 2(a) $713.00 | Based on

Income Tax Employee’s

W-4 info.

Social Security Box 3 $4,750.00 | Box 4 $295.00 6.2%

Medicare Box 5 $4,750.00 | Box 6 $59.00 1.45%

Total Taxes $1,067.00

Federal income tax withheld for the year (Box 2 of W-2) would be based upon the
employee’s W-4 election (the amount shown above is merely for illustration
purposes). Social Security tax withheld for the tax (reported in Box 4) would be
$295 (84,750 additional taxable wages *6.2% tax rate) more than the amount
withheld against wages alone, and Medicare tax withheld for the year (reported in
Box 6) would be $59 ($4,750 additional taxable wages *1.45% tax rate) more than
the amount withheld wages alone. These additional taxes must be withheld from
the employee’s paycheck.

How are Taxes Determined?

Each quarter, Payroll receives a report indicating the total dollar amount of tuition
benefits received by employees or their dependents for graduate level education
during the current calendar year. This report total tuition for all terms, as
applicable. If the amount received by an employee exceeds the annual excludable
amount ($5,250), the excess must be added to the employee’s taxable wages when
the employee received the benefit. The increase in taxable wages also increases the
taxes withheld and reduces net pay.
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When are the taxes withheld from employee’s pay?

Month Taxability Determined

Paychecks Affected

January

January, February, and March

April April, May, and June

July July, August, and September
October October, November, and December
December November and December
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APPENDIX D: Whistle Blowing Policy

Section 301 (m)(4) of Sarbanes-Oxley Act of 2002 (“SOX”) requires MidAmerica
Nazarene University to have a policy regarding concerns of questionable accounting or
auditing. MNU is committed to high ethical standard in all activities associated with the
university to maintain the confidence of employees, students and families, donors,
vendors, Church of the Nazarene constituents, and the public in the quality accounting and
public reporting. Under the Sarbanes-Oxley Act of 2002, the Financial Affairs Committee
of the Board of Trustees is responsible for the receipt, retention, and treatment of
complaints received by MNU regarding accounting, internal accounting controls, or
auditing matters. The Financial Academic Committee is also responsible for the
confidential, anonymous submission of concerns by MNU employees.

Scope: this policy related to employee complaints or concerns regarding any questionable
financial affairs (accounting/auditing), including, but not necessarily limited to, the
following:
» Fraud of deliberate error in the preparation, evaluation, review, or audit of any
financial statements of the university
= Fraud or deliberate error in the accounting and maintaining of financial records of
the university
= Deficiencies in or noncompliance with the university’s internal accounting controls
= Misrepresentation or false statements to or by a senior administrator regarding a
matter contained in the financial records, financial reports, or audit reports of the
university
= Deviation from full and fair reporting of the university’s financial condition
= Improper financial transactions, including kickbacks or financial conflicts of
interests
= Violations of generally accepted financial aid practices as sanctioned by the
Department of Education
= Employee theft or misuse of university property or assets

Reporting: MidAmerica Nazarene University’s policy will be published on MNU’s
website and handbook. Any employee may submit an accounting/auditing complaint or
concern by the following the procedures listed:
a) Accounting/Auditing complaints may be made by any of the following methods:
a. By email to Dan Rexroth, Financial Affairs Committee chair, at
drexroth@jkv.org.
b. By letter addressed to Accounting Complaint, Financial Affairs Committee,
c/o MidAmerica Nazarene University, 2030 E College Way, Olathe KS
66062.
b) Any person submitting an accounting/auditing complaint is encouraged to provide
as much information as possible regarding the subject matter of the complaint.
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Resolution of the problem will depend on the integrity of the information provided.
The more details are provided, the further the complaint can be investigated and
addressed.

c) Employees submitting accounting/auditing complaints do not need to identify
themselves. An anonymous complaint will not result in any attempt to identify the
employee making the allegation. Due to the nature of allegations, anonymous
complaints will not be taken lightly; anonymous complaints submitted by
employees will be treated confidentially. If the employee does identify
himself/herself, their identity will not be disclosed without their permission unless
the law requires it. No employee will be subject to retaliation because of an
accounting/auditing complaint made in good faith. If an employee knowingly
makes false allegations, that conduct will result in disciplinary action.

d) The Financial Affairs Committee Chair will report on all accounting complaints
received since the prior committee meeting. If the chairperson determines a
complaint is severe and requires an evaluation by the committee prior to the next
scheduled meeting, the chairperson shall contact the other members of the
Financial Affairs Committee to determine how to proceed.

Investigation: Either the Financial Affairs Committee Chair or committee members
(depending on the severity and potential impact of complaint) will take appropriate steps
considered necessary to investigate any accounting/auditing complaint. Upon the outcome
of the investigation, the chairperson or committee members will propose a solution to
resolve any deficiency or error to the Vice President of Finance or Board of Trustees
(whichever is appropriate). The Financial Affairs Committee Chair or committee members
may retain advisors to assist in carrying out any investigation and proposing any solution.

Implementation: The Financial Affairs Committee is responsible for the implementation
of this policy and the provisions outlined herein. It may interpret the policy and make
judgments about the application of the procedures. It may request reports from any office
with accounting and/or auditing functions about the implementation of this policy and take
any action necessary to implement the policy. The Financial Affairs Committee may
amend this policy at its discretion.
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APPENDIX E: University Communications Policy

Communications in all media forms play an important role in setting first impressions of
the university. Brochures, Web pages, advertisements, even stationery and campus
signage convey an image and create an impression in the minds of our audiences. This is
especially true for those whose main impression of MNU is formed only through these
communication channels.

Every effort should be made to integrate all marketing communications representing the
university. Such integration maintains the consistency of the MNU image and strengthens
the message portrayed by the university. Additionally, any program that is sponsored by
the university gains its main source of credibility from the university. Adherence to
university marketing communications policy, MNU brand strategy and careful,
intentional use of these tools will provide increased market-position strength for the
university. All schools, departments, and divisions benefit from our unified identity and
narrative.

The President’s Cabinet has been charged by the Board of Trustees to approve any
publication or form of publicity that goes out in the name of the institution.

Print and Web Communications Policy Statement

Under the Cabinet’s direction, the University Communications team serves as the
clearinghouse for all forms of print, broadcast, and Web-based communications produced
in the name of the university for external audiences. Print and digital communications
representing the university’s various programs, regardless of funding, should involve the
University Communications team at initial concept phases to develop a plan for
production and coordination, especially before any project expenses are incurred.

Examples of these projects included:
= Any communication for external constituents, such as brochures, posters, flyers,
postcards, logos, stationery, business cards, etc. (excluding written letters)
= Websites and/or web pages
= Exhibit booths, digital displays across campus, and other forms of promotion.

Exceptions to this policy includes:
= Articles for journals or publications
= Event planning announcements for internal campus events (posters, flyers, chapel
announcements, guest lectures, etc.)

1. Standard MNU templates and specific vendors exist and should be used for stationery
items: letterheads, envelopes, business cards, etc.

2. The MNU wordmark, MNU seal, the Secondary marks, and other official
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representations of MidAmerica Nazarene University, cannot be adapted, changed, or
reassembled without permission. Archives and updated copies of such items are
maintained by the University Communications team and provided as needed.

The MNU Wordmark and Secondary Marks, along with the MNU seal, are the
primary identification marks for the university. The extensive creation and use of
new logos is discouraged as it is counterproductive to the development of a unified
visual/brand identity for MidAmerica Nazarene University.

However, under limited and unique circumstances, a new logo may be developed;
but in general, the new logo needs to be used in combination with the university
wordmark or secondary mark. Virtually all new logos are related to the efforts of
non-academic entities, which require marketing or direct sales to external
audiences.

Electronic media, such as Web, digital and broadcast content, including those
presented in venues owned and operated by the university, are required to comply
with the University Communications Policy.

The University Communications team is responsible for establishing and
maintaining the overall design, organization, and content of the university website.
Authorized and trained “web editors” may access sections of the MNU site for
general content updates.

Advertising and Video/Interactive Communications Policy Statement
Marketing and advertising that is created and placed in the name of the university
should be completed in coordination with University Communications.

Individuals or offices seeking to advertise a university program, event, or class
outside the campus environment should first consult with the University
Communications team. The University Communications team also oversees the
creation of audio, video, interactive, and broadcast projects. Knowledge of such
efforts is important to the establishment of a consistent visual/brand identity.
Individuals or offices desiring to use such technology should consult the University
Communications team.

Regardless of funding, all advertising, as well as audio, video, interactive, and
broadcast projects, should involve the University Communications team at initial
concept phases, especially before any project expenses are incurred.
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APPENDIX F: Animal on Campus Policy

It is MidAmerica Nazarene University’s policy to provide a safe and healthy work
environment for all employees and visitors. In accordance with this, animals are
prohibited from all university buildings (owned or leased) and events except for
authorized service animals and working animals as defined below. In addition, all animals
on the grounds of MNU must have a leash or lead suitably attached to the animal and held
by the person responsible. No person shall tether an animal to any fence, tree, shrub, post,
or other objects located upon the property of MidAmerica Nazarene University.

Definitions

Service Animal - refers to animals (primarily dogs) used to guide or aid persons with
disabilities in the activities of independent living. The Americans with Disabilities Act
(ADA) defines service animals as any animal individually trained to do work or perform
tasks for the benefit of an individual with a disability. If an animal meets this broad
definition, it is considered a service animal.

Working Animals - refers to those animals engaged in authorized service to the corporation
(e.g., guard dogs, pest control animals, police dogs), and to authorized research animals
conducted by a University department or the use of an animal to carry out functional
responsibilities of a University department.

Scope and Application
This Policy shall apply to all employees, contractors, and visitors of the university. This
policy shall cover all areas and business operations of the university.

This policy provides for the health and safety of employees, visitors, and company
facilities by restricting animals as follows:

= Unauthorized animals are not permitted in any building, leased, or owned by
MNU.

= Animals brought on campus must always be under the complete control of the
owner and present no hazard to people or property. The wearing of a muzzle by a
dog shall not be regarded as control by its owner.

= Employees and visitors are reminded that bringing a pet to campus and leaving
them in a car is neither appropriate, not safe, and is prohibited is some
jurisdictions. It will be the responsibility of Campus Security to report to the
appropriate local authorities any animal left in a vehicle or otherwise unattended. If
the vehicle can be identified as belonging to a specific employee or student,
Campus Security will attempt to reach that person prior to contacting authorities.
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To accommodate individuals with disabilities, service animals are expressly
permitted in all areas in the workplace.

Employees who need a service animal must obtain authorization through the
reasonable accommodation process prior to bringing the animal to the campus
from the Director of Human Resources

Instructional program animals (Fidelco dogs) will be permitted on a limited case-
by-case basis, and only if approved in advance by the senior leader at the facility.

In all cases, only clean, trained, well-behaved, non-aggressive animals are allowed,
and they are always to be leashed and kept under control.

It is the animal owner’s responsibility to ensure that animals relieve themselves
outside and owners should not call upon co-workers or facilities staff.

Working animals are permitted under the direction of Campus Security.

Individuals are reminded not to touch, feel, or pet a service/working animal when
the animal is working as it distracts the animals from the task at hand.
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APPENDIX G: Remote Meeting Etiquette
REMOTE MEETING ATTENDANCE ETIQUETTE GUIDELINES by Zoom

Video and Audio:

Unless your appearance or background is inappropriate or distracting, turn ON
your video. Video is crucial in building trust and engagement in virtual

communications, adjusting the camera to capture your entire face.

Test your video and audio before your meeting at zoom.us/test.

Look at the camera. This takes a bit of getting used to since you want to look at
the other participants’ faces but try to look at the camera when you are talking,
alternating between camera and audience members. This tactic will mimic the in-
person feeling of eye contact.

While Zoom works well with built-in computer cameras, if possible, use a good
quality camera and headset.

Zoom functions well with a strong wireless connection, but if you can, hardwire
your computer into the Internet.

Be polite!
Manners matter. There are some general rules of courtesy for virtual (and in person)
business meetings.

If possible, do not eat on Zoom calls.

Avoid multitasking, remaining engaged through meetings. When not talking,
mute yourself.

Refrain from private behavior. It is important to remember the camera will
capture all activity.

Your Environment

Focus on ensuring a professional background in your camera shot. Clean up and
have a simple background (a plain wall, potted plant, or a bookshelf works
perfectly). Zoom also provides virtual backgrounds if needed.

Position yourself so that most of the light is coming from in front of you
(behind the monitor), instead of behind you. If you have a window behind you,
shut the blinds. Otherwise, you will be backlit.

Use engagement tools! Make full use of everything Zoom has to offer. Screen
share, annotate shared content, send out a quick poll, solicit feedback in chat, split
your attendees up into video breakout rooms, send attendees to a website and have
them fill out a Google Doc. Do what it takes to keep your audience actively
engaged.

Don’t get too close. Position yourself so the camera is seeing you from the chest or
waist up, instead of just seeing your face. This is more natural for the viewer (after
all, in an in-person meeting you are usually seeing more of a person than just their
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face). This is especially beneficial if you tend to gesture a lot.

®  Your best teacher is yourself. Record yourself and watch the playback with a
critical eye. Use the experience to refine your approach to presenting in Zoom.
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