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Section 1 - Guiding Principles 

 
Welcome and Letter from the President 
 
 
Dear Life U Employees, 
 
It is an honor to work alongside you in 
serving our students and fulfilling the 
mission of this unique and world-changing 
institution. As we work together, this 
handbook will provide us not only with the 
fundamentals of the workplace, 
regulatory, and other compliance rules, 
but also with the ground rules and 
guidance we need to serve our students – 
and one another – well. 
 
This handbook, which applies to both staff 
and faculty, comes at a challenging time 
for higher education and for Life U. Together, we are meeting and surmounting those challenges with the 
Launchpad initiatives that are underway to accelerate our arrival into the future we envisioned as part of the 
2040 Strategic Plan. I’m grateful each day for your contributions and dedication to our current and future 
students, thousands of alumni, and our shared vision of a world centered on vitalistic thinking and action. 
 
While the rules and regulations that are necessarily set forth in an employee handbook, which apply to both 
staff and faculty, may seem tedious and legalistic, they are meant to keep us on the path blazed by our 
founding president, Dr. Sid Williams, guided by our foundational value set known as Lasting Purpose. 
These rules and regulations are the “cellular structures” that also serve to remind us of the importance of 
fulfilling the responsibilities and meeting the expectations of our roles within the living, dynamic organism 
that is Life University. 
 
In closing, I cannot thank you enough for the parts you play daily in to keep us on our path and meet the 
challenges on the way to the future we envision. We simply could not do it without you.  
 
With gratitude and appreciation, 
 
 
 
 
Brian J. McAulay, D.C., Ph.D. 
President 
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Employee Handbook 

 
Effective April 1, 2026 

 
 
Notice to Employees 

From time to time, it becomes necessary to review, revise, and communicate updates and relevant 
information contained in the Employee Handbook. This Employee Handbook (Handbook) replaces and 
supersedes any previous Handbook published and issued by the University. To ensure appropriate 
communication occurs, every employee is responsible for reading and acknowledging the content and 
receipt of this Handbook. The Handbook is available online and in the HRIS system. 
 
 
Purpose of the Handbook 

Life University is proud of its philosophy, reputation, and culture and strives to freely share expectations 
that underscore and support lasting purpose. This Handbook was prepared as an introduction to our 
culture, employee benefits, rights and responsibilities, and to assist you in finding answers to questions you 
may have to explain your employment. Please take the necessary time for a thorough review. This 
Handbook may contain general information and broad guidelines. Should you have questions about your 
individual eligibility for a particular benefit or about how a particular policy or practice relates to you, you 
should direct these to the Office of Human Resources. 
 
This handbook does not confer any contractual rights, either express or implied, to remain in the 
University's employment and does not alter the at-will nature of employment. Nor does it guarantee any 
fixed terms and conditions of your employment. Your employment is not for any specific time and may be 
terminated at will with or without cause and without prior notice by the University, or you may resign for any 
reason at any time with prior written notice. This handbook states only general University guidelines. 
Although the University intends that the benefits, policies, and regulations outlined in this handbook will 
generally remain in effect, the University reserves the right to amend, curtail or to otherwise revise the 
benefits, policies, or regulations outlined. Some subjects described in this handbook are covered in further 
detail in official and governing policy documents. 
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About Life University 
Life University is home to a diverse community of learners, teachers, hard workers and innovators looking to make a 
positive difference in our communities, nation and world. We believe that all people are interconnected and that we serve a 
community larger than ourselves. In fact, it’s the principle that our institution was founded upon, Lasting Purpose, that gives 
us this sense of responsibility and charges us To Give, To Do, To Love, To Serve — Out of a Sense of Abundance. 
 
Additionally, Life University is known not just for serving, but for what it is we serve. We are a health sciences institution built 
on a philosophy that realizes that the body is more than bones, tissue, organs and blood; it contains a specific, guiding 
intelligence that aids its responses to outside interferences. This intelligence is called Vitalism, the understanding and 
principle that all organic systems in the universe are conscious, self-developing, self-maintaining, and self-healing. We 
believe this philosophy is worth spreading to the world, and although we are a relatively small University, we do just that 
through big initiatives. 
 
And of course, we can only achieve our big goals if our academic foundation is thriving and producing the best vitalistic 
healthcare professionals in the world. That’s why we are not satisfied with maintaining the status quo, as we are constantly 
evaluating and making improvements to our pedagogy, technology, and facilities to provide our students with all they need 
for success. By producing skilled graduates ready for the workforce and to serve their fellow man, Life University will help 
ensure that as many individuals as possible are functioning at their optimal potential. 
 

The Mission of Life University 

The mission of Life University is to empower each student with the education, skills, and values to maximize the perfection 
within, based upon a vitalistic philosophy. 
 
Life University is committed to a global vision and excellence in teaching, learning, and research, providing an exceptional 
student experience leading to a life of Integrity and Lasting Purpose. 
 

Vision 

A world centered on vitalistic thinking and action. 
 

Eight Core Proficiencies 

The University believes its staff, faculty and students can succeed by mastering a set of values and skills we call the Eight 
Core Life Proficiencies, or more importantly, Eight Ways to Great: 
 
Integrity and Citizenship. Integrity provides the underpinning for the responsible exercise of our rights and responsibilities 
as human beings. Integrity leads to empowerment and excellence, while a lack of integrity results in mediocrity. Life 
University teaches students how to manage personal integrity and function as valued citizens within the academic, 
healthcare and larger communities. 
 
Leadership and Entrepreneurship. Extensive research outlines the hallmarks of effective leadership. Life University draws 
on this body of knowledge and teaches students in all our degree programs how to apply it in an entrepreneurial setting to 
build a successful business or organization. 
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Learning Theory/Critical Thinking. Life University engages students in critical thinking by teaching them how to gather 
meaningful data, synthesize new information with existing knowledge, think independently and search for practical 
application of their knowledge in professional practice and daily life. We exhort our students to not only learn skills, but to 
also become innovators who contribute positively to their communities. 
 
Contemporary Scientific Paradigms. For thousands of years, and especially since the work of Sir Isaac Newton, 
humankind’s scientific understanding of the functioning of the universe has been based largely on a mechanistic model. 
Contemporary quantum physics opens the door to a much more vitalistic understanding of human dynamics. Life University 
exposes our students to the implications of these models, especially as they apply to research in health care. 
 
Philosophy of Human Existence & Healthcare Policy. Healthcare systems evolve from healthcare philosophies. 
Although our most institutionalized systems today revolve around a mechanistic view of health, Life University sees the 
value in a vitalistic view of human function. With a growing body of evidence to support vitalistic concepts in the healthcare 
milieu, Life University is spearheading change that will revolutionize our nation’s approach to health care and healthcare 
education. Our faculty clearly identify these key issues for students and teach them how to evaluate new information and 
direct professional dialogue that will lead to new healthcare policy. 
 
Communication & Relationship Theory/Skills. An ability to communicate effectively and the capacity for building 
relationships with others are critical factors in personal, business and life success. These skills can be developed. Life 
University challenges its students to develop and utilize the skills of effective listening, empathy, interpersonal skills and 
public speaking to create clear communications and foster meaningful professional relationships with members of the 
public, patients, colleagues and key opinion leaders. 
 
Belief Systems & Performance. Life University exposes its students to a range of contemporary intellectual approaches 
and technologies that will help them reach higher levels of performance and professional success. Students will learn 
criteria by which to judge the usefulness of certain technologies and their applicability to their learning styles. 
 
Integrative Change. Because change is one of the few constants in today’s professional environments, an educated 
person must learn how to evaluate, plan for and effectively use the element of change to impact controlled differences in the 
world. Life University exposes students to test theories and concepts to help them evaluate their usefulness. Students also 
learn how people integrate and accept new philosophies and skills for communicating new concepts of health care. 
 

Our Employment Philosophy 

We are committed to attracting and retaining great employees and want to make our workplace as productive and rewarding 
as possible. Life University employees are integral to the creation and maintenance of a thriving University community, 
engendering collective and individual prosperity. We expect all employees to show our students and each other the highest 
level of civility and to be dedicated to the highest behavioral standards. 
 
Life University promotes civility and diversity and prohibits hostility, harassment, and discrimination in any form. Life 
University takes care to specifically identify and prohibit unethical and unprofessional conduct and to provide clear 
expectations supported through guidelines, procedures, and policies.; however, the University realizes the list is not 
exhaustive and generally expects an exceptional level of professional decorum and ethical behavior. 
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Equal Employment Opportunity Policy 

Life University is committed to maintaining a workplace that is free of inappropriate or unlawful conduct based on race, 
color, religion, sex (including sexual orientation and gender identity), national origin, age, disability, genetic information, or 
other protected group status as provided by law. In keeping with this commitment, we prohibit the unlawful treatment 
(including harassment, discrimination, and retaliation) of employees, applicants, contractors, interns (paid or unpaid), and 
volunteers by anyone, including any supervisor, coworker, contractor, subcontractor, vendor, client, visitor, customer, or 
agent, or other third party. It is our policy to comply with all applicable federal, state, and local laws.  
 
A copy of the full EEO Policy is located on line https://catalog.life.edu/content.php?catoid=39&navoid=5259 
 
 
Prohibited Conduct 

This Policy applies to all aspects of employment, including, but not limited to, recruitment, hiring, promotion, demotion, 
transfer, lay-off, recall, discipline, termination, compensation, and benefits. Improper conduct also consists of misconduct 
that includes unwelcome conduct, whether verbal, physical, or visual, that is based upon a person’s protected status or 
activity (such as opposition to prohibited discrimination or participation in the statutory complaint process) as provided for by 
law. This includes conduct by someone of the same gender. We prohibit unlawful conduct that affects tangible job benefits, 
that interferes unreasonably with an individual’s work performance, or that creates an intimidating, hostile, or offensive 
working environment. No one, including any supervisor, has authority to engage in such conduct.  
 
If you feel you have been subject to the type of conduct prohibited by this Policy, you must report this conduct in accordance 
with the University’s Employee Complaint Procedure, which is contained in this Handbook. You should report any improper 
conduct before it becomes severe or pervasive, and you should not wait until it rises to the level of unlawful action. 
 
 
Sexual Harassment  

Unlawful harassment based on an individual’s sex is prohibited. Unlawful harassment can take many forms. For instance, 
unwelcome sexual advances, requests for sexual favors, and other physical, verbal, or visual conduct can constitute sex-
based harassment when (1) submission to the conduct is an explicit or implicit term or condition of employment; (2) 
submission to or rejection of the conduct is used as the basis for an employment decision; or (3) the conduct has the 
purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile, or 
offensive working environment. Inappropriate conduct may include explicit sexual propositions; sexual innuendo; suggestive 
comments; jokes about gender specific traits; gender-specific foul or obscene language or gestures; displays of foul, 
obscene, or sexual material; sexually related emails and text messages; and physical contact, such as patting, pinching, or 
brushing against another’s body. An individual who feels he or she has witnessed or been subject to harassment must 
follow the University’s Employee Complaint Procedure, which is contained in this Handbook. 
 
 
Prohibition of Other Types of Discriminatory Harassment 

It also is against University policy to engage in verbal or physical conduct that denigrates or shows hostility or aversion 
toward an individual because of his or her race, color, religion, age, national origin, disability, genetic information, or other 
protected status (or status of the individual’s relatives, friends, or associates) that: (1) has the purpose or effect of creating 
an intimidating, hostile, or offensive working environment: (2) has the purpose or effect of unreasonably interfering with an 
individual’s work performance: or (3) otherwise adversely affects an individual’s employment opportunities. An individual 
who feels he or she has witnessed or been subject to harassment must follow the University’s Employee Complaint 
Procedure, which is contained in this Handbook. 
 

https://catalog.life.edu/content.php?catoid=39&navoid=5259
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Americans with Disabilities Act and Pregnant Workers Fairness Act  

It is our policy to provide equal employment opportunity to applicants and employees with covered disabilities under the 
Americans with Disabilities Act of 1990, as amended, (“ADA”) or other applicable law. This Policy applies to all aspects of 
employment and application for employment. As required by the ADA or other applicable law, we will provide reasonable 
accommodation to qualified individuals with a disability in the workplace unless such accommodation presents an undue 
hardship or if the individual is a direct threat to the health or safety of the individual or others. 
 
Additionally, the University complies with the Pregnant Workers Fairness Act. In this regard, pursuant to any applicable 
requirements of the Pregnant Workers Fairness Act, the University will provide reasonable accommodations to employees 
and applicants with known limitations related to pregnancy, childbirth or related medical conditions that can perform the 
essential functions of the job with such accommodations unless such accommodations present an undue hardship.  
 
Examples of reasonable accommodations under the Pregnant Workers Fairness Act may include: 

• Additional break time for restroom use, meals, hydration, and rest. 
• Seating options allowing for sitting or standing as needed. 
• Schedule changes, part-time work, and paid and unpaid leave. 
• Flexible work hours to accommodate medical appointments and physical needs. 
• Telework (remote work). 
• Closer parking spots to the workplace entrance. 
• Light duty. 
• Making existing facilities accessible or modifying the work environment. 
• Job restructuring. 
• Temporarily suspending one or more essential functions of your job. 
• Acquiring or modifying equipment, uniforms, or devices. 
• Adjusting or modifying examinations or policies. 

 
The University further notes that it will not require individuals covered under this Act to take paid or unpaid leave if there is 
another reasonable accommodation that is available that still allows the individual to perform the essential functions of the 
job with such accommodation.  
 
An individual with a disability or a known limitation related to pregnancy, childbirth or related medical conditions may request 
reasonable accommodations at any time during the application process or during employment. Reasonable 
accommodations changes are made to the work environment or to the manner or circumstances in which the job 
customarily is performed that allow an individual with a disability to perform all essential job functions. We are not required, 
however, to provide an accommodation if doing so would cause an undue hardship to the University or if the individual is a 
direct threat to the health or safety of the individual or others in the workplace.  
 
All requests for accommodations will be addressed in connection with an interactive dialogue with the affected individual. The 
responsibility for seeking reasonable accommodations begins with the employee or applicant. To request an accommodation, 
an individual should submit a request in writing to the Office of Human Resources. Alternatively, an individual may speak to a 
member of the Human Resources team informally about a request for accommodation but may be asked to complete an 
Accommodation Request Form. Upon receiving a request for accommodation, we will seek an interactive process with the 
individual to clarify his or her needs and identify the appropriate reasonable accommodation. Failure to provide required 
information or to otherwise participate in a meaningful way in the interactive dialogue process regarding an accommodation 
request may result in denial of an accommodation. Any individual believing that a reasonable accommodation has not been 
provided or who otherwise feels he or she has been discriminated against on account of a disability or a known limitation 
related to pregnancy, childbirth or related medical conditions must follow the University’s Employee Complaint Procedure, 
which is contained in this Handbook. 
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Religious Accommodations 

The University respects the sincerely held religious beliefs and practices of all employees and will make, on request, an 
accommodation for such observances when a reasonable accommodation is available that does not create an undue 
hardship on the University’s business. An employee whose religious beliefs or practices conflicts with his or her job, work 
schedule, or with the University’s policy or practice on dress and appearance or with other aspects of employment and who 
seeks a religious accommodation must submit a written request for an accommodation to the Office of Human Resources. 
Alternatively, an individual may speak to a member of the Human Resources team informally about a request for 
accommodation but may be asked to complete an Accommodation Request Form. Upon receiving a request for 
accommodation, we will seek an interactive process with the individual to clarify his or her needs and identify the 
appropriate reasonable accommodation. Failure to provide required information or to otherwise participate in a meaningful 
way in the interactive dialogue process regarding an accommodation request may result in denial of an accommodation. 
Any individual believing that a reasonable accommodation has not been provided or who otherwise feels he or she has 
been discriminated against on account of a religious belief or practice must follow the University’s Employee Complaint 
Procedure, which is contained in this Handbook. 
 
 
Compliance with the Genetic Information Nondiscrimination Act (GINA) 

It is a violation of University policy to discriminate, harass, or retaliate against an employee or an applicant based on genetic 
information when it comes to any aspect of employment, including hiring, firing, pay, job assignments, promotions, layoffs, 
training, fringe benefits, or any other term or condition of employment. The University does not use genetic information to 
make employment decisions. It is a violation of this policy to ask for or obtain genetic information about an applicant or an 
employee, unless specifically authorized by law. In those circumstances where genetic information is maintained, it will be 
retained in a confidential manner and in a separate medical file to prevent unlawful disclosure. 
 
 
Employee Complaint Procedure 

All employees should help to assure that we avoid any form of unlawful or inappropriate conduct. If you feel that you have 
experienced or witnessed (1) harassment, (2) discrimination, (3) improper denial of a request for accommodation, (4) denial 
of requested leave under the FMLA, ADA, or otherwise, (5) retaliation, (6) violation of any policy of the University or policy in 
this Handbook, (7) failure to pay overtime or other violation of the FLSA or wage payment laws, or (8) other unlawful or 
inappropriate conduct by anyone, including an employee, supervisor, manager, coworker, contractor, subcontractor, vendor, 
client, visitor, customer, agent, or other third party, you are to notify immediately (preferably in writing within 24 hours) the 
Office of Human Resources. The address for the Office of Human Resources is 1075 Barclay Circle, Marietta, GA 30066. If 
you are not contacted promptly about your complaint or are not satisfied with the response, you are to re-file it with the Chief 
Human Resources Officer and also send notification of your complaint in writing by certified mail to our President, whose 
address is 1269 Barclay Circle, Marietta, GA 30066. If you are not comfortable discussing the matter with the Office of 
Human Resources or otherwise do not wish to discuss the matter with the Office of Human Resources, you are to file your 
complaint directly with the President. We prohibit unlawful retaliation against anyone who has made a complaint or provides 
information related to a complaint.  
 
We will undertake an objective and appropriate review of any complaint and expect all employees to fully cooperate with 
internal investigations that may be initiated by the University to examine any perceived violation of University policy or 
procedure or any other matter. To the extent practicable and appropriate, we will keep any complaint and the terms of its 
resolution confidential. We will take corrective action as we determine is appropriate, including such discipline up to and 
including immediate termination of employment. We will undertake corrective action to stop inappropriate conduct before it 
rises to the level of an unlawful action. You will be notified as to the outcome of your complaint. If you have any questions 
about the status of your complaint, you should contact the Office of Human Resources. 
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Intentionally False Claims 

We recognize that intentional or malicious false accusations of misconduct can have a serious effect on innocent 
individuals. Employees making such false accusations of misconduct will be disciplined in accordance with the nature and 
extent of his or her false accusation. We encourage any employee to raise questions he or she may have regarding 
misconduct or this Policy with the Office of Human Resources. 
 
 
Immigration Law Compliance 

The University employs only United States citizens and those non-U.S. citizens authorized to work in the United States in 
compliance with all applicable federal and state laws. 
 
Further, this University utilizes E-Verify to certify the work eligibility of its employees. E-Verify is an Internet-based system 
operated by Department of Homeland Security in partnership with Social Security Administration that allows participating 
employers to electronically verify the employment eligibility of their newly hired employees. E-Verify works by electronically 
comparing the information on an employee’s Form I-9 with SSA and DHS records to verify the identity and employment 
eligibility of each newly hired employee. 
 
As mandated by E-Verify, the University displays both the English and Spanish Notices of E-Verify Participation and the 
Right to Work Posters in breakrooms and bulletin boards across campus. Following is a copy of the E-Verify Participation 
and Right to Work Posters. If you have any questions, please contact the University’s Office of Human Resources. 
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Notices of E-Verify Participation 
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Right to Work Statement 
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Life University Employee  
Honor Code and Standards of Conduct 

 
Honor Code 

All members of the Life University community are entrusted with the responsibility of upholding ethical standards and 
values. Essential to the fundamental purpose of Life University is a personal commitment to the principles of Integrity and 
Citizenship. 
 
As individuals and members of the Life University community, we commit ourselves to act with civility, honesty, and 
responsibility, and above all, with integrity and honor. We are accountable for all that we say, write and do. We commit 
ourselves to behave in a manner that demonstrates concern for the personal dignity, rights and freedoms of all members of 
the community. We are respectful of Life University property and the property of others. We will not tolerate a lack of civility 
for these values by anyone. 
 
Life University recognizes five essential components to integrity and expects all employees to embrace these concepts and 
to live them daily, on and off campus: 
 
Responsibility. Along with the rights of being a member of the Life University community comes the expectation of 
responsibility. Every member of the Life University community is charged with accountability for upholding the institution’s 
core values and expectations. Every member of the Life University community is expected to exemplify the University’s 
standards and 
practices. 
 
Civility. At the core of the Life University community lies a deep regard for other human beings. Community members 
should hold each other in high regard and treat one another with civility. Employees show civility by valuing one another’s 
goals and ideas, and by treating every member of the Life University community as a valued individual. 
 
Honesty. Intellectual and personal honesty is the hallmark of Life University’s endeavors to advance truth, and to gain 
deeper understanding of human health and behavior. Life University recognizes the centrality of both honesty and candor in 
all that we do. 
 
Trust. Trust is integral to the successful functioning of the Life University community. Community members should enjoy a 
belief in the reliability of their coworkers, as professional relationships require trust. 
 
Fairness. Life University provides fair evaluation and employment processes for all members of the Life University 
community. It is an important value at Life University to have processes spelled out clearly and administered equitably 
across the organization. 
 
Ethical Obligation to Report Employee Honor Code Violations 

In those instances where a member of our community is not exemplifying behavior or conduct in accordance with the Honor 
Code, an obligation to report the observance exists. Employees should direct reports of any potential violations to their 
direct supervisor or to the Office of Human Resources. If you believe that an abuse of power, incivility, irresponsibility, lack 
of honesty or other potential violations of the Honor Code have occurred, you are encouraged to speak with your supervisor 
or the Office of Human Resources. 
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Standards of Conduct 

Employees have responsibilities and duties associated with their jobs. All employees are expected to perform their duties 
consistently at an acceptable level, and if they fail to do so, corrective disciplinary measures will be taken. Disciplinary 
action may include a verbal warning, written warning, suspension without pay, and discharge (exempt employees are 
subject to unpaid disciplinary suspensions of one or more full days imposed in good faith for infractions of workplace 
conduct rules, among other lawful deductions). Please note that the University reserves the right to impose whatever 
discipline it chooses, or none at all, in a particular instance and does not subscribe to an application of progressive 
discipline. The University will deal with each situation individually, and nothing in this Handbook should be construed as a 
promise of specific treatment in a given situation and should not be relied upon as a contractual agreement to impose a 
particular type of discipline. 
 
Below are examples of the actions for which you could be disciplined and/or terminated. This list is not intended to be all-
inclusive, and there are many other actions that can result in disciplinary action, up to and including termination.  

 
1. Actual or suspected theft or dishonesty. 
2. Deliberately destroying, misusing, or abusing University property at any time or other employee’s property 

during working time on University premises. 
3. Disclosing, misusing, or removing without authorization any University confidential or classified information 

of any kind or falsifying such information. 
4. Insubordination or other refusal to obey or disregard management’s instructions. 
5. Fighting on University premises. 
6. Possessing firearms, illegal knives, or other dangerous weapons during work time or on the University 

premises or equipment (unless permitted by applicable state or local law). 
7. Deliberately altering employee’s own time record, clocking in for another employee, or allowing someone 

else to clock in for the employee. 
8. Falsifying information on an application for employment or other University record. 
9. Leaving premises, assigned job duties, or assigned equipment during work hours without permission of the 

person in charge. 
10. Using or loaning out University-owned or controlled material, time, keys, or equipment for an unauthorized 

purpose or for personal use; unauthorized operation, repair, or attempt to repair machines, tools or 
equipment; or duplicating University keys without proper authorization. 

11. Threatening, intimidating, coercing, interfering with, or displaying indecent actions toward fellow employees, 
management, or guests. 

12. Possessing, distributing, consuming, or being under the influence of alcoholic beverages or dangerous or 
illegal drugs at any time on University premises or while performing work for the University. 

13. Using another person’s badge or identification number for the purpose of gaining admission to University 
premises or permitting another person to use a badge or identification number for such purposes without 
appropriate approval. 

14. Being involved in accidents with University or customer equipment causing significant property damage or 
bodily injury resulting from driver negligence. 

15. Disregarding safety rules, fire regulations, or common safety practices. 
16. Violating the University EEO Policy or inducing another employee to violate the EEO policy. 
17. Restricting production, deliberate slowdown or obstruction of operations, or encouraging others to do so. 
18. Failing to comply with all dress, appearance, and personal hygiene standards. 
19. Failing to adequately inspect all assigned equipment or failing to report immediately to the person in charge 

any mechanical defect in equipment or personal illness or condition hazardous to the safe operation of any 
equipment. 

20. Being involved in any preventable accident with University or customer equipment.  
21. Posting, defacing, or removing notices or signs or writing on bulletin boards or University property, unless 
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authorized by Management. 
22. Sleeping during working hours. 
23. Failing to clock in when reporting for work or otherwise failing to maintain accurate time records. 
24. Failing to exercise appropriate discretion and judgment in complying with any cash-handling procedures. 
25. Failing to report absences; excessive absences or tardiness; or other attendance and punctuality problems 
26. Failing to report an accident or report for first aid. 
27. Horseplay, running, pushing, or throwing things on University premises or creating discord or lack of 

harmony in the business environment. 
28. Violating University parking and traffic regulations or unauthorized entry to or exit from University premises 

at points other than those established as normal areas of entry and exit. 
29. Gossiping or discussing/disclosing confidential business or personnel matters. 
30. Misrepresenting information to the University as a part of your hiring process, including misrepresentations 

on your resume about your educational or employment experience. 
31. Unsatisfactory job performance. 
32. Failure to work with a positive attitude or to help and support other employees or guests. 
33. Violation of any University policy or procedure, whether included in the Employee Handbook. 
34. Other misconduct as determined by the University. 

 
These examples are not all-inclusive. Because this list does not cover every action for which you may be disciplined, you 
also are expected to use common sense and conduct yourself in a reasonable and professional manner. We emphasize 
that discipline and discharge decisions may be based on an assessment of all relevant factors, including the severity of the 
infraction and the employee’s work record, as determined by the University.     
 
 
Conflicts of Interest 

This Conflict-of-Interest Policy ensures that all decisions and actions undertaken at Life University by its faculty, staff, and 
administrators are free from personal interests that could compromise the institution’s integrity, mission, and commitment to 
education. This policy establishes a framework for identifying, disclosing, and addressing actual, potential, or perceived 
conflicts of interest. 

Examples include: 
• Financial Interests: Ownership or investment in businesses or entities that contract with the university. 
• Personal Relationships: Family, romantic, or close personal relationships with employees, students, vendors, or 

contractors where decisions may appear biased. 
• External Activities: Participation in external employment, consulting, or other business ventures that interfere with 

university responsibilities. 
• Gifts and Benefits: Accepting substantial gifts, payments, or other benefits from individuals or entities associated with 

university decisions. 
• Academic Conflicts: Situations that compromise academic integrity or fairness, such as favoritism in grading, hiring, or 

research collaborations. 
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Section 2 – Employment Policies and Practices 

 
Drug-Free Schools, Community, and Workplace Policy 

Pursuant to the Drug-Free Schools and Communities Act of 1986, and the Drug-Free Workplace Act of 1988, The University 
has adopted and implemented the following to prevent the use of illicit drugs and alcohol. 
 
The University is committed to the health and well-being of its employees and those who receive University services and 
has an interest in serving and promoting the advancement of the general health of our society. Substance and alcohol 
abuse are dangerous to your health. The use of alcohol and non- prescription drugs in the workplace may affect an 
employee’s ability to perform satisfactorily, the performance and wellbeing of other employees and students, and the 
University’s ultimate function and reputation. For these reasons and others, the University requires the participation of all 
employees and students in maintaining a drug-free school and work environment. 
 
The unlawful manufacture, distribution, dispensation, possession or use of a controlled substance (prescription or non- 
prescription) and alcohol are prohibited on all University properties, at University functions, during University business, and in 
vehicles. 
 
Alcoholic beverages will be permitted at University events only with the permission of the President and notification of 
Campus Safety. Advertising of the event will not include specific references to the fact that alcoholic beverages will be 
provided. Student events where alcohol is consumed require verification of participants’ legal drinking age. At any event 
where alcohol is served, non-alcoholic beverages must be continuously available in equal or greater quantity and food must 
be available as well. Alcoholic beverage service must stop at least 45 minutes before the event end and alternate 
transportation options should be provided. 
 
Any employee or student worker who is convicted of a criminal violation involving illegal drugs or alcohol in the workplace is 
required to notify the Department of Human Resources within (5) days of the conviction. 
 
Violations. Employees and student workers who are suspected of violating this policy on alcohol and drugs may be 
suspended without pay immediately, pending an investigation. If the investigation results in a determination that a violation 
of this policy on alcohol and drugs did occur, the violator shall be subject to disciplinary action up to and including 
termination and referral to legal authorities for prosecution. 
 
Employee Recovery Assistance. The University recognizes alcohol and drug addiction as a treatable illness. Employees 
who have drug or alcohol-dependency problems, or who feel they may have such problems, are encouraged to seek 
assistance.  
 
The University offers an Employee Assistance Program (EAP) benefit for employees and their dependents. The EAP 
provides confidential assessment, referral, and short-term counseling for employees who need or request it. If an EAP 
referral to a treatment provider outside the EAP is necessary, costs may be covered by the employee’s medical insurance, 
but the cost of such outside services is the employee’s responsibility. Confidentiality is assured. No information regarding 
the nature of the personal problem will be made available to the employee’s supervisors, nor will it be included in the 
permanent personnel file. 
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Participation in the EAP will not affect an employee’s career advancement or employment, nor will it protect an employee 
from disciplinary action if substandard job performance continues. The EAP is a process used in conjunction with discipline; 
it is not a substitute for discipline. The EAP can be accessed by an employee through self-referral or through referral by a 
supervisor. 
 
The University also offers resource information on various other means of employee assistance in our community, including 
but not limited to drug and alcohol rehabilitation programs. Employees are encouraged to use this resource file, which is 
physically located in the Office of Human Resources. 
 
Drug and Alcohol Testing. The University may conduct pre-employment screening examinations designed to prevent the 
hiring of individuals who use illegal drugs. The University also may conduct drug and alcohol testing if and when there is 
reasonable cause to suspect an employee is under the influence of drugs and/or alcohol while on University property. 
Additionally, the University reserves the right to conduct unannounced substance abuse tests to ensure compliance with this 
Policy, and your continued employment reflects your consent to such tests. Furthermore, the University reserves the right to 
conduct drug and alcohol testing of an employee who is involved in or whose conduct could have contributed to a work-
related accident. The purpose of post-accident testing is to promote workplace safety and health, including to evaluate the 
cause of a workplace incident that harmed or could have harmed employees. Post-accident testing will not be conducted to 
penalize an employee for reporting a work-related injury or illness, and the University encourages such reporting. An 
employee’s refusal to submit to the test at the time requested may result in disciplinary action up to and including 
termination. If, due to injuries, the employee cannot submit to testing within the prescribed time, the employee will provide 
the University with necessary authorization required to obtain hospital reports and other documents that would indicate the 
presence or non-presence of any drugs and/or alcohol in the employee’s system at the time of the accident. 
 
All applicants being considered for employment are required to submit to substance screening as a condition of 
employment. A detailed copy of this policy will be provided by the Office of Human Resources at orientation. 
 
Tobacco and Smoke Free Campus and Workplace. Life University is committed to taking all practical measures to create 
a safe and healthy environment. The University has established this policy to promote the well-being and health awareness 
of employees by reducing the risk of tobacco-related illness in compliance with applicable laws and local codes. All 
students, staff, faculty and visitors are prohibited from smoking and using, selling, free distributing, and advertising tobacco 
products and electronic smoking devices (e.g. e-cigarettes or vapes) in all facilities and on all University property, including 
in University-owned vehicles. 
 
 
Accessible Parking 

The University offers spaces for individuals with state-issued or University-issued Accessibility Parking Permits. Accessibility 
Parking Permits are always required to park in handicap spaces. In accordance with state law, only the person to whom the 
state-issued Disability License Plate or Disability Placard is registered to must be an occupant of the vehicle to occupy a 
Handicap Parking space.  
 

The University complies with the ADA by providing designated parking spaces for people with ADA Accessibility 
requirements.  
 

Temporary Accessible Parking Permits may be issued by the University upon receipt of a letter from the requestor’s medical 
provider requesting a disability parking permit. Letters must be submitted to the Office of Human Resources who will notify 
Campus Safety to issue the pass.  
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Employment Categories, Classifications, and Assessments 

The University utilizes a categorical system to indicate position types and job classes. It is the intent of the University to 
reduce ambiguity and clarify with definitions the employment classifications so that employees fully understand their 
employment status and benefits eligibility class. Employment classifications are as follows: 
 

FLSA Categories: 
Non-Exempt - are entitled to overtime pay as required by applicable federal and state law. 
 
Exempt - are not entitled to overtime pay and may also be exempt from minimum wage requirements pursuant to applicable 
federal and state laws. 
 

Employment Classifications: 
Regular, full-time – employees who are not in a temporary status and who are regularly scheduled to work a full-time 
schedule of 30 or more hours per week. Generally, they are eligible for the full benefit package, subject to the terms, 
conditions, and limitations of each benefit program. 
 
Regular, part-time – employees who are not in a temporary status and who are regularly scheduled to work less than the 
full-time schedule, but at least 20 hours each week. Regular, part- time employees are not eligible for benefits. 
 
Temporary, full-time – employees who are hired as interim replacements, to temporarily supplement the work force, or to 
assist in the completion of a specific project and who are temporarily scheduled to work a full-time schedule for a limited 
duration. Employment beyond any initially stated period does not in any way imply a change in employment classification or 
status. Temporary, full-time employees are not eligible for benefits. 
 
Temporary, part-time – employees who are hired as interim replacements, to temporarily supplement the work force, or to 
assist in the completion of a specific project and who are temporarily scheduled to work less than the full-time schedule for a 
limited duration. Employment beyond any initially stated period does not in any way imply a change in employment 
classification or status. Temporary, part-time employees are not eligible for benefits. 
 
It is important for all employees to understand that: (1) no employee is guaranteed any certain number of hours per week or 
a particular schedule; (2) employees may be shifted from part-time to full-time or vice versa; and (3) the University 
specifically reserves the right to make changes to employees’ hours and schedule without any advance notice or consent by 
the employee.  
 

Faculty: 
Full-time faculty are academic staff covering teaching, research and service obligations with a certain number of Credit 
Hours required.  

FT CGUS 45 Credit Hours 
FT COC 60 Credit Hours 
FT CGUS GRAD 36 Credit Hours 

  
Adjunct faculty are part-time, non-tenured instructors hired to teach on a quarterly basis; they are hired to supplement full-
time faculty.  
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Essential Employees: 
The University designates certain positions as essential to ensure continuity of operations during emergencies, severe 
weather events, public health crises, and other institutional disruptions. Essential personnel may be required to: 

• Report to work on-site during campus closures associated with inclement weather, emergencies, and during 
breaks/holidays or 

• Work remotely if physical presence is not required but duties remain mission critical. 
 
Essential status is based on position function, not individual preference, and may be temporary or permanent depending on 
operational needs. Examples include, but are not limited to: 

• Campus Police and Security 
• Facilities, Utilities, and Maintenance Staff 
• Environmental Health & Safety 
• Information Technology Infrastructure Staff 
• Residence Life & Housing Staff 
• Mail Services 
• Dining Services (limited operations) 
• Counseling Crisis Staff 
• Payroll and Critical Finance Personnel 
• Emergency Communications Staff 

 
The University’s full policy on essential workers can be found online: 
https://catalog.life.edu/content.php?catoid=39&navoid=5454  

 

Assessments – Remote / Telecommuting Designation 

Life University also recognizes three distinct employment situations in regard to physical location: “remote,” “hybrid” and 
“onsite.” Whether a position is remote, hybrid or onsite is determined by the specific job responsibilities. Most positions 
require face-to-face interaction and are not suited for a remote work arrangement, including positions that require 
employees to use certain equipment that can’t be replicated at home, access to documents available only in the workplace, 
or interact daily to provide administrative and/or operational support to an individual person, department, or program area. 
The Worksite Designation is indicated on the Job Description and questions relating to the assessment process should be 
directed to the Office of Human Resources. 
 
 
Employee Transfers  

Life University is committed to ensuring a consistent and equitable process for internal transfers. To achieve such goals, the 
University requires hiring managers to consult with the Office of Human Resources prior to interviewing internal candidates. 
The University further requires that internal transfers support institutional effectiveness, performance expectations, and 
workforce stability. The University’s comprehensive “Employee Transfer Policy” detailing the procedure for employee 
transfers can be found on the Policy Portal at this link: https://catalog.life.edu/content.php?catoid=39&navoid=5455  
 
If an individual has any questions pertaining to the internal transfer procedure, please contact the Office of Human 
Resources.  
 
 
 
 

https://catalog.life.edu/content.php?catoid=39&navoid=5454
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkvqxzdcab.cc.rs6.net%2Ftn.jsp%3Ff%3D001JLC2FEvwuQuRqH8n5RXS0l-YfYnJYN8MTa36I3TCpRkwNgj0aItFyaNZnddXbBFlLYm9bJq7qXEol0SzrVshwH-MXHxZedgW-Yp8Y-EaqGnJNyyx8aasA13z3_VrpUP2P9DC62wT65Mf3NwEbsurp7SetE3YjKpxJEdYljcHQOClJgcFixVRcGyD63FYKOueTK_i4J0SKmXmbwbVrm1V6c1QDUxZeFXX8w2OgH2spYTefIbYHsEjmtW0hf_6FAMd4GagGDSgqofjsksrQpBpToSKlURDuwbm_m76i2vMsN1i0W5CeKSfgQYeyTTFsfbrrYftcVH6qwIPB2p0g6pQxOYP87uCPKI4reLipv3aEtJ_bSgrUDsJASeOYz-GMlK4NPDjY5pbSd63q3zpZMw62XeyBRpPZ8jE8nolkvIN22hNwRtrkk8iSCtf2pr_DvfgbE941o-APSPR1Qf18iiojdi0zNajI0zYwh89hOurMJqk66lTzlgkQxA7PLnmIvcriIlp9Uzb8eisVT7JllT6NbJXuwf30seC8lZu-MiGOe6VK6nXI87kQwjASajM_WLT9RVS64w9Z6_h94NO13926BvxXrZZUEEYjhUm-5D0AlxUUi1Qu7RaJQmS4N5KAxuqBXyGkP45dr9YfJ5Aj8Mi8CZ7KrX6usp5j751lJw3wNp-J3UwPAy4qQOdphhJ8ku9-kWQZjmh0f2GY2WvH0IfcsgIkAWUeNIcr74TTlo7XmT9mSNN2jdp_MF2yzmh7flhuL4EbWj6TbXcTtGes8kIsP2YrCDvLb0ZzzARcigD7bauXPeD4d0g_g%3D%3D%26c%3Dj4wvz7uoQv0MRH3GBLwy17_tam_4zbMm8jfQW5MPtdjoN0239Nss9g%3D%3D%26ch%3DZEzsPkBabMIeP3dM0SJbcxTKbzX2u1rBsatRExhtzjWn58qHfN_O-A%3D%3D&data=05%7C02%7Cterri.carter%40life.edu%7C9c3445bce163464f070508de844cf0dc%7C08caf4e4ebff425fb02db709325bd52b%7C0%7C0%7C639093663179400964%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=fL8ovfCrqjme%2FLfXERAO7eOQYBJ7nEu4xAaU9br74Pg%3D&reserved=0
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Job Postings and Recruitment 

Life University is committed to fairness, internal mobility, and transparency in all recruitment efforts. It is the policy of the 
University that all job vacancies will be properly posted and that a search committee will be used when hiring for leadership-
level roles. The University’s comprehensive “Job Posting and Recruitment Policy” can be found on the Policy Portal at this 
link: https://catalog.life.edu/content.php?catoid=39&navoid=5458. If an applicant or employee has any questions about 
the recruitment process, please contact the Office of Human Resources.  
 
 
Employment of Relatives 

An otherwise qualified candidate is excluded from consideration for a vacancy or transfer if a potential conflict of interest 
involving a relative is created. For purposes of this Policy, a relative includes an individual who is related by blood, marriage 
or adoption. Examples of relatives include a spouse, parent, child, sibling, aunt, uncle, niece, nephew, grandparent, 
grandchild, or corresponding in-law or stepfamily relation. 

Candidates are ineligible for employment, promotion, or transfer to a job where an employee who is a relative would 
recommend or approve hiring, termination, performance appraisals, pay changes, disciplinary actions, or promotions for the 
candidate. No employee may directly or indirectly supervise a relative. Failure to disclose the name of a relative who is a 
University employee or applying for employment is grounds for discipline, including termination. 
 
Outside vendors and subcontractors whose primary control is governed by a relative must be vetted and approved prior to 
any agreements, contracts or payments can be executed. 
 
 
Request for Employment and Student Information 

Maintaining the privacy of our employees and students is our top priority. It is the policy of the University to protect the 
confidentiality of information on current and past employees and students. Requests for information on current and past 
employees should be forwarded to the Office of Human Resources and requests for information on current and past 
students should be forwarded to the Office of the Registrar. 
 
Student information is safeguarded by FERPA (Family Educational Right and Privacy Act). All employees should adhere to 
the guidelines in the Family Educational Rights and Privacy Act (FERPA) Policy for Employee Compliance. This policy 
outline the expectations to complete training and the process to address non-compliant actions. A copy of the policy can be 
found online at this link: https://catalog.life.edu/content.php?catoid=39&navoid=5199. 
 
 
Intellectual Property 

Life University supports an intellectual environment whereby creative efforts and innovations can be encouraged and 
rewarded, while still retaining for the University and its learning communities reasonable access to, and use of, the 
intellectual property created with the support and involvement of the University. The University supports the development, 
production, and dissemination of intellectual property by its faculty members, staff and students. 
 

Ownership Of Intellectual Property 

Employees agree they shall disclose fully, promptly, and in writing to the University any and all inventions, discoveries, 
improvements, modifications, and other intellectual property rights (collectively, the “Intellectual Property Rights”), whether 
or not patentable and/or copyrightable, as the case may be, which they have conceived, made, or developed, solely or 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkvqxzdcab.cc.rs6.net%2Ftn.jsp%3Ff%3D001JLC2FEvwuQuRqH8n5RXS0l-YfYnJYN8MTa36I3TCpRkwNgj0aItFyaNZnddXbBFldOgFi1HEahbtdck__1eABYaVZWWJj0IiwD2qkMC8ahPIfwkyyJ4rBPakX7wAzWMacA-YNDPKP8t-x_Ie_0QVyO6qZDgvwXV-wDQwuBslI-axgfQG7bZjSM_fv_MXJaVl6IhoyM_X_hMdPNgftWvQKi-QqgpM1v9cnFaR1JT08e8puJ1tn6xSL_QQXIOU7Ozg3fLm1PwU0UL6AnK1zihE5CCr70rFEnytom5o-D2wVl6II9zkIx-32LjwS0OeorGfm1TCCnE-Cto7LSH8Ve7Yamonh4-OPO9Cv0P1RCIJf1JNjjgK7okwqYvMSXO0Oosx87i2YIeKpAORQjhVkODMvop5n9uIDFgRnI0paBlRloi_C_YJ-Ajilw_xXCHbE8ovuoqljvUzrjns_mO3pZKc6_ruHHRx0dWFfANOvbHYUtre8wcpadzBiZGfKR2nPnl4HDc9KdgjYzE8Jeu7hEpl2oKE5jSMCltaN38R7qsXsx2ZCqkR_4fglthDL-jOk3mE5w3PRI-iT8xfMzCLLI0SD8d-tITsuYu1enI_6LXb4EbHKGM5RN7rxg227IeERvSXpqdK48hwp31mpJtzzbDDJrO3OQvzZNcefK4EvQKA492bL4zAC36HuJUtNcYkiLcDwY_gbLJ_NfKM6m4u97uGuKGtsa_n1311pSBEKQhEcgWY8sD8MeXXgqg7BI3hbYeTKeZLOZg5LX73-7RDAmzb4YsY3hDcNFMZtgML_-hhsjIvQTymB0qgrA%3D%3D%26c%3Dj4wvz7uoQv0MRH3GBLwy17_tam_4zbMm8jfQW5MPtdjoN0239Nss9g%3D%3D%26ch%3DZEzsPkBabMIeP3dM0SJbcxTKbzX2u1rBsatRExhtzjWn58qHfN_O-A%3D%3D&data=05%7C02%7Cterri.carter%40life.edu%7C9c3445bce163464f070508de844cf0dc%7C08caf4e4ebff425fb02db709325bd52b%7C0%7C0%7C639093663179485322%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=6bqX%2FWuJCldYwHEunvgZU5dB0x8FoOSJpcYKFXzT6H4%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkvqxzdcab.cc.rs6.net%2Ftn.jsp%3Ff%3D001JLC2FEvwuQuRqH8n5RXS0l-YfYnJYN8MTa36I3TCpRkwNgj0aItFyaNZnddXbBFl5HCdeOkNsemWKXDuGaYdnfV6O-LnwQX8R1xtjEyi0pNTM4EulCPU6WdI99gWAIZofGnK2q5_ZS2w6RZuoh7WujSRA8nAVFGYpDBQkIh7P7kwq0FQ-7Ot4U2xYtWSms79Pj_OiGNBtp8l5cBNsTiJxbCODJKHUb6GEd2JDnNCCotoRZl49iOjarCWuDBUhLb_KLIC_f-TWMXcTqdJgKxZ1pmxhETklQ_y80qt_VkEOWv8hfPEUxWYbci_4IYOHBqvn_LFU5bAJOMTkhRRTMlNjbJZpEnrb9tMzemj0jszzQYI4n9bHvy-VIaIF1ivN5eYAQkrF6XzEBzRzUxFZe-VZasuevqaEHv4b6dnw9ZzedzjJX2YPsH37wIPeH_lh_Fj5FlMWFZNZf1OwY2JdoLeO1KlFMgeDje7lMuE2bUL2VuJrkabDnA2jd6A_Id3GxGC73jYfz3Uu5e03I09q-YsCPoIpcYWZ8fj6asAah59MhRUjowcti4RM01rHjCq8zlvYZ3ntqwh4H7ePbmjMvW-TnyOjmFQ0grPGoYSBj8710BsqAAKa561i9nTbdibdLqa1I7iB787UfDPq7AQn9glwIpWRrr8WCF_oLOtSo6eO0qc58eVjuxSnuLGZKUtfPlUOvmlu-25wFEHU1c_IqBYTIPiYmRRMIqISQ2k9NqZOLj_LfUADfOiz8uPLXKnSB3V70NYFCUCu187_OQH23J7068vb58AxaBvSVhr1htrl8ExR17JwtHvRg%3D%3D%26c%3Dj4wvz7uoQv0MRH3GBLwy17_tam_4zbMm8jfQW5MPtdjoN0239Nss9g%3D%3D%26ch%3DZEzsPkBabMIeP3dM0SJbcxTKbzX2u1rBsatRExhtzjWn58qHfN_O-A%3D%3D&data=05%7C02%7Cterri.carter%40life.edu%7C9c3445bce163464f070508de844cf0dc%7C08caf4e4ebff425fb02db709325bd52b%7C0%7C0%7C639093663179284738%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=2wIG58qxCwbLuqNk%2BQ%2F8gQf9VeJl5uBu6aj%2BSjFMhUk%3D&reserved=0
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jointly with others, while employed by the University and which (i) relate to the business, work, or activities of any member of 
the University; or (ii) result from or are suggested by the performance of the employee’s duties or from or by any information 
that the employee may, directly or indirectly, receive while employed by the University. Employees agree that all 
copyrightable works created by them or under the University’s direction in connection with the University’s business are 
“works made for hire” and shall be the sole and complete property of the University and that any and all copyrights of such 
works shall belong solely to the University. To the extent such copyrightable works are not deemed to be “works made for 
hire” and with respect to any and all other Intellectual Property Rights, employees agree that they will assign, transfer, and 
convey to the University all of my right, title, and interest in copyrights and to any and all other Intellectual Property Rights, 
including, but not limited to, patents, and employees agree to take all such actions as may be requested by the University at 
any time and from time to time to confirm or evidence the assignment, transfer and conveyance of such.  
 
Furthermore, at any time and from time to time, upon the request of the University, employees will execute and deliver to 
the University any and all instruments, documents, and papers, provide evidence, and do any and all other acts that, in the 
opinion of the University, are or may be necessary or desirable to document such assignment, transfer, and conveyance or 
to enable the University to file and prosecute applications for and to acquire, maintain, and enforce any and all patents, 
trademark registrations, or copyrights under United States or foreign law with respect to any Intellectual Property Rights or 
to obtain any extension, validation, reissue, continuance, or renewal of any such patent, trademark, or copyright. The 
University will be responsible for the preparation of any such instruments, documents, and papers and for the prosecution of 
any such proceedings and shall reimburse an employee for all reasonable expenses incurred by the employee in 
compliance with the provisions of this Policy. 
 
 
Section 3 – Employee Benefits 

The University recognizes that employee benefits are a large component of the overall compensation package and as such 
encourages employees to give ample consideration and attention to selecting benefits. 
 
Additionally, protecting privacy and refraining from the dissemination of any protected health information is our top priority 
and the cornerstone of the University’s approach to security protocols regarding personally identifiable information. 
 
 
Health Insurance Portability and Accountability Act (HIPPA) 

The Federal Health Insurance Portability and Accountability Act (HIPAA) protects the privacy of health care information. To 
meet HIPAA requirements, the University may require a signed Authorization of Release from employees who request help 
on health care benefit issues that may involve protected health information. Additionally, all information related to services 
obtained under the employer group medical plan is provided to the University in an aggregate, de-identified format in 
accordance with privacy practices. 
 
 
Insurance Programs 

The University makes every effort to provide a comprehensive benefits package for its eligible, full-time employees. 
Occasionally, the University explores the insurance market and requests quotes from various carriers to determine if 
alternate carriers or product offerings are available at more competitive pricing. To serve this purpose, the University 
reserves the right to terminate, suspend, amend, withdraw, or modify coverage at any time; however, advance notice will be 
provided in the event changes and/or modifications occur. 
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Regular, full-time employees scheduled to work at least 30 hours per week are classified as ‘Benefit Eligible’. Newly hired 
eligible employees must enroll within 30 days of their date of hire and elected coverages which are effective on the first day 
of the month following 30 full days of consecutive employment. Employees transferring from part-time to full-time status 
must enroll within 30 days of the effective date of the status change and elected coverages are effective on the first day of 
the month following 30 full days in the ‘Benefit Eligible’ status. Employees scheduled to work less than 30 hours per week 
are not eligible for non-mandatory benefits. However, all employees are afforded benefits including workers compensation, 
and unemployment insurance. 
 
Eligible full-time employees will enjoy a benefits package including, but not limited to medical, dental, vision, FSA, life and 
accidental death, long-term and short- term disability, and many other supplemental worksite coverages. For detailed 
information on eligibility and benefit offering, review the Benefits portion of the Office of Human Resources webpage or 
contact the Benefits staff directly. 
 
Some life occurrences are considered qualifying events, such as the birth or adoption of a child, marriage, loss/gain of 
coverage, spouse open enrollment, divorce decrees, and other legal and court orders. Employees experiencing a qualifying 
event may have an opportunity to enroll, cancel, or change insurance elections by notifying Benefits staff no later than 30 
days of the date on which the qualifying event occurred.  
 

 
Section 125 (Pre-tax) Plans 

Employees are eligible to participate in the University’s Salary Reduction Plans that allow payment of certain expenses with 
pre-tax dollars. The Salary Reduction Flexible Benefits Plans include: 
 
Group medical, dental, and vision insurance for dependents, along with medical and dental insurance for the employee to 
supplement that provided by the University (cancer, dental, accident, critical illness, cancer indemnity, etc. and group term 
life insurance for dependent coverage. Summary plan description documents are available for your reference on the 
Benefits webpage or can be requested directly from the Office of Human Resources. 
 
 

Dependent Care FSA 

Dependent-care expense reimbursement not to exceed the applicable IRS maximum per year. The plan year runs from 
January 1 through December 31st of each year. Employees are offered the opportunity to participate in this plan upon 
employment and during open enrollment. 
 

 
Full FSA (Medical, Dental, & Vision) 

A flexible spending account is available to facilitate medical expense reimbursement not to exceed the applicable IRS 
maximum per year. The plan year runs from January 1 through December 31st of each year. Employees are offered the 
opportunity to participate in this plan upon employment and during open enrollment. 
 
 

Limited FSA (Dental & Vision) 

A limited flex-spending account is available for employees selecting the HSA account. The limited flex spending account 
can be used for dental and vision expenses only. Employees are offered the opportunity to participate in this plan upon 
employment and during open enrollment. 
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Life Insurance 

Basic Employee 
Accidental Death and Dismemberment Insurance. Regular full-time employees scheduled to work at least 30 hours per 
week are covered by basic accidental death and dismemberment insurance, which is provided at no-cost by the University 
 

Voluntary Supplemental Employee & Family 
Supplemental Insurance. Additional supplemental insurance coverages, including spouse and dependent policies, are 
available at group rates paid through payroll deduction by the employee. 
 
 
Income Replacement Insurance 

Short Term Disability Insurance. The University covers the cost for Short Term Disability for all full-time employees. The 
benefits allows for 60% of salary continuation after a two-week waiting period. 
 
Long Term Disability Insurance. The University covers the cost of Long-Term Disability benefits 
 

 
Health Savings Account 

Health Savings Account (HSA). When you enroll in one of the University’s high-deductible medical insurance plans, you 
will have a HSA account set-up on your behalf with the University established banking institute. Based upon the coverage 
level selected (employee only, family, etc.), the University will contribute the prescribed amount for the applicable plan year 
and duration of the plan year remaining. Employees may elect to contribute additional funds via payroll deduction up to the 
IRS maximum limits. An HSA is a federally insured and interest-accruing savings account into which you may contribute 
pre-tax dollars to cover deductibles and other medical fees. The University contributes annually to the HSA accounts and 
contributions are subject to change at the discretion of the University. 
 

 
Retirement Savings 401(k) 

Life University, Inc. 401(K) Savings Plan. Full-time, exempt (salaried) employees will be automatically enrolled in the 
401(k) Savings Plan 30 days after their hire date. If the employee does not elect an alternate deferral amount, Life 
University will automatically withhold a pre-determined percentage from the employees’ bi-weekly pay and will deposit that 
amount into the employee’s 401(k) plan as a salary deferral. Employee deferral amounts are always 100% vested, while 
University contributions are subject to a vesting schedule. The University evaluates the plan annually to determine matching 
percentages, and if applicable, contribution strategies. The University reserves the right to withhold a match in certain 
prescribed circumstances. 
 

 
Additional Benefits 

Credit Union. Employees are eligible for membership with LGE Credit union. A wide variety of banking services are offered 
and may be reviewed on the bank website: www.CUofGA.org. 
 
Chiropractic Care. All full-time employees of the University and their spouses, or domestic partners, and children 18 or 
younger are provided complementary routine chiropractic care through the University outpatient clinic. Costs may be 
associated with some related services. 

http://www.cuofga.org/
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Employee Referral Program. Staff employees may refer external candidates to open positions within the University. If the 
candidate is hired and successfully completes a 90-day probationary period, the employee who made the referral will be 
paid a referral fee. The amount of the referral fee is determined annually and will be processed as taxable wages. 
 
Previous Life University employees, contract or temporary agency employees, and current and former students, are not 
eligible for referral in the program. Hiring managers are not eligible to receive the referral fee for positions in their 
departments which are open. In addition, employees who are Director level and above are not eligible to participate in the 
program.  
 
Relocation and Real Estate Advantage Program. Under certain circumstances, the University may offer relocation 
assistance to a new employee. Provisions and amounts are covered under the University’s Relocation and Reimbursement 
Policy found at this link: https://catalog.life.edu/content.php?catoid=39&navoid=5265  
 
Life University Fitness Center 
Memberships to the Life University Fitness Center are available free of charge to all Life University regular, full-time status 
faculty and staff and their spouses or domestic partners. Each member is required to obtain a Life University issued ID and 
establish an account using the LIFE U Fitness Center member management platform. Each Patron will be required to 
complete the online waiver for participation in Campus Recreation and Wellness activities, programs, and services on a 
yearly basis. 

 
Life University Fitness Center – Spouse/Domestic Partner Policy 

• A spouse is defined as a person who is legally married to Life University full-time status faculty or staff person. 
• A domestic partner is defined as a person who resides with Life University full-time status faculty or staff person 

who also shares financial obligations.  
 
A spouse or domestic partner is eligible to apply for a Life University ID card. Qualifying individuals must be present with 
their spouse to obtain the ID. In addition to the required documentation, spouse or domestic partner must also present a 
valid, government issued photo ID to obtain the Life University ID at the Life University Card Services Office. 
 
Life University Employee and Spouse, or Domestic Partner will need to provide a document proving marital relationship (#1) 
AND one document from the additional documents (#2) list below: 

• #1. Proof of Marital Relationship 
o Government issued marriage certificate or license 
o Naturalization papers indicating marital status; or 

• #2. Additional Documents for Domestic Partner confirmation 
o Bank Statement issued within the last six months with both names; or 
o Mortgage Statement issued within the last six months with both names; or 
o Residential Lease Agreement within the current terms with both names; or 
o Credit Card Statement issued within the last six months with both names; or 
o Property Tax Statement issued within the last 12 months with both names; or 
o The first page of most recent Federal Tax Return filed showing “married filing jointly” or “married filing 

separately” with the name of the spouse provided thereon, submit page 1 of the return with the income figures 
blacked out 

 
Please understand that any false or misleading statements made in order to receive benefits for which one is not qualified may 
result in disciplinary action. Other members may have their privilege revoked. For additional details and assistance, please 
visit www.myrec.life.edu or call the LIFE U Fitness Center Front Desk at 770-426-2870. 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkvqxzdcab.cc.rs6.net%2Ftn.jsp%3Ff%3D001JLC2FEvwuQuRqH8n5RXS0l-YfYnJYN8MTa36I3TCpRkwNgj0aItFyaNZnddXbBFlhcZrxDl-AudlcmNjJ-xrM7sj5OaXOXrRKy7k8L-m9cpbP6bIp4LaEZ4UKUKtXjZVcRk2NRmrJWyiMqzWwnLP51ebsxrAme8ms6uyFcwFnwD7ZNNpX5Yewm0S-2jHAcjfklCRHtG3D3SGf7h_2UqlWQ-8INMz2_przLKYS5UtDxaZIlXwPX_u_VDAf1ZruidwtThN-w3mF-Tlsr6LBHDRVtkvk_vx2IBpO1XdQykIWqBpR4w5Jkm9hyzo7ETXur2kRQQaqPLZRc_OMA6GzHPCwXcxf5sgNw2ZuA1E9pOf0e549ss8N5eLcdahd_nG4KF-pwp-F4rNxNpK_iSS39mLj4Uw8BzlLGjeHWKOV1d20dKBX9Ppien0wv9ijZ_lCSCCyWdAFrPPee1ieZzN2mFe1RGIlbZWcAIDdj34E9naJ1AzYDKhwKZTENu2kc8YopIUbH2aFNQ9Nj_wI54MdXYo0dooSqNy8_lnTglx8bSY48lpl6ccNUvUKiZ-vTcoGU-yN_PeMZsYBYQC82Ev6EBaq8ZL_s1TFs3T3qyJPtWeF9bDHsIAdx9HQUOfw3GBqC-Bz8g6Kmx-FzIODL0ZPEnpjmnBb3rVGgWOQte2K0wLHq9itrX6WdiK2BoSkmmdQo4j4xcjl51tQCXN_ueWPaRgXix6kZvEX-8Gai65u5GEhjRLzCIu3p83sTmcmbeu50Qb5mN8hlAUL0MJETkoDfIiXZKZw2X4-eqWANrQgLlBHd_xT9T6NvtCsA%3D%3D%26c%3Dj4wvz7uoQv0MRH3GBLwy17_tam_4zbMm8jfQW5MPtdjoN0239Nss9g%3D%3D%26ch%3DZEzsPkBabMIeP3dM0SJbcxTKbzX2u1rBsatRExhtzjWn58qHfN_O-A%3D%3D&data=05%7C02%7Cterri.carter%40life.edu%7C9c3445bce163464f070508de844cf0dc%7C08caf4e4ebff425fb02db709325bd52b%7C0%7C0%7C639093663180043176%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=S%2BDGhHI4leN4a1k1Dj1mvEVs261dMq0aQdAL0DcIuJ0%3D&reserved=0
http://www.myrec.life.edu/
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Growth Through Life Tuition Grant Program 

The Growth-Through-Life (GTL) Tuition Grant Program is offered to employees who meet the eligible criteria outlined in the 
GTL policy available on the Life University Office of Human Resources webpage under Policies and Disclosures. 
 

Life University Employee Degree Attainment Recognition 

Life University is committed to recognizing employees for their academic achievements made in support of the 
department/division goals and objectives, high-quality service to our students, and their dedication to education. It is the 
University’s approach that on-going recognition of employees’ degree attainment contributes to a supportive work 
environment, increased morale, and retention of committed and engaged employees. 
 
The awards below are for the achievement of various degrees pursued and obtained to support the employees’ department 
or larger University division. The attained degree level must exceed the required educational minimum of the employee’s 
primary position, and the degree conferred date must be after the employee’s date of hire with the University. The 
recognition award will not be effective until the employee has completed 12 months of consecutive employment. The degree 
must be received from an accredited college or University and participants in the Growth Through Life program are not 
eligible for the attainment award., 
The one-time award is paid one-year after completion of a degree that is relevant to their current employment or a 
University initiative; receipt of evidence of completion is required. The amount of the awards are as follows: 
 
Master’s Degree: $500   Doctorate Degree: $1,000  Faculty degree attainment is set in the Faculty Handbook. 
 
Life U Shop. The University bookstore is in the Center for Graduate/Undergraduate Studies (CGUS). All employees have 
access to the bookstore and receive a 10% discount on all items except textbooks, software, and sale items. For additional 
information please contact the Life U Shop. 
 
The Center for Excellence in Teaching & Learning (CETL). The CETL offers resources, training, and services to support a 
student-centered learning environment and the scholarship of teaching and learning. Professional development workshops 
and consultations on a variety of teaching and learning topics are provided. 
 
ID Badge. The University ID badge is a card used for photo identification purposes, access to campus library and facilities, 
use of technology and equipment, and building access after normal business hours. Employees are required to obtain an ID 
badge within 7 days of completing new hire orientation. 
 
Drs. Sid E. and Nell K. Williams Library. Located in the Learning Resource Center, The Williams Library provides 
academic library services, including print monographs, periodicals, e-books, e-journals, on-line resources and databases, 
print reference resources, audiovisual resources, anatomical models, x-rays, training classes, and a student computer lab 
serving students, faculty, staff and alumni. The library has established inter-library loan relationships with other colleges and 
universities, and library professionals may be able to facilitate access to materials housed externally to the University. 
 
An employee identification badge is required to use the library facility. The library is open on nights and weekends and is 
accessible to the public. Please visit the library website or contact the Williams Library for hours of operation: 
https://www.life.edu/campus-life-pages/sid-and-nell-williams-library. Hours of operation may vary in consideration of health or 
safety concerns. Please note, children may not be left unattended and University safety policies require employees to contact 
authorities if a child is left without supervision. 

http://www.life.edu/campus-life-pages/sid-and-nell-williams-library
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Section 4 – Employee Compensation 

University Practices 

Life University offers competitive compensation packages to its employees. The hiring department establishes starting 
salaries in conjunction with the Office of Human Resources and Finance/Budgeting. Salaries are determined by taking 
multiple factors into consideration including knowledge and experience, complexity and creativity, impact on institutional 
mission, level and nature of contacts, leadership responsibility, equity within the institution, and geographical market. 
Additionally, some professional positions may necessitate certain levels of education and experience as a minimum 
requirement, as determined by the University. Minimum qualifications, salary grades, and FLSA classifications, as well as 
expected duties and responsibilities, are depicted within the University’s job descriptions. 
 
While this Handbook governs all Life University employees, some additional practices and benefits are exclusive to faculty. 
Faculty should review “Administrative Document 4: Faculty Benefits” in the Faculty Handbook which may be accessed 
online at https://www.life.edu/wp-content/uploads/2020/10/Faculty-Handbook_Final-200723-Board-Adopted.pdf 
 
New employees should receive a 90-day probationary performance evaluation three months after being hired.  
 

Overtime 

The University complies with the requirements of the Fair Labor Standards Act and any applicable local law with respect to 
wages and hours. Please understand that there may be times when you will need to work overtime. However, all overtime 
must be approved in advance by your supervisor. 

Non-exempt hourly employees will be paid overtime at a rate of one and one-half times their regular hourly rate for all hours 
worked over 40 in a week. Non-exempt employees who are paid on a salary basis may have their overtime calculated 
based on the fluctuating work week method. Such employees will receive their fixed salary as straight time pay for whatever 
hours they are called upon to work in a work week and will receive additional compensation for overtime hours worked at a 
rate of one-half their regular rate of pay. In that case, an employee’s regular rate may vary from week to week and will be 
determined by dividing the number of hours worked in the week into the amount of the employee’s fixed salary. For all 
employees, only actual hours worked count toward computing weekly overtime. 

Exempt salaried employees receive a salary and do not receive overtime pay. Please understand that an employee’s salary is 
paid to compensate for all work of every amount and kind that the employee performs in performing the job and that the salary 
does not represent compensation only for the expected, regular, scheduled, average, normal or typical amount or kind of work 
done for the University. Exempt salaried employees are subject to deductions from their salaries only for lawful reasons.  

If an employee feels he or she has been subject to an improper salary deduction, has been improperly classified as exempt 
or non-exempt, or has not been paid overtime for any hours worked over 40 in a workweek, the employee must utilize the 
University ’s Employee Complaint Procedure, which is contained in this Handbook. In the event it is determined that an 
improper deduction was made or that an employee was not paid any overtime due, the University will reimburse the 
employee. Please also see our related policies on Time Reporting, which are contained in this Handbook. 
 

Compensation Dates 

All employees will be paid on a biweekly basis, every other Friday. The University suggests you have your paycheck directly 
deposited into an account at your financial institution. Wages for a pay period are paid on the Friday following the last Friday 
of the pay period (or Sunday in the event work is performed over the weekend). Employees may make changes to their 
direct deposit by logging into Paycom. 

http://www.life.edu/wp-content/uploads/2020/10/Faculty-Handbook_Final-200723-Board-Adopted.pdf
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Compensation Adjustments  

Life University compensation increases are subject to annual approval by the Board of Trustees and are contingent upon 
institutional financial capacity. 

Although increases may be approved by the Board, individual employee increases may be delayed or denied if any of the 
following conditions exist: 

• Required compliance training has not been completed by the established deadline. 
• The employee receives a below-standard performance evaluation rating. 
• The employee is on active corrective action related to performance or conduct. 

 
Performance evaluation results will also be considered in determining eligibility for increases above the Board-approved 
standard amount, when budget permits.  

Employees receiving below-standard ratings are not eligible for compensation increases. All increases remain subject to 
budget availability and final administrative approval. 
 
A full copy of the University’s Compensation Increase Eligibility Policy is found here: 
https://catalog.life.edu/content.php?catoid=39&navoid=5450.  
 

Confidentiality of Compensation and Benefits 

The University prohibits improper or unauthorized use of the University’s records or computer system to access confidential 
employee compensation and benefits. Improper or unauthorized access to the University’s records or computer system may 
violate federal or state law. This Policy does not prohibit individuals from discussing their own compensation and benefits 
with other employees, so long as you did not come into possession of such information through access which you have as 
part of your formal University duties. 
 

Work Schedules 

Your Department Head or supervisor will communicate specific and departmentally established work schedules, including 
start time, meal, break, and ending time. Non-exempt staff employee time records in Paycom should reflect the established 
schedule. Supervisors have the authority to rearrange work schedules to meet departmental needs, which may require 
changing work schedules, reducing work hours, requiring overtime, or maintaining ‘blackout’ periods in which scheduled 
leave will not be permitted. When schedules must be altered, your supervisor will make every effort to provide as much 
notice as possible. 
 

Time Reporting 

Life University requires all employees covered by this policy to accurately record their time worked, meal periods, and leave 
in the Paycom timekeeping system. Proper time reporting ensures compliance with federal and state wage and hour laws 
and supports accurate payroll processing. A full copy of the Time Reporting and Approved Human Resources HRIS Use 
Policy is found at this link: https://catalog.life.edu/content.php?catoid=39&navoid=5450. 

A. Use of Paycom for Time Reporting 
• Employees must clock in and out using Paycom at the beginning and end of each shift, including meal breaks, 

unless exempt or otherwise instructed by Human Resources. 
• Time entries must reflect actual hours worked; falsification of time is grounds for disciplinary action up to and 

including termination. 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkvqxzdcab.cc.rs6.net%2Ftn.jsp%3Ff%3D001JLC2FEvwuQuRqH8n5RXS0l-YfYnJYN8MTa36I3TCpRkwNgj0aItFyaNZnddXbBFlv8gxJ46KV_s1jqwrzR35RZMZWSPXGxvUWbRqpG7GQ8oRajlzVzQFFH7ACVJgM35juseFu4kyBKBsAfdEz9I1iQ6_vuwHZ4fJG6NUW2UtXlWSEr4QwTTB-SibJPtsFvmahWOu2pPAVqy-KACDqQ225Xw3Aw3e-y3aSizh4wGUYT8o1MGf-yA5Slf6pYbmn-IZQwyXxE_wJp5YnP_it4tyytV3hVpyXZe7lYZdWudcG3EnIkV7Rgd9Vqv_ZumGiq6QONdRyYHpwG91af-BI3r4j4G5tUKiZSKnRJYEdy0wXsH3frNJ33ecuPE-EI0ThgqmpDHKoLxL_ncSvjAJPQVgO_sa1ijx8i7UUKu_xpu3nOxJUie6_y4WbpEl6x3x5AhXd6t4fhQ6MO451hjrJc1JpvO2N4_QYeO7U_vz5GH6yxY7a_xytQoLFQMDRBMoIIOppEqqwuu8hoe2oXbVWKYZJgmilu6NhQqkMYw85ieHm7ANnw3jkFhO5lnvLOzaKKTeAIzrfwzqwMutWH920-aZpj4RQ3EXErYv9rEszTEIaoSNNM6QafTcFNJo7tz5PHKRuLbbEkWX0bV03QCA7ggF9XaYJXKCg_ErxC7vpT3Rv30DQaX1LtdmJv_EGXybn3spth4A6NX2S0WG8EuUAgAVvfvi8vKNfcUMJwhHU47ne6yJOn61hIKdeSGjoWS6gco9ZK3niaHGIEjkhMwt41CO8WW78GWMeoDPvJdEaJqhwbQ6-aPhlH7yeQ9IK41vV5VW%26c%3Dj4wvz7uoQv0MRH3GBLwy17_tam_4zbMm8jfQW5MPtdjoN0239Nss9g%3D%3D%26ch%3DZEzsPkBabMIeP3dM0SJbcxTKbzX2u1rBsatRExhtzjWn58qHfN_O-A%3D%3D&data=05%7C02%7Cterri.carter%40life.edu%7C9c3445bce163464f070508de844cf0dc%7C08caf4e4ebff425fb02db709325bd52b%7C0%7C0%7C639093663179163459%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=YyBS6V%2BYY3YsBr3WGVi0YMOxcvxbucvlx%2Fqu0zBgnxs%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkvqxzdcab.cc.rs6.net%2Ftn.jsp%3Ff%3D001JLC2FEvwuQuRqH8n5RXS0l-YfYnJYN8MTa36I3TCpRkwNgj0aItFyaNZnddXbBFlv8gxJ46KV_s1jqwrzR35RZMZWSPXGxvUWbRqpG7GQ8oRajlzVzQFFH7ACVJgM35juseFu4kyBKBsAfdEz9I1iQ6_vuwHZ4fJG6NUW2UtXlWSEr4QwTTB-SibJPtsFvmahWOu2pPAVqy-KACDqQ225Xw3Aw3e-y3aSizh4wGUYT8o1MGf-yA5Slf6pYbmn-IZQwyXxE_wJp5YnP_it4tyytV3hVpyXZe7lYZdWudcG3EnIkV7Rgd9Vqv_ZumGiq6QONdRyYHpwG91af-BI3r4j4G5tUKiZSKnRJYEdy0wXsH3frNJ33ecuPE-EI0ThgqmpDHKoLxL_ncSvjAJPQVgO_sa1ijx8i7UUKu_xpu3nOxJUie6_y4WbpEl6x3x5AhXd6t4fhQ6MO451hjrJc1JpvO2N4_QYeO7U_vz5GH6yxY7a_xytQoLFQMDRBMoIIOppEqqwuu8hoe2oXbVWKYZJgmilu6NhQqkMYw85ieHm7ANnw3jkFhO5lnvLOzaKKTeAIzrfwzqwMutWH920-aZpj4RQ3EXErYv9rEszTEIaoSNNM6QafTcFNJo7tz5PHKRuLbbEkWX0bV03QCA7ggF9XaYJXKCg_ErxC7vpT3Rv30DQaX1LtdmJv_EGXybn3spth4A6NX2S0WG8EuUAgAVvfvi8vKNfcUMJwhHU47ne6yJOn61hIKdeSGjoWS6gco9ZK3niaHGIEjkhMwt41CO8WW78GWMeoDPvJdEaJqhwbQ6-aPhlH7yeQ9IK41vV5VW%26c%3Dj4wvz7uoQv0MRH3GBLwy17_tam_4zbMm8jfQW5MPtdjoN0239Nss9g%3D%3D%26ch%3DZEzsPkBabMIeP3dM0SJbcxTKbzX2u1rBsatRExhtzjWn58qHfN_O-A%3D%3D&data=05%7C02%7Cterri.carter%40life.edu%7C9c3445bce163464f070508de844cf0dc%7C08caf4e4ebff425fb02db709325bd52b%7C0%7C0%7C639093663179163459%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=YyBS6V%2BYY3YsBr3WGVi0YMOxcvxbucvlx%2Fqu0zBgnxs%3D&reserved=0
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• Missed punches must be reported to the supervisor immediately and corrected within Paycom. 
• All employees (exempt and non-exempt) must use Paycom to request usage of personal time and vacation time. 

 
B. Overtime Approval 

• Overtime must be approved in advance by the employee’s supervisor or department head. 
• Unauthorized overtime may result in disciplinary action; however, the University will compensate employees for all 

hours worked as required by law. 
• Supervisors are responsible for preventing unnecessary overtime and for monitoring time entries for accuracy. 

 
C. Employee Responsibilities. Employees must: 

• Record all hours worked daily in Paycom. 
• Accurately report meal breaks and any paid or unpaid leave. 
• Submit their time for approval by the designated payroll deadline. 
• Notify supervisors of any discrepancies immediately. 

 
D. Supervisor Responsibilities. Supervisors must: 

• Review and approve employee time in Paycom by established deadlines. 
• Ensure all overtime is pre-approved and properly recorded. 
• Address timekeeping concerns promptly with Human Resources. 
• Provide corrective coaching or disciplinary action when employees fail to comply with timekeeping rules. 

 

Breaks 

The University will comply with all state applicable guidelines/regulations regarding meal and rest breaks. The University 
expects any employee entitled to a rest or meal break to take such a break and no one working at the University has the 
authority to prevent an employee from taking any break required by law. During any such required break, the employee shall 
be fully relieved of duties for the entire break. If an employee believes he or she has not been allowed to take any break 
required by state law, then the employee is directed to promptly use the Employee Complaint Procedure to report this issue.  
 

Nursing Mothers 

The University complies with applicable provisions of the Providing Urgent Maternal Protections (PUMP) for Nursing 
Mothers Act. Consistent with this statute, the University provides all nursing mothers with reasonable break time to express 
breast milk for the nursing of a child, as frequently as needed by the nursing mother, for one year following the birth of a 
child. In addition, the University will provide a private place other than a bathroom where a nursing mother may express 
breast milk. These breaks will be unpaid for non-exempt employees, unless the break time otherwise would be paid by the 
University or the employee is not completely relieved of duty for the entire break period. Exempt employees will be paid their 
full salary during all nursing break times, as required under the FLSA or other applicable wage and hour law. Please direct 
all requests regarding this Policy to the Office of Human Resources.  
 
If any state, local, or other applicable law provides additional protections for nursing mothers, the University will comply with 
such law.  
 
If you believe you have been denied any entitlement provided to nursing mothers, been discriminated or retaliated against 
for exercising any right under this Policy, or otherwise have any complaint regarding this Policy, please utilize the 
University’s Employee Complaint Procedure, which is contained in this Handbook.  
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Holidays 

Life University affords regular, full-time employees ample leave and holiday programs. The calendar of holidays is established 
by the President and published annually. Holidays falling on Saturdays are observed on the proceeding Friday and holidays 
falling on Sunday are observed on Monday. Regular full-time employees are eligible for holiday pay after 30 days of 
continuous employment, unless otherwise specified in the written employment offer. To receive payment for designated 
University holidays, employees must be in a paid status the day before and the day after the holiday. Employees who are not 
in a paid status before and after a holiday will not receive pay for the holiday. 
 

The following holidays are observed: 
New Year’s Day 
Martin Luther King, Jr. Birthday  
Spring Recess 
Memorial Day  
Juneteenth Day  
Independence Day 
Labor Day 
Thanksgiving Day and the Day After Thanksgiving Day 
*Winter recess 
 
*Set annually by the President. You must be employed at least 30 days prior to winter recess to be eligible for this benefit. 
 
During breaks and holidays, essential employees are required to report to campus or perform duties. Non-exempt 
employees who work during breaks and holidays will receive 8 hours of holiday pay and any hours worked on those days. 
Exempt employees will be able to earn flex days, which must be used in a specific timeframe. 
 

Personal Days 

The University recognizes that unforeseen circumstances sometimes occur. Therefore, regular full-time employees are 
eligible for personal days on a bi-weekly accrual basis at a rate of 0.0385 per hour/3.08 hours per pay period *26 pay 
periods = 80 hours (10 days). The accrual will begin after 30 days of continuous employment. Personal days can be used to 
handle unforeseen and personal matters, illness, doctor and dentist appointments, legal matters, etc. Personal leave can be 
used in one-hour increments. 
 
Personal days must be approved as far in advance as possible, unless you call in with an unforeseen circumstance. In 
which case, employees must contact their direct supervisor prior to the start of the scheduled workday. Departmental 
procedures for notifying your supervisor should be followed.  
 
Using Personal days does not prevent an absence from being unexcused.  
Personal days are only available for use after being earned, and future accruals cannot be ‘borrowed’ against.  
 

Vacation Days 

Vacation days must be approved by the employee’s supervisor as far in advance as possible and requests should be 
submitted no less than 48 hours prior to the applicable date(s) being requested. 
 
Vacation accrual is effective immediately upon hire. Vacation leave can be used in one-hour increments. Vacation will be 



Life University Employee Handbook 
 

31 | P a g e   

earned based upon years of service. Note: employees must use available personal and vacation days before entering a non-
paid status. The vacation accrual table can be accessed in Appendix A of this Handbook. 
 
Life University believes in the restorative power of taking time off for rest, relaxation, and the pursuit of personal interests, 
hobbies, goals, and service to others. This approach also creates and facilitates specific cross-training opportunities within 
departments, underscores the relationship between an employee and the designated back-up, and instills confidence in the 
continuity of the department. The University requires all employees to take regular vacation breaks, of ample duration, 
through the year of 50% of their earned vacation eligibility. Individuals failing to do so will forfeit such amounts. 
 

Miscellaneous Leave Information 

Accrual rate incremental changes occur on the employee’s anniversary date. The Leave Plan year runs from January 1 to 
December 31 of each year. 
 
The amount of leave afforded to an exempt employee at the Director level and above is set at the highest accrual value of 
6.16 hours. 
 
Life University allows for the “carryover” of a portion of leave that has not been taken. This amount is up to 10 vacation (80 
hours) and 5 personal (40 hours) days for a maximum of 120 hours. This carryover is performed by the Office of Human 
Resources on December 31 annually. Anything in excess is moved to a personal BANK that may only be used for disability 
and/or in conjunction with qualifying FMLA leave. Disability is processed utilizing the ADA Interactive Process. The personal 
BANK will be capped at 528 hours for staff and 540 hours for faculty. Any carryover hours that exceed this maximum will be 
forfeited. 
 

Note Regarding Leave 
Taking time off that has not been properly authorized is inappropriate behavior which could be considered job abandonment 
and may result in pay reduction and disciplinary action. 
 
In the event an employee decides not to take the requested absence after it has been approved, the employee must notify 
the appropriate supervisor in writing, confirming the day was not used, or the day will be charged. The department 
supervisor is responsible for ensuring the change is made in University time and attendance system or for notifying Payroll 
of the change if the system is closed for the pay period.  
 

Bereavement Leave 

Life University provides paid bereavement leave to employees experiencing the loss of an eligible family member. 
Employees may take time off without penalty to grieve, make arrangements, and attend services. Bereavement leave is 
granted as follows: 

 
A. Immediate Family Members (Up to 5 Paid Days) 
Bereavement leave of up to five (5) consecutive paid workdays is provided for the death of an immediate 
family member, including: 

• Employee’s spouse 
• Employee’s domestic partner (as defined in Life University’s Domestic Partner Policy) 
• Employee’s children (biological, adopted, foster, step, legal guardianship) 
• Employee’s parents (biological, adoptive, foster, step, legal guardian) 
• Employee’s siblings (biological, adoptive, foster, step) 
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B. Extended Family Members (Up to 3 Paid Days) 
Bereavement leave of up to three (3) paid workdays is provided for the death of: 

• Grandparents or grandchildren 
• Parents-in-law 
• Children-in-law 
• Siblings-in-law 

 
C. Additional Unpaid Leave 
Employees needing additional time may request unpaid leave. Approval will be determined by the 
supervisor in consultation with Human Resources. 
 

Employees requesting Bereavement Leave should contact the Office of Human Resources. Leave will be granted upon 
receiving confirmation of the need for leave and confirmation of the relationship.  Until such paperwork is received 
supporting the need, the Office of Human Resources will apply either vacation or personal time to the timecard. Once 
supporting documentation is received, the time will be returned to the appropriate accrual and bereavement will be added.  

 
A copy of the Bereavement Policy is located: https://catalog.life.edu/content.php?catoid=39&navoid=5448  
 

Educational Leave 

The University supports the educational development of employees to expand their personal and professional growth. An 
unpaid educational leave of absence may be granted, with the approval of the employee’s supervisor. The University will 
consider reasonable release time for attendance at conventions, seminars, training, and workshops, provided it does not 
duly interfere with the employee’s duties and assignments. It is the responsibility of the employee to ensure that duties and 
assignments are covered during his/her absence. 
 
Life University may grant educational leave to eligible employees pursuing degrees, certifications, or formal coursework that 
is reasonably related to their current role or anticipated future contributions to the University. 

 
Educational leave is not entitlement and is subject to approval based on: 

• Business necessity 
• Budgetary considerations 
• Operational coverage 
• Employee performance standing 

Educational leave may be approved as: 
• Unpaid leave 
• Partially paid leave 
• Reduced schedule or flexible work arrangement 

 
Approval of educational leave does not guarantee continued compensation, benefits, or job placement unless explicitly 
stated in the Educational Leave Agreement. A full-copy of the Education Leave Policy is found at this link: 
https://catalog.life.edu/content.php?catoid=39&navoid=5453  
 
Faculty leave is governed by Faculty Handbook (see Sections V. Compensation/Leave/Benefits). The Faculty Handbook 
may be found here: https://www.life.edu/about-pages/human-resources/faculty-handbook/ 
 

https://catalog.life.edu/content.php?catoid=39&navoid=5448
https://catalog.life.edu/content.php?catoid=39&navoid=5453
http://www.life.edu/about-pages/human-resources/faculty-handbook/
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Family and Medical Leave Act (FMLA) 

The Family and Medical Leave Act of 1993 (“FMLA”) provides unpaid, job-protected leave to eligible employees for certain 
family and medical reasons, without loss of health insurance benefits. The existence of this Policy shall not alter or expand 
the statutory requirements of the FMLA, and application of this Policy is correspondingly limited to those employers and 
employees who are protected based on the provisions of the FMLA. 

In addition to the information on the Notice following this Policy (identified as Your Employee Rights under the Family and 
Medical Leave Act), the following information is provided to explain the employee’s rights and obligations when requesting a 
family or medical leave. 
 

Eligibility for Leave and Amount of Leave 

To be eligible for leave under this Policy, an employee must have been employed for a total of twelve (12) months, must 
have worked at least 1,250 hours during the 12-month period preceding the commencement of the leave, and must work at 
a facility with 50 or more employees within a 75-mile radius of this worksite. 

An eligible employee may take FMLA leave for up to 12 weeks of unpaid leave for one or more of the following reasons: (1) 
the birth of the employee’s child; (2) placement of a child with the employee for adoption or foster care; (3) to care for the 
employee’s child, spouse, or parent who has a serious health condition; (4) the employee’s own serious health condition 
that makes the employee unable to perform the functions of his or her job, or (5) because of a qualifying exigency arising 
out of the fact that the employee’s spouse, child, or parent is a member of the National Guard or Reserves who has been 
deployed to a foreign country under a call or order to active duty (or has been notified of an impending call or order to active 
duty) or is a member of the regular Armed Forces who has been deployed to a foreign country. An employee may take a 
total of 12 workweeks of unpaid leave for the reasons specified above during a rolling 12-month period measured backward 
from the date an employee uses any FMLA leave. 
 
If you and your spouse are both employed by the University, the two of you together are entitled to a combined total of 12 
weeks of FMLA leave for the birth, adoption, or placement of a child, or to care for a covered family member with a serious 
health condition. The right to FMLA leave for the birth, adoption, or placement of a child expires 12 months after the date of 
the birth, adoption or placement. 
 
An eligible employee may take up to twenty-six (26) weeks of unpaid, job-protected leave in a single 12-month period 
(measured beginning on the date the leave begins) to care for a spouse, child, or parent who is a covered servicemember. 
The term “covered servicemember” means: (i) a servicemember (including in the Regular Armed Forces, the National 
Guard, and the Reserves) who has a serious injury or illness that was incurred or aggravated in the line of duty while on 
active duty for which he or she is undergoing treatment, recuperation, or therapy, is otherwise in outpatient status, or is 
otherwise on the temporary disability retired list, or (ii) a veteran undergoing medical treatment, recuperation, or therapy for 
a qualifying serious injury or illness that was incurred or aggravated in the line of duty while on active duty and who was a 
member of the Armed Forces (including in the National Guard or the Reserves) within five (5) years preceding the date the 
veteran undergoes that treatment, recuperation, or therapy.  

FMLA leave to care for a seriously ill or injured servicemember runs concurrently with other leave entitlements provided 
under federal, state, and local law. Leave that qualifies as both leave to care for a covered servicemember and leave to care 
for a family member with a serious health condition during a single 12-month period may not be designated and counted as 
both types of leave. Such leave will be designated first as leave to care for a covered servicemember. 

Unless otherwise required by law, no employee will be entitled to more than a combined total of 26 weeks of leave in a 
single 12-month period for any FMLA-qualifying reason.  
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The FMLA permits eligible employees to take leave intermittently or on a reduced- schedule leave when medically 
necessary for the serious health condition of the employee or the employee’s family member or to care for a covered 
servicemember with a serious injury or illness. In the case of planned medical treatment, the employee must attempt to 
schedule the intermittent or reduced-schedule leave so as not to unduly disrupt the University’s operations. Intermittent 
leave is not available for the birth, adoption or placement of a child unless agreed to by the University. The University may 
transfer the employee temporarily to an alternative position with equal pay and benefits that better accommodates any 
recurring periods of intermittent leave.  

If an employee is entitled to paid leave under another benefit plan or policy (such as PTO, sick, personal or vacation leave), 
the employee must use such paid leave concurrently with the FMLA leave. Such available paid leave will be counted 
against the unpaid FMLA leave entitlement. The employee is required to satisfy any procedural requirements for receiving 
payment under paid leave as provided in this Handbook when substituting paid leave for FMLA leave. If you are receiving 
short-term disability or workers’ compensation benefits during a personal medical leave, you will not be required to utilize 
these benefits. However, you may elect to utilize accrued benefits to supplement these benefits.  
 

Request for and Designation of Leave 

To request FMLA leave, the employee must complete and sign a Request for Family and Medical Leave form and submit it 
to the Office of Human Resources. When the need for FMLA leave is foreseeable, the employee must provide notice and 
submit the Request for Family and Medical Leave form at least thirty (30) calendar days in advance of the effective date of 
the leave. If 30 days’ notice is not practicable (such as if the employee is uncertain as to when the leave will begin or in the 
case of a medical emergency), the employee must provide notice as soon as practicable. If the need for leave is not 
foreseeable or in the case of a qualifying exigency, the employee must give the University notice of the need for FMLA 
leave as soon as practicable under the circumstances. 
 
An employee must provide notice sufficient for the University to determine that the leave is for an FMLA-qualifying event. In 
the case of unforeseeable leave, calling in “sick” without providing any additional information is not sufficient. When an 
employee seeks FMLA leave for a qualifying reason for which the University previously has granted FMLA-protected leave, 
the employee must specifically reference the qualifying reason for leave or the need for FMLA leave. If the employee fails to 
provide the University the reason for leave, leave may be denied. 

The employee will be notified within five (5) business days of his or her request for FMLA leave whether the employee is 
eligible for FMLA leave, absent extenuating circumstances. At that time, employees will be provided with written notice of 
their rights and responsibilities and the consequences for failure to meet these obligations. When the University has 
sufficient information to determine whether the leave is for an FMLA-qualifying event, the employee will be notified within 
five (5) business days whether the leave will be designated and counted as FMLA leave, absent extenuating circumstances.  

When scheduling planned medical treatment, the employee must consult with the University in advance to ensure that the 
University’s operations are not unduly disrupted by the employee’s absence(s). 

Employees should understand that, for any absences, whether covered by the FMLA or not, it is imperative to follow the 
University’s usual and customary internal notice and procedural requirements for requesting leave, as outlined in the 
University’s Employee Handbook. If an employee fails to comply with the University’s internal notice and procedural 
requirements and no unusual circumstances justify such failure, FMLA-protected leave may be delayed or denied. 
 

Certification and Recertification of Leave 

The University requires that an employee provides a complete and sufficient certification of a serious health condition of the 
employee or the employee’s family member, of a qualifying exigency, or of the need to care for a covered servicemember 
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with a serious injury or illness. Employees who need FMLA should contact the Office of Human Resources. The University 
uses a third-party vendor to track and approve the need for FMLA. Paperwork must be received to FMLASource within 
fifteen (15) calendar days, unless it is not practicable to do so under the circumstances. Failure to provide such certification 
may result in the delay or denial of FMLA leave.  
 
If the University has reason to doubt the validity of a medical certification, the University, at its own expense, may require a 
second medical opinion from a physician it chooses. If the first and second opinions differ, the University, at its own 
expense, may require the opinion of a third health care provider that is approved jointly by the University and the employee. 
The third opinion will be considered final and binding. 
Where the employee’s need for leave due to the serious health condition of the employee or the employee’s covered family 
member lasts beyond a single leave year, the University requires the employee to provide a new medical certification in 
each year the employee subsequently takes leave. 

Where leave is taken for the serious health condition of the employee or the employee’s covered family member, the 
University may require recertification of the leave every six (6) months, or on a more frequent basis in certain 
circumstances. 

Employees returning from an approved FMLA leave due to their own serious health condition (except if you are taking 
intermittent leave) will be required to present a fitness-for-duty certification from their health care provider indicating that 
they are medically able to resume work. This certification specifically must address the employee’s ability to perform the 
essential functions of his or her job. The University may delay returning the employee to work until this certification is 
received. Failure to provide this certification may subject the employee to termination. 

In the case of intermittent FMLA leave for an employee’s own serious health condition, employees are required to present a 
fitness-for-duty certification every thirty (30) days if the University determines that reasonable safety concerns exist 
regarding the employee’s ability to perform his or her duties because of the employee’s serious health condition. 

Employee Responsibilities While on Leave 

During an approved FMLA leave, employees are entitled to the same health insurance they had before the leave began. 
Employees who pay some or all their health insurance premium will be required to continue to pay the premiums in order to 
continue benefit coverage during the leave period. The employee is responsible for making arrangements to pay any 
premiums due during the leave period. Employees who do not return to work following FMLA leave will be liable for the 
payment of any health insurance premiums paid by the employer during unpaid FMLA leave, unless the failure to return to 
work was due to the continuation, recurrence, or onset of a serious health condition or for other circumstances beyond the 
employee’s control. 

Employees will be required to periodically advise the University of their status and intent to return to work at the conclusion 
of the FMLA leave. Employees also must provide notice to the University at least two (2) business days prior to their return 
to work. If an employee unequivocally indicates his or her intent not to return to work after taking FMLA leave, the employee 
is subject to termination. 

While on leave, the employee may not be eligible for bonuses or other payments based on attendance or job-related 
performance goals, in the University’s discretion, where the employee has not met that goal due to FMLA leave. 

Outside employment during an employee’s leave period without written University approval is prohibited and may result in 
disciplinary action, up to and including termination of employment. Further, engaging in deceptive or misleading conduct as 
a part of an employee’s leave (including lying about the reason or need for such leave) may result in disciplinary action, up 
to and including termination. 
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Return from Leave 

Employees returning from FMLA leave will be restored to the same or an equivalent job. The FMLA does not entitle a 
restored employee to any right, benefit, or position of employment other than any right, benefit, or position to which the 
employee would not have been entitled had the employee not taken leave.  
 
A request to substitute paid leave for unpaid FMLA leave or a request for any leave not covered by the FMLA may be 
subject to additional approval, certification, and reinstatement requirements. In addition, employees requesting to substitute 
paid leave for unpaid FMLA leave or requesting other approved leave will be required to complete all applicable forms. 
 

Coordination of FMLA Leave with Other Leave Policies 

The FMLA does not affect any federal, state or local law prohibiting discrimination, or supersede any state or local law that 
provides greater family or medical leave rights. For additional information concerning leave entitlements and obligations that 
might arise when FMLA leave is either not available or exhausted, please consult the University’s other leave policies as 
applicable or contact the Office of Human Resources. 
 

Employee Complaint Procedure 

If you believe you have been denied any right under the FMLA or otherwise discriminated against because of your use of 
FMLA leave, please utilize the University’s Employee Complaint Procedure, which is contained in this Handbook. 
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Family Care Leave 

Employees who work at least 30 hours per week, may use up to five days of earned PTO per year for the care of an 
immediate family member. “Immediate family member” means an employee’s child, spouse, grandchild, grandparent, or 
parent or any dependents as shown on the employee’s most recent tax returns.  

Leave can be used on the same terms upon which the employee uses his or her own personal sick leave benefits.  

The University may request written verification to support the need for leave, where consistent with other University benefit 
plans or paid leave policies.  
 

Medical Leave (NON-FMLA) 

Employees who need time off from work for qualifying medical reasons, but who are not entitled to leave under the FMLA or 
other leave law (such as those who are not eligible or who already have exhausted their FMLA leave), may be granted Non-
FMLA Medical Leave at the University’s discretion. Requests for Non-FMLA Medical Leave should be directed in writing to 
the Office of Human Resources. The final decision as to eligibility and to the amount of such leave is within the sole 
discretion of the University. The University may consider factors such as the employee’s length of employment with the 
University, unusual personal hardship, employee work performance, the University’s business needs and expenses, and 
other business considerations regarding approval and amount of any leave in a particular situation.  
 
Upon return from an approved Non-FMLA Medical Leave, the employee must provide a release from his or her health care 
provider authorizing him or her to return to work and listing any work restrictions. Upon receipt of the return-to-work 
authorization from the health care provider, the University will review any work restrictions and determine whether the 
employee’s position or another position for which the employee is qualified is available, including whether a reasonable 
accommodation is appropriate and available. If no such position is available, the employment relationship will be terminated.  
 
This Policy will be applied in conjunction with the Americans with Disabilities Act, the Family and Medical Leave Act, the 
Pregnant Workers Fairness Act, the applicable state worker’s compensation law, or other applicable local, state, or federal 
law. 
 

Temporary Modified Duty Program 

The University will consider requests for accommodation in the form of modified duty on a temporary basis for employees 
who are injured or otherwise unable to perform their regular job duties due to temporary incapacity, including due to 
pregnancy, worker’s compensation/ occupational injuries, and non-occupational injuries. For such requests for temporary 
modified duty, including change of job duties, “light duty,” reduced work schedule, or leave from work, the University will 
consider requests on a case-by-case basis. Requests for temporary modified duty should be directed in writing to the 
General Manager. The final decision as to eligibility for and to the nature and duration of the temporary modified duty is 
within the sole discretion of the University. The University may consider factors such as the nature of the employee’s 
impairment and limitations, the nature and requirements of the employee’s job position, the employee’s length of 
employment with the University, unusual personal hardship, employee work performance, University business needs and 
expenses, and other business considerations regarding the approval, nature, and duration of temporary modified duties in a 
particular situation.  

This policy is not applicable to and does not supersede any available rights in connection with, accommodations that are 
required under the Americans with Disabilities Act (“ADA”), to leave that is required under the Family and Medical Leave Act 
(“FMLA”), or to non-FMLA medical leave. For any such requests, please see the University’s Respective Equal Employment 
Opportunity, Family and Medical Leave, and Medical Leave (Non-FMLA) Policies contained in this Handbook. 
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Inclement Weather University Closing 

The University is committed to maintaining business and operations during inclement weather periods. However, in the 
event of life-threatening weather conditions, the President may deem it necessary to close the University officially or to 
delay normal reporting times.  

 
Notification of a change in operations will be sent via: 

• SMS Text (Rave Alert) 
• ALERTUS Emergency Beacons 
• Email (Rave Alert) 
• Life University Website Homepage Banner 
• Daily LIFE Wires 

 
Regular, full-time employees scheduled to work (not on vacation leave, personal leave, or leave of absence), who are 
unable to work remotely will be provided with paid leave in the event of a delayed opening or business closing. The 
University maintains an essential employee list which may be required to report to work during an announced closing. In 
those instances, non-exempt employees deemed essential and required to work will be compensated for the University 
closing period at 8 hours and will also be compensated for all hours worked. 
 
The university will pay for three days of inclement weather each fiscal year. Should disruption to operations last for longer 
than three days or if there are more than three instances of inclement weather, employees must use their paid time off. 
 
Employees who do not report to work or arrive late when the University is not officially closed, or the opening is delayed, 
must use vacation or personal leave to cover the balance of hours. If the employees’ balances are exhausted, the employee 
will not be paid for hours more than the official closing duration. Additionally, employees (exempt and/or nonexempt) already 
on prescheduled, approved leave are not categorized as ‘able and ready for duty’ on the applicable inclement/closing date 
and therefore will utilize the prescheduled leave hours from the accrual account specified on the governing leave request. 
 

Jury Duty Leave 

Employees who are summoned for jury duty will be granted paid leave to serve. Employees must provide proof of jury 
summons. The University reserves the right to limit the amount of paid jury leave where permitted by applicable law. 
Employees should make arrangements with their supervisor as soon as you receive your summons. In fairness to our 
university, you are expected to return to your job if you are excused from jury duty during your regular working hours. The 
University will comply with the FLSA in payment of the salary of an exempt employee on jury duty during any week in which 
he also performs work. 
 

Non-Medical Leave of Absence 

An employee may apply for a leave of absence (without compensation) if exceptional circumstances arise, and if such a 
leave will not be injurious and unreasonable to the University’s operations and its commitment to students. In considering a 
request for a leave of absence, all approving officials shall consider the effect that the leave would have on the University as 
a whole, and on the division or department of which the applicant is a member. An employee on leave will not accrue any 
benefits, (i.e., vacation, personal days, tuition benefits, etc.), except as required by law. A non-medical Leave of Absence 
can be applied for through the employee’s supervisor and in coordination with the Office of Human Resources. All non-
medical Leaves of Absences must obtain the explicit approval of the appropriate Vice President. 
 
The department manager will provide written notice of approval or denial to the employee requesting leave in coordination 
with the Office of Human Resources and designated representative if applicable. Employees must use all available personal 
and vacation days before entering a non-paid status. 
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Health and life insurance benefits will continue during a leave of absence for a period not greater than ninety (90) days from 
the day the leave of absence begins. Premiums are due on the first of each month and the employee is responsible for 
paying their portion. If premium payments are not made by the employee and exceed 30 days late, coverage will be subject 
to cancelation for non-payment. Should this cancelation occur, conversion information for health and life insurance for the 
employee and dependent(s) will be sent mailed utilizing the current addresses on file with the carrier. 
 

Military Leave 

The University will comply with its obligations for those employees who serve in any branch of the United States uniformed 
military services, including providing any necessary time off, in accordance with federal, state, and local law. Accrued PTO 
(if any) may be used for this leave if the employee chooses, but the University will not require the employee to use PTO. 
The Family and Medical Leave Act of 1993 (“FMLA”) and the Uniformed Services Employment and Reemployment Rights 
Act (“USERRA”) contain provisions regarding certain types of military leave. The FMLA’s provisions regarding military leave 
are addressed in detail in the Family and Medical Leave Policy in this Handbook. Employees who are eligible to take military 
leave must comply with all applicable requirements. Questions regarding the University’s military leave policy should be 
directed to the Office of Human Resources. If you believe you have been denied leave to which you are entitled or 
otherwise discriminated against because of your use of military leave, please utilize the University’s Employee Complaint 
Procedure, which is contained in this Handbook. 
 
 
Section 5 – Employee Responsibilities 

Attendance and Punctuality 

Attendance and punctuality are important factors for your success within our University. We work as a team, and this 
requires that each person be in the right place at the right time. Failure to meet the expectations of the University in the area 
of attendance and punctuality will result in disciplinary action, up to and including termination. 
If you are going to be late for work or absent, you must notify your supervisor before the start of your workday. You are 
required to speak with your supervisor directly, or, if your supervisor is not available, you must speak with another 
supervisor. It is not acceptable to have another person call for you or leave a message with a co-worker.  
If you are absent for three days without notifying the University, it is assumed that you have voluntarily abandoned your 
position with the University, and you will be separated from the University. 
 
Excessive absenteeism and tardiness will result in termination. Excessive absenteeism and tardiness is generally considered:  

• More than one occasion of unexcused absence. 
• Three occasions of unexcused absence or tardiness in a three-month period.  
• Six or more occasions of excused absence or tardiness within a twelve-month period.  
• An unacceptable pattern of absences and/or tardiness over an individual’s employment history.  

 
Departments may set their own attendance standards based on operational need.  
 
It is important to understand that individual circumstances may dictate that fewer tardies or absences than listed above still 
may be considered Excessive Absenteeism. Your attendance simply is one aspect of your job performance and will be 
considered together with your overall performance and attitude.  
 
This Policy will be applied consistent with all applicable laws. If you or an immediate family member has a medical condition 
that results in one or more absences, you may qualify for unpaid leave under the federal Family and Medical Leave Act of 
1993 (“FMLA”), and your absences will be treated accordingly. Please refer to the Family and Medical Leave Policy in this 
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Handbook for information about leave under the FMLA. Likewise, if your absence is approved leave under the Americans 
with Disabilities Act (“ADA”) or Pregnant Workers Fairness Act (“PWFA”), your absence will be considered in accordance 
with the requirements of the ADA and PWFA. For absences that should be approved under the ADA or PWFA, please 
consult the ADA and PWFA Policy set forth in the EEO Policy in this Handbook. Be advised that leave under the FMLA, 
ADA or PWFA may require approval in advance and does not necessarily relieve you from your responsibilities as set forth 
in this Attendance and Punctuality Policy. 
 
If you believe that an absence or tardy improperly has been considered, please utilize the University’s Employee Complaint 
Procedure, which is contained in this Handbook. 
 

Performance Reviews 

Life University is committed to fostering a culture of continuous improvement and professional growth. All eligible employees 
are required to participate in an annual performance review cycle conducted near the end of the fiscal year. Performance 
reviews will be completed in Paycom and require both: 

• Manager assessment, and 
• Employee self-assessment 

Completion of both components is mandatory. 
 
Performance review outcomes may be considered in, but does not guarantee: 

• Promotions 
• Transfers 
• Career development opportunities 

 
Compensation decisions, including increases above the Board-approved standard increase amount, if budget allows 
Employees receiving below-standard performance ratings will not be eligible for merit-based or discretionary 
increases. 
 
The University’s policy on performance reviews can be found: https://catalog.life.edu/content.php?catoid=39&navoid=5457  
 
Information on Faculty Evaluation Process is outlined in the Faculty Handbook. 
 

Compliance Training 

It is the expectation of Life University that all staff and faculty complete all required compliance training as assigned and 
communicated by the University. Required training includes, but is not limited to, training necessary to support federal 
programs and institutional compliance obligations, such as: 

• FERPA (Family Educational Rights and Privacy Act) 
• Disability Services / ADA compliance and accommodations 
• Title IX/HIPPA 
• Any other training required by Life University to support compliance, safety, risk management, and operational 

readiness. 
 

Completion of required training is a condition of employment and is considered an essential job function. Training 
completion is also required to maintain access to University systems and platforms, including but not limited to Blackboard 
and Colleague. 
 

https://catalog.life.edu/content.php?catoid=39&navoid=5457
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Failure to complete required training within the timelines outlined in this policy will result in corrective action, up to and 
including removal of system access, unpaid leave, and separation from employment. Expectations on training completion 
are listed in the Required Compliance Training Policy found at this link: 
https://catalog.life.edu/content.php?catoid=39&navoid=545 
 
 
Change of Address/Telephone Number/Name 

If an employee has a change of address, name, or telephone number, the employee must notify their department supervisor 
and update Paycom. Current address/telephone number is needed in case of an emergency and to provide employees with 
University communications, including annual tax information. 
Employees are responsible for submitting the change request in Paycom. 
 
NOTE: Employees who have a name change must submit a new I-9 form (Employment Eligibility Verification) and present 
the Office of Human Resources with their new Social Security card reflecting their new name. A copy of the marriage 
license will be required if a name change is because of marriage, and a court order or divorce decree for other 
circumstances. 
 

Computer, Email, And Internet Use Policy 

Purpose and Application 
The University provides a variety of technological resources to its employees for purposes of its business operations and to 
help employees perform their jobs. While these technological resources are often necessary and helpful tools, they also 
pose risks and must be used with common sense and good judgment. As such, the University has developed this policy to 
establish guidelines for the use of its technology resources. For purposes of this policy, the University uses the term 
“technology resources” to refer generally to all of its computing, network, and electronic resources, such as computers; 
software; networks; email systems; telephones and cellular phones; instant messages; text data; voicemail systems; fax 
machines; information on a memory or flash key or card, jump or zip drive, or any other type of internal or external 
removable storage drives; and Internet access. 
 
Questions about access to electronic communications or issues relating to security should be addressed to the Chief 
Information Officer. A detailed version of this policy is provided to employees at orientation. 
 

Business Use Only 
The use of the University’s technology resources is for University business and is to be used for authorized purposes only. 
These technology resources are established, maintained, and provided by the University for employees to use for the 
furtherance of the University’s business and not for personal use. However, the University acknowledges that some 
personal use of its technology resources is inevitable and may be necessary at times. Therefore, the University permits brief 
and occasional personal use of its technology resources, provided that such personal use is minimal, reasonable, adheres 
to the requirements in this policy, and does not interfere with the performance of one’s job duties. The University has sole 
discretion to determine what constitutes reasonable personal use and whether personal use is interfering with the 
performance of one’s job duties. 
 

Personal Mobile Devices at Work 
While at work, employees are expected to exercise the same discretion in using personal mobile devices as is expected for 
the use of any University devices. Excessive personal calls during the workday, regardless of the phone used, can interfere 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkvqxzdcab.cc.rs6.net%2Ftn.jsp%3Ff%3D001JLC2FEvwuQuRqH8n5RXS0l-YfYnJYN8MTa36I3TCpRkwNgj0aItFyaNZnddXbBFl6qhaatTVbxOSR8KqN3v1FKe8_Q-tDX-ImMVZKvNAeUJ-DZw7T3XVeVlSxDgYQzHHoCt_73V8H7cwlSxhSUv3BEm-SniR_mcseq3VRfu4FlSDbY-LHCZdhzNF2SRsOt3VfkxC_3IQyt3IkAprAUurxaTvNVPyjOILwQM07Z_Kn9jBQaS-S-WcNEEwe-5tO9hMIVe7fYT6zPtSWPEHgX8OH8R0w3RnKcVaetBk0fmtYCWkOKyTGWg-QGiAdacM_oUUYM-PspcXJoAL3vsZpH_jP1gm-_jKp0hgiZWen07lqNGiZpOn25K7jRNwov_BYN9tPOh9Vz0blN5-aI8Am-XX4Al8ORt9wq4yF4no0CK9y_pQkskypxpVNtOg2-HD6rs_j0jLJWGwY-Lt6MpggBHkskOWPoU4rp18BHdLHCj0So8MhXR8jSuKaHd3VamyQV89DhCxSxnSfYMbrKLhZXctY11SA2FT4_tJXLtORSUwZmiElBJ9UN6HAUSQbV231tqTZncVmqXruk8IqoulANldQWX09RK6ngxuUtZv8MfozkthBpfFQdghC_6jDYPmSCK4HxTA_o4Lk7lW7A98UFf5d102Iy-9CYMQrhsxazsIL9KeJm8X_wyxyHrfnBFPn8MJuQOIB0d84Wwq-uhg2aL91ndx3SV1V-0oTEpkYJclMywrBgaX8zX69PzbGnqrcl92d-FJrNdCtFnI0SlQQ8xtaB0Ivc-H1Jk8k9wrTVx4KPllgryBF5Obb5bgrtkrkEkW%26c%3Dj4wvz7uoQv0MRH3GBLwy17_tam_4zbMm8jfQW5MPtdjoN0239Nss9g%3D%3D%26ch%3DZEzsPkBabMIeP3dM0SJbcxTKbzX2u1rBsatRExhtzjWn58qHfN_O-A%3D%3D&data=05%7C02%7Cterri.carter%40life.edu%7C9c3445bce163464f070508de844cf0dc%7C08caf4e4ebff425fb02db709325bd52b%7C0%7C0%7C639093663180073661%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=3tV%2FaHqODVbZhBH3LftCKlcQgNGPlsl9nNMnaKpU7Jo%3D&reserved=0
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with employee productivity and be distracting to others. Employees are asked to make personal calls during non-work time 
and to ensure that friends and family members are aware of the University’s policy. Flexibility will be provided in 
circumstances demanding immediate attention. The University will not be liable for the loss of personal mobile devices 
brought into the workplace. 
 

Ownership and Access to Technology Resources 
All of the University’s technology resources, including all data and files stored on or transmitted using the University’s 
technology resources, are the property of the University. This means that the University owns all data and files stored on or 
transmitted using any of the University’s technology esources, such as computers, network servers, or email servers. As 
such, the University retains the right to access, monitor, and inspect its technology resources, and any of the data and files 
stored and/or transmitted therein, at any time. This applies even with respect to data or information transmitted or received 
using any of the University’s technology resources, such as its networks or Internet connection, even if such is done using 
an employee’s personal device, such as a personal mobile phone, smartphone, or computer. This right applies both during 
an employee’s employment with the University and after its termination for any reason, voluntary or involuntary. 
 
Employees should not have an expectation of privacy in anything they create, store, send, or receive using the University’s 
technology resources. In this regard, employees are specifically advised that passwords are designed to give employees 
access to all or part of the University’s technology resources; they are not designed to guarantee employee privacy or 
security in any data or file created, stored, sent, or received on any of the University’s technology resources. Employees 
may not change passwords without prior express permission. Upon separation from employment for any reason, employees 
must return all passwords to the University and equipment to the Office of Human Resources. 
 

Guidelines for Acceptable Use 
Employees are expected to access and use the University’s technology resources in a professional manner and in 
compliance with this and all other University policies. Therefore, employees are prohibited from engaging in any 
unauthorized, prohibited, or inappropriate conduct using the University’s technology resources including, but not limited to, 
the activities described below. This list is not intended to be an exhaustive description of all conduct that may be 
inappropriate or violate this policy, but is illustrative of the type of prohibited conduct for which employees may have their 
privileges of use and access to the University’s technology resources revoked and be subjected to disciplinary action: 

 
1. Accessing any technology resources, including networks, servers, drives, folders, or files, to which the employee 

has not been granted access or authorization or in a manner that exceeds such employee’s access or authorization 
(this includes accessing any other person’s computer, voicemail, files, or data without approval); 

2. Making unauthorized copies of University files or other data; 
3. Using any of the University’s files or other data for an unauthorized purpose, even if the employee was otherwise 

authorized to access such files or data; 
4. Revealing, publicizing, or otherwise disclosing any confidential information belonging to the University without 

authorization, including, but not limited to, financial information; business and product ideas; marketing strategies 
and plans; pricing structures and plans; customer lists or information; technical product information; computer 
software source codes; and computer/network access codes; 

5. Destroying, deleting, erasing, or concealing the University files or other data, or otherwise making such files or data 
unavailable or inaccessible to the University or to other authorized users of the University’s technology resources; 

6. Violating any law, regulation, or order of the United States or any state, county, city, local government, or 
jurisdiction in any way; 

7. Violating the terms of any user agreement, license agreement, or other type of contractual agreement of any 
software program, application, website, or other product or service; 

8. Illegally downloading, copying, transmitting, viewing, or accessing any material protected under copyright law or 
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making such material available to others; 
9. Engaging in any other unlawful or malicious activities; 
10. Intentionally propagating any virus, worm, Trojan horse, trap-door program code, or other code or file designed to 

disrupt, disable, impair, or otherwise harm either the University’s technology resources or those of any other 
individual or entity; 

11. Defeating or attempting to defeat security restrictions on any of the University’s technology resources; 
12. Viewing or transmitting any material, or engaging in any conduct, that is fraudulent, harassing, embarrassing, 

sexually explicit, profane, obscene, intimidating, defamatory, violative of the University’s EEO Policy or other 
personnel policies, or that is otherwise unlawful or inappropriate. The University has sole discretion to determine 
what constitutes inappropriate use or material under this policy. If you are unsure whether any use or material 
would be considered inappropriate, you should seek clarification from your supervisor before accessing or 
distributing such material. If you are in any doubt, do not access or distribute the material; 

13. Using abusive, profane, threatening, discriminatory, harassing, offensive, otherwise objectionable language in either 
public or private messages; 

14. Sending, receiving, downloading, uploading, or otherwise accessing or viewing any pornographic materials; 
15. Causing congestion, disruption, disablement, alteration, or impairment of the University’s technology resources; 
16. Installing any software without authorization; and 
17. Using any of the University technology resource for personal financial gain unrelated to one’s employment with the 

University. 
Discipline 

Employees will be subject to discipline, up to and including termination from employment, for violating this policy. Therefore, 
before using any of the University’s technology resources, employees should consider whether their actions meet the 
expectations set forth herein. In doing so, employees should be mindful that electronically stored information can often be 
saved or retrieved even after an employee believes he or she has taken steps to “delete” it. 
 
 
Alternate/Remote Work Location 

There may be circumstances under which an employee may perform work at an alternate work site such remotely from 
home, a temporary location, or another alternative work site (“AWS”). In such circumstances, which may include when a 
University office(s) may be closed for reasons such as an emergency, governmental order, or the closure of a particular 
building or location, the University may modify or withdraw at any time, with or without notice or consent, its permission to 
work at an AWS. The decision that an employee may work at an AWS also may be evaluated on an ongoing basis to 
ensure that the employee’s work quality, efficiency, and productivity are not compromised. 
 
All the University’s policies and procedures, including but not limited to those contained in the University’s Employee 
Handbook, apply to an employee working at an AWS in the same manner as if the employee was working in his or her 
regular office location. Employees’ duties, obligations, responsibilities, and conditions of employment remain unchanged, 
unless expressly directed otherwise in writing by the employee’s supervisor or another authorized representative of the 
University. Job responsibilities, standards of performance, and performance appraisals will be applied in the same manner, 
and the University and the employee’s supervisor reserve the right to assign or reassign work as they determine is 
necessary. 
 
Unless otherwise directed in writing, an employee’s AWS regular work hours will continue as if the employee continued to 
work at his or her office location. All non-exempt employees working at an AWS must continue to record all hours worked 
and must take all meal and rest breaks, in full, as required by the law of the location in which they work and in compliance 
with the University’s policies on Recording Your Time and Mealtime. Under no circumstance, including the general press of 
business, may a non-exempt employee fail to take a meal or rest break without express and advance written permission 
from his or her supervisor.  
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While working at an AWS, and during regular work hours, the employee must (a) remain immediately accessible; (b) 
regularly and proactively check in with the employee’s supervisor to discuss status and open issues; (c) be available for 
teleconferences, whether scheduled or established on an as-needed basis; (d) be available to come into an office or a 
traditional business location as business needs may arise or allow; (e) request advance supervisor approval for any 
overtime or change in regular work hours (if non-exempt); and (f) request supervisor approval to use PTO in the same 
manner as when working at the employee’s regular office. 
 
Employees working at an AWS also are obligated to ensure that the AWS provides a safe, secure, and appropriate work 
environment and to report to the University any work-related injuries, security or safety incident, or other matters of joint 
interest or concern at the earliest reasonable opportunity. With reasonable notice, the University may make on-site visits to 
the AWS to ensure that the designated workspace is safe and free from hazards; to maintain, repair, inspect, or retrieve 
University property; or to work collaboratively with the employee on any assigned projects or tasks. 
 
Employees working at an AWS must protect University-owned equipment, records, materials, confidential information, and 
other property, whether in hard copy or electronic format, from unauthorized or accidental access, use, modification, 
destruction, or disclosure, regardless of the storage media on which information is maintained, the location of the stored 
information, or the systems used to access or process the information, unless such access or processing channel is under 
the sole or primary care and control of the University.  
 
Should an employee leave the University’s employment while working at an AWS, the employee immediately must return all 
the University property and transfer (if requested or necessary) all University-related data or information locally stored on a 
device, after which such device must be wiped clean such that it will no longer remain available on the device. 
 

 
Confidentiality 

It is the policy of the University that all organizational, employee, student, or patient information obtained while working for 
the University (verbal, written, or electronic file) is considered confidential unless otherwise stated in writing. The 
confidentiality of University information and documents must be respected by all agents representing the University. 
Confidentiality must be maintained in a manner that ensures its privacy and safety. The University’s organizational 
information, employee, student, or patient information should not be discussed in open areas (i.e., elevators, hallways, cafe, 
etc.). The University respects the security and confidentiality of employee records, patient records, and student records. 
This policy also applies to the disclosure of information regarded as confidential within a department. Any unauthorized 
access or disclosure of confidential information is subject to immediate disciplinary action, up to and including dismissal. 
 
 
Dress and Personal Appearance 

It is important for all employees to project a professional image. Life University maintains a business casual dress standard. 
Employees are expected to present a neat, clean, and professional appearance appropriate to their role and work 
environment. 

Life University–branded apparel is permitted and encouraged when appropriate for the work setting or University events.  
Examples of prohibited dress include: 

• Torn, frayed, or excessively distressed clothing 
• Clothing with offensive, political, or inappropriate language or imagery 
• Tank tops, halter tops, tube tops, crop tops, or sheer garments without appropriate layering 
• Shorts (except for approved events or specific job functions) 
• Sweatpants, pajama pants, leggings worn as pants (unless paired with a tunic or dress-length top), or athletic wear 

not related to job duties 
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• Flip-flops, house slippers, or overly casual footwear 
• Excessively tight, revealing, or see-through clothing 
• Clothing that presents safety hazards (e.g., open-toed shoes in areas requiring protective footwear) 

 
The University will reasonably accommodate employees’ covered disabilities and sincerely held religious practices regarding 
dress and grooming in accordance with applicable law, unless such accommodation would cause the University an undue 
hardship. Employees desiring such accommodation must submit a request in writing to the Office of Human Resources for 
consideration. Appropriate documentation of the need and basis for an accommodation may be required in connection with 
such a request. Please see our related policy on Equal Employment Opportunity, which is contained in this Handbook. Any 
individual believing that a reasonable accommodation relating to personal appearance has not been provided or who 
otherwise feels he or she has been discriminated against on account of a request for accommodation relating to personal 
appearance must follow the University’s Employee Complaint Procedure, which is contained in this Handbook. 
 
A full copy of the Dress Code policy is found at this link: https://catalog.life.edu/content.php?catoid=39&navoid=5452 
 
 
Employee Debt Obligation 

Employees (part-time or full-time) and other individuals receiving remuneration for services performed for the institution are 
responsible for paying all debts to the University. A debt is defined as an amount or value owed to the University. 
 
It is the policy of the University to collect all debts owed to it. Such debts may include, but are not limited to the following: 

• Parking fines/tickets/tolls – including those incurred while operating a Life University vehicle, 
• Library fines, 
• Travel advances more than appropriately documented receipts that have not been repaid, 
• Computer loans, 
• Payroll overpayments (wages/benefits). 

 
Unless prior arrangements have been made, those identified with a debt to the University will have 10 business days to 
remit payment to the Finance department. If such payment is not received within this timeframe, the University will deduct 
the amount of the debt from the amount of salary or wages paid from the employee’s next payroll. In the event the last 
paycheck does not cover the debt, employee is to submit remainder to the Finance department. 
 
Employees will have the option of repaying payroll overpayments by electing either full repayment deducted from the next 
paycheck, or repayment over the same number of paychecks that created the overpayment. A Life University credit card 
cannot be used for repayment of any employee incurred debt and there will be a $50 charge for any returned check. 
 
 
No Solicitation 

It is important to avoid disruption of University operations and/or disturbances to employees, students, and patients. To 
facilitate the goal of a distraction-free environment, the following rules apply to solicitation and distribution of literature on 
University property: 
 

• Persons employed by the University may not solicit or distribute literature on University property at any time 
for any purpose. Employees of the University may not solicit during working time for any purpose. 
Employees of the University may not solicit at any time, for any purpose, in immediate customer areas 
and/or patient care areas. 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkvqxzdcab.cc.rs6.net%2Ftn.jsp%3Ff%3D001JLC2FEvwuQuRqH8n5RXS0l-YfYnJYN8MTa36I3TCpRkwNgj0aItFyaNZnddXbBFl2f61NHDFEdOX2D7FaiATawlgVeLVAd8MxkluIfLZTFj6eKm7ruo7HvBRerSZLb8cFzNGMrQ8h9QlaaNSWTgaWMVNRfzLF1PwAzeHjbBW_NZwOS5xJPIuZjic3HVCJltgkbaywshLjzi_7WFAd-rtYW3-OTw9thI8TTpTBDIN4rW5GA_nYVABasL5UmKucm_90x3GvGd6xQs5WacE1pDgkBeprt2daWiuhSvgM5VQRnOUgg_aWCEroyVMR20ISZ1pBkhQeXnfU02jzt5sE8w0xMKm904FER8fOFilVuG080yEsZuGLPVaI6w7eUBQekVbhaU_9LamijyLFYHB1WMfAL5u3Hnf75mnLkTpeLupi9PrsOT0Al3CnLvXveQPVhrvQF537N99CjXcCe3SjKxj9mwl8J6V5TuR8KT92mqpBlZQhqFri6pvtRDc-mc_J8gk91AVDz9ZYPEqrKbsoglFcEaT06LbwY4z8lpMC1Rh3Z0_VeXu_Kq_kA9sw_fosojWtBk-ctxOEOVnM-lNDmxquFqK94fnLtDN5bIAZo67TgosbIetjv3HfsNKOvSyjlLWBVswzsOM7gPuS2aGziME-ItAU78mRfgRqRaTNMdDn2c1B8uwlp2aE3JHz9sWRq4ixZuXwtyu_QKiotTucstBH2cg93dkDb8LJEx6qmRvoZkTq8F5nbdtyWMr_hX-26OQzD7_x1IeUbjyOwTwQrWM5Wj4G4ZyGxiN3CSJIbGvPilOModklRo8ao2zGaMUCfiJP7_FW4d9g68%3D%26c%3Dj4wvz7uoQv0MRH3GBLwy17_tam_4zbMm8jfQW5MPtdjoN0239Nss9g%3D%3D%26ch%3DZEzsPkBabMIeP3dM0SJbcxTKbzX2u1rBsatRExhtzjWn58qHfN_O-A%3D%3D&data=05%7C02%7Cterri.carter%40life.edu%7C9c3445bce163464f070508de844cf0dc%7C08caf4e4ebff425fb02db709325bd52b%7C0%7C0%7C639093663179222490%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=FssMooz9iflykA7xHn9%2BWrvNBaef9rcUb6ChNMygVNM%3D&reserved=0
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• Employees may not distribute literature at any time for any purpose in the working areas. Working areas 
are all areas in the University where employees are performing work, except cafe, employee lounges, 
lobbies, and parking areas. 

• Working time does not include break periods and mealtimes, nor other periods during the workday when 
employees are not properly engaged in performing their work tasks. Working time is inclusive of both 
parties - the employee conducting the solicitation and/or distribution and the employee to whom the actions 
are directed. 
 

Use of campus mail, e-mail, and mailing lists for anything other than official University business is strictly prohibited. 
Solicitation of University employees from any vendors or contractors is prohibited. 
 
 
Personal Property 

Employees should always secure personal belongings. Employees should contact their supervisor for assistance in locating 
a proper area. The University is not responsible, nor will the University reimburse employees for lost, damaged, or stolen 
personal property. The University further assumes no responsibility for damages to or loss from vehicle. 
 
 
Employee Records Management and Personnel Files 

Employee files may include, but are not limited to, new hire information, transfers, promotions, performance appraisals, 
salary changes, commendations, disciplinary actions, and correspondence addressed to employees. Nothing will be placed 
in a file or removed from a file without the knowledge and approval of the Office of Human Resources, nor the employee. 
 
Files may be viewed in the Office of Human Resources while in the presence of a Human Resources representative. Files 
will not be removed from custody of the Office of Human Resources and a prearranged appointment is required. Requests 
for physical copies should be made in writing and at least one week in advance of the required date of receipt. All employee 
records and personnel files, both physical and electronic, are the property of the University. 
 
 
Political Activities 

An employee’s political choices and activities will not adversely affect their employment with the University, including salary 
adjustments, evaluations, and promotions. In any external communication regarding political opinion, including on social 
media platforms, employees should take care not to present themselves as representatives of the University, but only as 
individual citizens. The University promotes civility regarding political viewpoints. 
 
 
Social Media 

In general, the University views social networking websites (such as Facebook, X, TikTok, Snapchat and Instagram), 
personal websites, and blogs positively and respects the right of employees to use them as a medium of self-expression. 
However, the use of these types of websites can impact both the University and employees alike. Therefore, the University 
has created this policy to establish its expectations for employee use of these types of websites. If an employee is 
managing or creating accounts for a department or on behalf of the University, they should use their Life email address or 
use a group email to allow for continuation of usage. 
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Applicability 
This policy is meant to apply to social networking sites, personal websites, blogs, photo sharing sites, video sharing sites, 
podcasts, as well as bulletin boards and comments posted on other websites. For ease of reference, this policy refers to all 
of these types of websites generically as “social media sites.” The absence of an explicit reference to a specific website is 
not meant to limit the application of this Policy. Where no policy or guideline exists, employees should use their professional 
judgment and take the most prudent action possible. You should consult with your manager or supervisor if you are 
uncertain about any of your activities on a social media site. 
 

No Interference with Job Duties 
The University’s Internet and computer resources are provided to employees to allow them to complete their job duties and 
should be used for business purposes only. As such, the University does not allow personal use of social media sites during 
work time. 
 

Personal Use Outside of Work 
Employees may use social media sites during their personal time outside of work. Employees must be aware, however, that 
information they display on the Internet not only reflects on themselves, but could be associated with the University as well. 
Therefore, employees are expected to follow these guidelines when using any social media site: 

1. No employee may use his or her work email address to register on any social media site for personal use. 
2. Any social media posting by an employee must be consistent with the University’s policies including, but not limited 

to, the University’s policies on Equal Employment Opportunity and Protecting Confidential Information. 
Inappropriate postings may include discriminatory remarks, harassment, threats of violence, intimidation, bullying, 
defamatory statements, false statements, disclosure of confidential information, and similar inappropriate or 
unlawful conduct.  

3. If an employee identifies himself as an employee of the University, or if the University is referred to in or is the 
subject of a social media posting, the employee must be clear and open about the fact that all opinions or views 
expressed are those of the employee and not the University. (For example: “The views and comments stated herein 
are personal and do not necessarily reflect the views of my employer.”) 

4. An employee must be honest and accurate when posting information or news and if a mistake is made, the 
employee must promptly correct it. An employee may not post any information or rumors that he knows to be false 
about the University, its clients or customers, or people working on behalf of the University. 

5. Employees are responsible for reading, knowing, and complying with the Terms of Service of the social media sites 
they use. 

6. Employees are always expected to comply with the law regarding copyright, trademark, and plagiarism. Posting 
someone else’s work without permission is not allowed.  

7. The University encourages all employees to keep in mind the speed and manner in which information posted on a 
blog, web page or social networking site can be relayed and often misunderstood by the reader. Employees must 
use their best judgment and also comply with the policies set forth in this Handbook. 
 
 

Other University Policies 

All other policies in this Handbook apply with equal force to employee use of social media sites. In particular, employees are 
expected to follow the University’s EEO Policy when participating in social media sites. The University considers behavior 
that is inappropriate in the workplace to be inappropriate on the Internet as well, including that the University’s EEO Policy 
concerning discrimination, harassment, and retaliation applies equally to the treatment of employees in the workplace or on 
the Internet. 
 
A faculty or staff member may not use Social Media as their primary communication method with students.  
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Employment Representations 

Following the end of your employment relationship with the University, you must take prompt affirmative steps to ensure that no 
social media site represents you to be a current employee of the University. 
 

Disciplinary Action 

While the University respects the right of employees to use social media sites, it has established this policy for the benefit 
and protection of the University and its employees. Any employee witnessing or who believes a violation of this policy has 
occurred must utilize the University’s Employee Complaint Procedure, which is contained in this Handbook. The University 
takes the expectations explained above very seriously. As such, employees are advised that violating this Policy may result 
in disciplinary action, up to and including termination. 
 
 
Telephone Usage 

Personal telephone calls should be handled in a prompt and courteous manner, and University telephone lines must be kept 
clear for business calls. The use of all University telephone services should be limited to official University business. Cell 
phones in the office should be limited to incidental, infrequent personal use. 
 
 
Travel Policy 

The University will reimburse employees for reasonable and necessary expenditures incurred while on University business. 
Mileage will be reimbursed based on the current IRS mileage rate per mile. All expenditure must reflect the most efficient 
use of resources. Prior approval and appropriate documentation must be obtained for the travel expense to be reimbursed. 
 
The completion of a Post Travel/Reimbursement Expense Form, including all expense receipts must be submitted in a 
timely manner and in no case later than 14 business days after the employee returns from travel during which the expenses 
were incurred.  
 

Travel Time 

Nonexempt employees who may be required to travel on University-related business. When a non-exempt employee is 
required to travel, the University will pay the non-exempt employee for all compensable time in accordance with federal and 
state law. Exempt employees do not receive additional compensation for travel time. 
 
 
For purposes of this policy, the following situations are considered work time for which nonexempt employees will be 
compensated: 

• Travel to and from meetings and training programs required to attend, 
• Participation in business-related activities or social activities at a conference required to attend, 
• Travel during normal work hours on a workday, 
• Travel on a non-workday for business-related reasons (i.e., travel that occurs on a Saturday, Sunday, or 

holiday), 
• Travel from job site to job site during the workday, 
• Waiting for a flight that has been delayed to/from business destination, or layovers that do not include 

sleeping accommodations, 
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• Transporting or delivering materials or equipment to a job site prior to the start of the workday, 
• Returning materials or equipment after the end of the workday, 
• Transporting employees to work sites, the office, or to their homes, either before or after the paid workday, 

at management’s request or directive). 
 

Time that is not considered work time includes: 
• Participating in social activities not required to attend, 
• Non-business-related meal breaks, 
• Traveling from home to a local airport, bus depot, train station or vice versa, 
• Traveling from home to a regular designated work site or vice versa. 

 
Non-exempt employees will be compensated for time spent traveling in the above-referenced scenarios. In the above-
referenced scenarios, the trip home is non-compensable when an employee goes directly home from his/her final 
destination, unless it is much longer than his/her regular commute home from his/her regular worksite. In such case, the 
portion of the trip home in excess of the regular commute is compensable. When engaging in one-day travel, the time spent 
traveling to and from the destination will be work time, except the University may deduct/not count that time you would 
normally spend commuting to the regular worksite.  
 
Any work done while traveling must be counted as hours worked.  
 
 
Driving Personal Vehicles and University Vehicles 

Some employees may be required to drive their personal vehicles, University vehicles, or vehicles rented or contracted as a 
part of their job duties. Any employees required to drive their personal vehicles, University vehicles, or vehicles which are 
rented or contracted for the University as a part of their job duties must comply with this policy. 
 
You must have a valid driver’s license appropriate to the vehicle that you drive and a driving record acceptable to the 
University and our insurance University. If, for any reason, you lose your license or if our insurance carrier declines to insure 
you because of your driving record, you are subject to immediate termination. Individuals who regularly drive their personal 
vehicle for work generally are required to provide evidence of automobile insurance coverage with a written declaration from 
the insurer to verify that the employee has automobile insurance that at least meets the applicable state requirement for 
Bodily Injury liability protection in the event of an accident.  
 
If you receive a citation for a moving violation or DUI/DWI, whether on or off the job, you must report that fact in writing to 
their supervisor and Human Resources within 48 hours. Similarly, any employee whose license is suspended, restricted or 
revoked for any reason must also report this in writing to their supervisor and Human Resources within 48 hours. We will 
then review the employee’s driving record with our insurance University and decide as to whether or not we can continue to 
employ the individual in his or her current position. If we cannot, we will consider moving the employee to another position 
that does not require driving if one is available. However, if an employee fails to disclose the citation, revocation or 
suspension and we later learn about it, the employee will be subject to immediate termination and will not be considered for 
another position. 
 
University vehicles are for University use only, and mileage records must be kept in the vehicle for each driver. Only 
employees are permitted to drive University vehicles and under no circumstances should an employee pick up hitchhikers. 
 
Any employee who is involved in an accident while driving a personal vehicle for University business or University vehicle 
for University business which results in personal injury or property damage of any kind must notify the police and his or her 
supervisor and Human Resources immediately. If an employee fails to report such injury or damage or is considered to 
have excessive accidents or events of damaged vehicles, the employee is subject to termination. 
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Safe Driving 

Safe driving at all times is important for safety and preserving life. To prevent vehicular accidents, the University prohibits 
the following acts while driving either University vehicles or personal vehicles while performing your job duties. This list is 
not intended to be an exhaustive list of actions covered by this policy, but is intended to illustrate the type of actions that 
employees must be aware of when they operate a vehicle while performing their job duties: 

• Driving under the influence of alcohol or drugs; 
• Holding a mobile or cellular device while driving  
• Operating any vehicle without proper license; 
• Speeding; 
• Operating a vehicle carelessly, negligently, improperly, illegally or outside recommended safety protocols; 
• Driving a vehicle without using a seat belt, shoulder belt or other safety harness; 
• Operating a vehicle while eating, writing, reading, texting or performing other functions that reduce the driver’s 

awareness or ability to control the vehicle; 
• Reading or sending text messages; 
• Turning off or dismantling vehicle safety devices, like airbags. 
• Looking away or down while driving or otherwise becoming distracted while operating a vehicle; 
• Passing another vehicle in a “no pass” lane or in the wrong lane; 
• Tailgating another vehicle; 
• Driving too fast or aggressively during poor conditions, like rain or snow;  
• Is ticketed by law enforcement after an accident; or 
• Operating a vehicle while overly tired or with an illness or condition that impairs or could impair motor skills and 

judgment. 

Visitors and Minors in the Workplace 

The University strives for a friendly workplace in which employees of the University community can work together to further 
teaching, research, patient care, and community service. It is the policy of the University to provide a workplace for all 
employees that is professional and free from distraction. 
 
When explicitly authorized by the department manager, occasional brief visits to the work site by children, family members, 
associates or friends are welcome when prearranged with approval. These visits should not interfere with an employee’s 
ability to perform their work functions or the productivity of the department. Some hazardous work areas are off limits to 
anyone but employees with authorized access. Minor children should never be left unattended and the presence of 
unsupervised minor children will be reported immediately as required by policy. 

Animals in the Workplace 

Animals are not allowed in campus buildings unless they are service animals, in accordance with federal law or without the 
approval of the Vice President of Operations. Employees who need accommodations for a service animal should contact 
the Office of Human Resources.  
 

Campus Safety 

The safety of every member of the Life University community is our top priority. Our Campus Safety employees are trained 
to work diligently, ensuring that employees, students, and visitors are safe and secure. Campus Safety is charged with 
responding to all types of emergency and non-emergency events, as well as enforcing University parking regulations. The 
campus is patrolled 24 / 7/ 365 and works with local emergency response agencies such as Marietta Police Department, 
Cobb County Sheriff’s Department, and Marietta Fire Department. 
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Reports can be made to any Campus Safety Department official. We openly solicit the observations and concerns of our 
students, employees, and all visitors when suspicious or criminal activity is observed on campus. We believe that with 
greater awareness, we can help each person be better prepared to protect themselves from crime. The University also 
monitors reports of violations of law that are based on racial, religious, sexual, and ethnic prejudice. 
 

Accident Prevention 

The University is committed to the protection of the health and safety of its students, employees, patients, and visitors, as 
well as protection of the environment of the surrounding community. The University has adopted an ethical and common- 
sense policy that is intended to comply with the requirements of federal, state and local laws and regulations by establishing 
and maintaining a place of employment and education that is free of recognized hazards that could harm persons or 
property. This policy reaffirms our commitment to providing safe working, patient, and visitor areas; safe job tasks, 
procedures, and equipment; and to reinforce employee education, managerial supervision, and administrative support. 
 
Accident prevention is the responsibility of all employees. Potentially hazardous conditions should either be remedied by the 
employee who is made aware of them, if appropriate, or referred to the Campus Safety Department. The Campus Safety 
Department will contact the Facilities Department and coordinate to determine the best course of action to remedy the 
problem. 
 
For incidents involving an injury, illness, or imminent danger, the employee should call 2911 from any campus phone 
(excluding pay phone). If using an independent line, the caller should call: (770) 426-2911. The Campus Safety Department 
will respond to all incidents involving injury or illness and will determine the appropriate actions to be taken. 

 

Emergency Response 

Life University is committed to protecting the health and safety of all students, staff, faculty and visitors at all times. In 
conjunction with this commitment is the inherent responsibility for preventing or minimizing any danger to life and/or 
property resulting from the effects of an emergency. When an emergency occurs, an immediate organized response 
by University personnel is activated. The Life University Emergency Action Plan (EAP) established the framework 
within which the University will provide this response. 
 
Any University employee or student has the right to call the police “911” emergency line for any concern he or she 
believes warrants such a response. However, if an employee or student believes the situation is such that time is 
critical, the employee should call “2911” before “911” so that the University’s Campus Safety Department can make 
an initial response and direct the response of assisting emergency personnel. 
 
The entire Emergency Action Plan can be reviewed on the University website at: http://www.life.edu/campus-life- 
pages/campus-safety/emergency-action-plan/  
 
 

 

 

 

http://www.life.edu/campus-life-%20pages/campus-safety/emergency-action-plan/
http://www.life.edu/campus-life-%20pages/campus-safety/emergency-action-plan/
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Accident Reports (Injury) Process 
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Keys to Campus Facilities 

Keys are issued by the University Locksmith and each person receiving keys must sign and acknowledge upon 
receipt. New employees should contact their supervisor for issue of keys. The keys issued to an employee are to be 
authorized by the Assistant Dean/Department Head for the area being used. Under no circumstances should a 
supervisor take keys and issue them to another employee. If an employee leaves the University, their supervisor 
should confirm submission of keys on the Exit Interview Form and the keys should be returned to the Office of 
Human Resources, who will return them to the Locksmith to complete the maintenance record keeping 
requirements. 
 
Employees maybe held financially responsible for lost keys. A full copy of the Key Policy is found here: 
https://catalog.life.edu/content.php?catoid=39&navoid=5456 
 
Specific keying of a University workspace or addition of locks for high security needs must be approved by the 
Facilities Department to maintain fire code requirements and to facilitate safety needs. 

Security and Access to Campus Facilities 

As a crucial component of the University’s overall security standards, access to campus facilities is closely 
monitored by the Campus Safety Department. The buildings are patrolled by department personnel and are 
unlocked and locked at the appropriate times in the mornings and evenings. 
 

Severe Weather 

Dobbins AFB, and Cobb Emergency Management broadcast horn or siren warning sounds to indicate severe 
weather in the area. The sirens do not necessarily indicate an actual tornado, but should be heded immediately 
nonetheless. 
 
When a siren is issued, you should turn your radio or your TV on for further weather updates. In all University 
buildings, you should seek shelter in the lower floors of the buildings in a central interior hall, away from windows 
and doors. Keep yourself updated on the conditions via radio. The Campus Safety Department will provide 
additional instructions for personal safety as information is received. 
 

Temporary Protective Order/Restraining Order Policy 

Any Protective Order or Restraining Order that involves and/or affects other members of the Life community should 
be presented to the Life University Campus Safety Department by the petitioner and/or respondent of the order. 
The information in the Protective Order or Restraining Order may be provided to members of the Life University 
community on a need-to-know basis in accordance with the court order and in compliance with FERPA, if 
applicable. 
 

Workers’ Compensation 

Workers Compensation is an accident insurance program that provides medical and income benefits to employees 
injured on the job. If employee is injured on the job, he/she must notify their supervisor of the injury immediately. In 
addition, all injuries regardless of severity must be immediately reported to the Office of Human Resources if they 
occur between 8 a.m. and 5 p.m. Monday through Friday, or to the Campus Safety Department at any time.  

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fkvqxzdcab.cc.rs6.net%2Ftn.jsp%3Ff%3D001JLC2FEvwuQuRqH8n5RXS0l-YfYnJYN8MTa36I3TCpRkwNgj0aItFyaNZnddXbBFlGPFisWs5-t7ytOlZlnY5Eq9rtRy2AJNMCaAK_Jwb_yK2JUpMdCqpPtdJA_DdpqOj9q_f21S6viWEuWcqyhocJdQnV1o498rtBGcHQvsXcK0yjYEQG-WdKPYHq7CUEKntQp-UwhUaC6SHowdP5dYwZ2S8bsORl03wAXEq4f08LcT7MVewxn1inaPUHz0yKKkxclo1M6tHq7VBzpbnDINxLR--CLk_3I0tZm3j1OLrSL4hj-D7Z0i5zAVkVqDN-jimSk3o7vKeXu1QP_6pvtW0IeJNAV5BFw-9QtFwR9kC877-kc7hlp0_qowUU4XSqQYOy2Nrmgz1CZWtm44aNKFc8IDtmkE6WDaOlqAzMRzVvG-Hcct2Xs7gTR-VRNbTSDz2FxJn3tv2YmiE6V_kHMBZkt_FJqw-2aGC-Yfveam3KwSJtT3EaBbNwJXICsTWLZ8tBKUjHqnkqQEYc91zV4-Q2MLti_on8wkAibDdBjHMErfIbNFJ4NQ1U_Sa3qhJyfHZ3xWfz_zOAgljuyMnXQwZWsqovBvKvga8FFl3A5kklWNRaiukFTAYuvgmiWkuaepKfSS9qs0PZatYctc1dP4k9X3EgInTRP3_YyiJgKwyqjEv9GL8HqysC9a6PWKOTYilkkje60GKnVmQd_RiX9NLHqWZe1G4-ySPOwp1fz2ftWzH9Q5uveX3cuW9MJRpOPKSHOeESXCkbUMyvyISIMeIbtQP77JSQT_grTBXXyQ53iiO_0krL8qifQ%3D%3D%26c%3Dj4wvz7uoQv0MRH3GBLwy17_tam_4zbMm8jfQW5MPtdjoN0239Nss9g%3D%3D%26ch%3DZEzsPkBabMIeP3dM0SJbcxTKbzX2u1rBsatRExhtzjWn58qHfN_O-A%3D%3D&data=05%7C02%7Cterri.carter%40life.edu%7C9c3445bce163464f070508de844cf0dc%7C08caf4e4ebff425fb02db709325bd52b%7C0%7C0%7C639093663179428835%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=8vSW1SSfJsKtxByLrCouUpgXB55gF5ONcr1B6xxB1is%3D&reserved=0
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If an employee does not report an injury in a timely manner, they may risk payment for treatment. Employees can 
obtain the Employee Incident Report from either the Office of Human Resources or the Campus Safety Department. 
If treatment is needed, the employee will be provided with a list of healthcare providers from which they may choose 
a provider.  
 
The Worker’s Compensation Program is administered by the Office of Human Resources under the provisions of 
the Worker’s Compensation Act of the State of Georgia. 
 

Separation from Employment 

Life University is committed to recruiting and retaining a workforce of talented employees. However, we recognize that 
separations from employment sometimes occur. It is our intent to categorize and process all separations in an objective, 
civil, and professional manner consistent with the University’s lasting purpose and branding goals. Below is a guideline of 
separation categories: 
 
Resignation. When employees resign from the University, they are expected to provide appropriate written notice to their 
department, at least 14 days in advance for nonexempt employees and 30 days for exempt employees. Providing advance 
notice to the University allows an opportunity to plan for the employee’s departure, which may include cross- training, 
finalizing projects, and/or completing transitional tasks. 
 
Resignations spanning over the duration of a paid administrative closing (i.e. winter break) require the departing employee 
to return from the paid administrative leave and work a minimum of 10 normally scheduled days to receive payment for the 
administrative closing. For example, an administrative closing from Friday, Dec. 17th – Sunday, Jan. 2nd would require the 
departing employee to return on Monday, Jan. 3rd a nd work through Friday, Jan. 14th. In this same example, a resigning 
employee who returned from administrative closing and worked only Monday, Jan. 3rd would n ot receive paid 
administrative leave. This applies even if appropriate notice was provided as specified above. 
 
Employees must be employed for a minimum of six (6) months prior to resignation and provide appropriate notice to receive 
payout of accrued leave balances. Unused, accrued vacation hours will be paid at a rate of 100% of the employee’s current 
hourly rate, and unused, accrued personal hours and banked leave will be paid at a rate of 50% of the employee’s current 
hourly rate at the time of resignation. 
 
Although notice may be given per the guidelines above, the University reserves the right to pay an employee through the 
notice period but set an exit day which is before the date stated in the notice period. 
 
Dismissal. If employees are dismissed involuntarily for performance, attendance, or behavior, and have completed six 
months of employment, they will be paid only for actual unpaid hours worked and any unused vacation at 100%, up to the 
maximum allowed, in the final paycheck. 
 
Reduction in Force. From time to time, it becomes necessary to eliminate regular full-time and part-time positions to meet 
organizational needs. When this occurs, the University strives to handle these matters in a systematic and consistent 
manner. The University is committed to providing a minimum two-week advance notice prior to layoff or elimination of a 
position. Severance may be available with the amounts based on years of service and employment classification.  
 
Re-employment. If an employee separates from employment under satisfactory circumstances, they may be eligible for 
reemployment. If the employee is re-employed within one year of leaving and in a status eligible for benefits, prior service 
may be counted toward the length of service for vacation accrual after completing one full year of re-employment. 
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Death or Disability 

In unfortunate and rare instances, a supervisor may receive notification of an employee death or disability. Should this 
occur, the supervisor or designee must contact the Office of Human Resources immediately. In the event of death, the 
employee’s estate will receive the employee’s final paycheck, which includes any unused vacation or personal leave the 
employee may be entitled to receive. The University insurance claims will be processed upon notification. 
 

Exit Interviews 

Employees who intend to resign or otherwise separate from Life University must notify their supervisor immediately. The 
supervisor and the Office of Human Resources will work together to confirm and finalize the employee’s last date of 
employment. 
 
Exiting employees will be provided with an exit interview and invited to schedule a conversation with Human Resources 
prior to departure. Participation in the exit interview and exit discussion is voluntary; however, employee feedback is valued 
and helps inform continuous improvement efforts across the University. 
 
On or before the employee’s final day of employment, the exiting employee must schedule time to report to the Office of 
Human Resources to return all Life University property, which may include, but is not limited to: 

• Computer equipment and accessories 
• Keys and access devices 
• Credit cards or purchasing cards 
• Uniforms 
• Identification badges 
• Regalia 
• Any other University-issued equipment or materials 

 
Failure to return University property may delay final pay of PTO, or the cancellation of direct deposit, which will result in 
payment being processed via live check which must be picked up in the Office of Human Resources.  
 

Final Paychecks  

When separating from the University, the final paycheck is distributed at the next regularly scheduled payday. State law 
does not require an employer to have the final paycheck ready at the time of separation. 
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Appendix A 

Table I – Exempt (Salaried) Staff Accrual 

Years of Service 
Biweekly Vacation 

Accrual 
Rate 

Total Hours 
Vacation 

Accrued/Days 
Biweekly Personal 

Accrual Rate 
Total Hours 

Personal 
Accrued/Days 

Total: 
Vacation- 
Personal 

Days 

Year 0-1 1.54 40 hours/5 days 3.08 hours 80 hours/10 days 15 days 

Years 1-4 3.08 80 hours/10 days 3.08 hours 80 hours/10 days 20 days 

Years 5-9 4.62 120 hours/15 days 3.08 hours 80 hours/10 days 25 days 

Years 10 and up 6.16 160 hours/20 days 3.08 hours 80 hours/10 days 30 days 

      
Table II – Nonexempt (Hourly) Staff Accrual 

Years of Service 
Biweekly Vacation 

Accrual 
Rate 

Total Hours 
Vacation 

Accrued/Days 
Biweekly Personal 

Accrual Rate 
Total Hours 

Personal 
Accrued/Days 

Total: 
Vacation- 
Personal 

Days 

Year 0-1 1.54 (0.019231 
per hours worked) 40 hours/5 days 3.08 hours 80 hours/10 days 15 days 

Years 1-4 3.08 (0.038462 
per hour worked) 80 hours/10 days 3.08 hours 80 hours/10 days 20 days 

Years 5-9 4.62 (0.057693 
per hour worked) 120 hours/15 days 3.08 hours 80 hours/10 days 25 days 

Years 10 and up 6.16 (0.077 
per hour worked) 160 hours/20 days 3.08 hours 80 hours/10 days 30 days 

      
Table III – Faculty Accrual 

Years of Service Biweekly Vacation 
Accrual Rate 

Total Hours 
Vacation 

Accrued/Days 
Biweekly Personal 

Accrual Rate 
Total Hours 

Personal 
Accrued/Days 

Total: 
Vacation- 
Personal 

Days 

N/A N/A N/A 3.08 hours 80 hours/10 days 10 days 

N/A 8.62 224 hours/28 days 3.08 hours 80 hours/10 days 38 days 

N/A 8.62 224 hours/28 days 3.08 hours 80 hours/10 days 38 days 
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Appendix B 

LIFE University Commonly Used Acronyms 

 
ADMIN - Administration Building (Now the Harris Center) 
CCE - College of Chiropractic Education 
CC-HOP - Chiropractic Clinic Health and Optimum Performance-in the Harris Center. Student Clinic  
CETL - Center for Excellence in Teaching and Learning  
CGUS - Center for Graduate and Undergraduate Studies  
C-HOP - Center for Health and Optimum Performance (the out-patient clinic) 
FDC - Faculty Development Committee  
FSDP - Faculty and Staff Development Program 
LRC- Learning Resource Center 
PAR - Preparation Analysis and Recordkeeping 
QEP- Quality Enhancement Plan 
SHS - Sports Health Science 

 

Life University Commonly Used Terms  

Term Definition 

Academic 
Quarterly 

The primary resource for all academic information on campus consists mainly of each quarter's course schedule, 
including the academic calendar and other basic information about life on campus. The Academic Quarterly is 
housed online and can be accessed from Life's homepage. 

ACC The Association of Chiropractic Colleges, an organization made up of all the US Doctor of Chiropractic degree-
granting institutions. 

ALS 
Active Learning Strategies can be broadly defined as an array of methods that change the focus of education from 
teaching to learning. These methods encourage a greater degree of cognitive engagement in the course material 
and lead to better retention of the material. 

ASAP 

Administrators Students Advocacy Program - A program in which various administrators meet with their assigned 
classes, generally in their classrooms, on the first Tuesday of every quarter. During this time, students re 
encouraged to share their views and questions about campus issues and happenings. Administrators usually pick 
a "topic of the quarter" to share with students during these sessions. Typically, these topics will be large-scale in 
nature. Another aspect of the ASAP program is the Bulletin Board, an online forum where students can ask 
questions and share their comments, concerns, and criticisms about campus issues. The Director of Student 
Administrative Services administers this site and pursues questions with the appropriate administrative offices, 
generally having answers back on the Bulletin Board within a week (typically less). Bulletin Board can be accessed 
from Quick Links on the Life home page or at the following link: ttp://bulletinboard.life.edu/ 

Bb or BB Bb or BB is commonly used to abbreviate Blackboard, the online supplemental instruction site used by Life. 
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Bulletin Board 
The Director of Student Administrative Services administers this site and pursues questions with the appropriate 
administrative offices, generally having answers back on Bulletin Board within a week (typically less). Bulletin 
Board can be accessed at the following link: http://bulletinboard.life.edu/ 

CADE 
The Commission on Accreditation for Dietetics Education is ADA's accrediting agency for education programs 
preparing students for careers as registered dietitians or dietetic technicians, registered. This is the accrediting 
body for Life's Dietetics program. 

Campus LIFEforce A group of Life faculty and employees who have volunteered to serve in a variety of roles to support the 
recruitment of students to Life. Organized by the LIFEforce Director. 

CAPP 
Clinic Adjusting Privileges Program: the process by which Georgia-licensed Doctors of Chiropractic who are 
employed by Life can provide chiropractic services to patients using campus facilities. DCs are required to follow 
the CAPP process any time they see a patient on campus. For more information and to download a CAPP 
application form, visit the following link on Life's website: http://life.edu/health/providers.html 

CARP 
Clinical Assessment and Remediation Program CARP is designed to provide students with additional support in 
order to be successful in completing their courses. This is a referral program, but based on space availability, 
students can self-refer, provided the request is a course the referral program offers. 

CCE 
1) Guy F. Riekeman Center for Chiropractic Education, referred to as the “Riekeman Building,” houses the 
majority of didactic/classroom chiropractic courses (formerly known as "Annex C")  
2) Council on Chiropractic Education, the accredited body that oversees all US chiropractic programs. 

CETL The Center for Excellence in Teaching and Learning provides faculty and staff with resources, support, and 
professional enrichment opportunities on enhancing instructional practices, integrating educational  

CGSR College of Graduate Studies and Research; refers to Life's master's degree (Sport Health Science) program. 

C-HOP Center for Health and Optimum Performance, Life's main, outpatient clinic. 

Clinic System The Life University clinics and departments, which are Clinical Education, Clinic Advisement, International Clinic 
Programs, P.E.A.K., and the Level I, II, and III patient care facilities 

Clinician A Life University faculty member who supervises student interns in one of Life University's clinics. 

Club/Market Day 
Usually takes place on the first Thursday of the quarter during Week 1; arranged by Student Services. Hosts all 
student clubs as well as outside vendors who provide services/products helpful to students as new residents of the 
Marietta community. 

COC 1) College of Chiropractic – Life’s professional chiropractic program. 2) Commission on Colleges – The accrediting 
arm of the Southern Association of Colleges and Schools (SACS) that oversees institutional accreditation. 

CRB Conduct Review Board – A judicial body made up of faculty, staff, and students that reviews Honor Code 
violations. A new CRB is formed for each case and is overseen by the Office of Student Conduct. 

CUS 1) College of Undergraduate Studies – Life’s baccalaureate and associate programs. 2) Also refers to the building 
that houses most undergraduate courses (formerly Annex B). 

DCP Doctor of Chiropractic Program – Refers to Life’s DC program and similar programs at other institutions. 

Department One of the branches within the College of Undergraduate Studies (e.g., Business, Exercise Science, General 
Studies, Natural Sciences, Nutrition). Each is overseen by a Department Head. 

Division One of three branches of the College of Chiropractic didactic program (Basic Sciences, Clinical Sciences, 
Chiropractic Sciences), each overseen by a chair. 
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EEPO Exceptional Experience Project Outcomes – Two-year projects aligned with the university’s strategic plan. 

Eight Core / 8CPs Shorthand for Life’s Eight Core Proficiencies—value-based skills emphasized across the university community. 

ELA Experiential Learning Activity (“Ropes Course”) held on the last day of New Student Orientation (typically Friday of 
Week 0), coordinated by Student Services. 

EMU Enrollment Management Unit – Encompasses recruitment, admissions, transcript evaluation, events, and related 
enrollment functions (formerly New Student Development). 

e-PA / PA Employee Performance Appraisal. 

FCLB Federation of Chiropractic Licensing Boards – A national organization representing state chiropractic licensing 
boards and providing guidance on licensure requirements. 

FERPA Federal Educational Rights and Privacy Act – Requires protection of student educational records; information can 
only be shared with authorized consent. 

FSDP Faculty and Staff Development Program – Week 0 sessions including university updates, training, meetings, and 
development opportunities. 

Georgia Law Continuing education (CE) courses covering Georgia chiropractic law; required annually for DC re-licensure and 
offered on campus. 

HIPAA Health Insurance Portability and Accountability Act – Federal law governing the privacy and security of patient 
health information. 

Honor Code Standards of conduct for students, faculty, and staff. Violations may result in CRB hearings and disciplinary action. 

IGET Institutional Goals Execution Team – Group responsible for implementing institutional goals tied to the university’s 
strategic vision. 

Intern A Life University student who has met academic requirements and works with patients under faculty supervision in 
clinics. 

LIFEforce 1000 A network of DCs who complete training, host recruitment events, and commit to sending students to Life 
University. 

LLW Life Leadership Weekend – A recruitment event where prospective students visit campus, engage in activities, and 
receive travel reimbursement. 

LRC Learning Resources Center – Building that houses the library, Enrollment Services, Financial Aid, Student 
Accounts, and CETL (formerly Annex A). 

LUSSI Life University Sport Science Institute – A program associated with Life University’s sport health initiatives. 

Mod One of seven modular buildings on Life University’s campus. 

NBCE National Board of Chiropractic Examiners – The agency that develops and administers the board exams that 
Doctor of Chiropractic students/graduates must pass for licensure. 

OSCE Objective Structured Clinical Examination – Multi-station practical exams used to assess 9th- and 12th-quarter 
interns’ clinical competency (e.g., case history, x-ray, technique, physical exam, critical thinking). 

OSRSA Office of Sponsored Research and Scholarly Activity - Department responsible for conducting experimental 
research and coordinating scholarly activities such as publications and presentations. 

PA Performance Appraisal – Employee evaluation process (faculty and staff) using a Behaviorally Anchored Rating 
Scale (BARS); includes e-PA (employee) and s-PA (supervisor). 

PAR Preparation, Assessment, and Record Keeping – A center that provides services such as exam copying, scanning, 
scoring, and standardized test administration. 

PASS Progressive Advisement for Student Success – Advisement program supporting new students during their first 
three quarters with coursework, resources, and transition support. 

PEAK Practice Excellence, Art, and Knowledge – Internship/externship clinic program where upper-quarter DC students 
gain real-world experience in field doctor offices. 
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PLI President’s Leadership Institute – Select group of students chosen for leadership potential and provided with 
development opportunities and engagement in advancing the chiropractic profession. 

Power Up Daily meetings structured around Life’s mission, values, and operational focus. 

PPBM Professional Practice Business Management – Series of DC program courses preparing students to establish and 
manage a chiropractic practice. 

PS Prospective Student – Term commonly used by Enrollment. 

QEP Quality Enhancement Plan – Component of SACS accreditation focused on improving student learning; Life’s QEP 
emphasizes active learning strategies (ALS). 

Ropes Short for “Ropes Course” – An Experiential Learning Activity (ELA) conducted during New Student Orientation 
(typically Friday of Week 0). 

S&F Spaces & Facilities Committee responsible for reviewing and approving campus space and facilities usage. 
SAC Student Advocacy Center – Proposed office to assist students in resolving issues and concerns. 

SACS Southern Association of Colleges and Schools – Regional accrediting body overseeing Life University’s 
accreditation; includes the Commission on Colleges (COC). 

SEG Student Experience Group – Presidential committee evaluating and improving the student experience from initial 
inquiry through graduation. 

SHS Sport Health Science – Life’s master’s degree program with multiple concentrations. 

SLP Serving Lasting Purpose – Service initiative developed to promote a culture of contribution across campus. 

s-PA Supervisor Performance Appraisal – Supervisor version of the performance evaluation process (see PA). 

SRE Student Recruitment Event – Events hosted by field DCs to inform and recruit prospective students to chiropractic 
careers and Life University. 

SSC Student Success Center – Provides academic support services such as tutoring, mentoring, and learning 
strategies. 

Strategic Planning 
Council 

A group of senior administrators ensuring alignment between the university’s budget, initiatives, and strategic 
mission. 

Vitalism Recognition of the body’s inherent self-organizing, self-maintaining, and self-healing abilities. 
Week 0 / Work 
Week 

The week before classes begin each quarter, the Faculty and Staff Development Program (FSDP) and meetings 
occur. 

Week of the 
Quarter 

Life’s academic structure: four quarters per year, each with 10 weeks of instruction plus Finals Week, preceded by 
Week 0. 

Work Week Refers to Week 0—the period between quarters when faculty return for FSDP and institutional meetings. 



   
 

 

 
 

 

Acknowledgment of Receipt  
of the Life University Employee Handbook 

 
April 1, 2026 Revision 

 
This Employee Handbook represents a profile of the University and a summary of Human Resources policies, practices, 
benefits, and services at the time of its publication. Specific benefit plan provisions are described in greater detail in each 
program’s Summary Plan Description provided to all eligible employees. 
 
The University reserves the right to adopt, change, modify, amend, or terminate any policy at any time. 
 
Information completed on all employment forms must be accurate (forms could include, but are not limited to, skills 
inventory, medical history, work permit, criminal history, education, and job application). Continuation of employment is 
subject to, among other things, the availability of funds or sufficient work. 
 
Nothing contained in any written Human Resources policies, manuals, handbooks, publications or other transmittals of the 
University shall constitute or imply a contract of employment between the University and any employee of the University. 
Further, nothing stated or said, whether orally or in writing, to an employee of the University shall constitute or imply a 
contract of employment between the University and the employee. The University reserves the right to terminate the 
employment of an employee at any time with or without cause and to modify terms and conditions of employment, including 
(without limitation) schedule, salary, and benefits at any time. 
 
In addition to this Employee Handbook, other Human Resources policies and procedures may be implemented. Each 
department may also have its own operating procedure manual, containing department-specific information. 
 
Amendments to this Employee Handbook may occur after printing. Please refer to the University website at: www.life.edu 
for the most updated version. 
 
For the signature sheet, please turn to the final page of this Handbook, sign, date, and detach the sheet returning it to the 
Office of Human Resources, or by submitting an electronic signature for the document in the HRIS platform, Paycom, as 
requested.  

http://www.life.edu/


   
 

 

 
 
 
 

Life University Employee  
Handbook Acknowledgment Signature Form 

 
April 1, 2026 Revision 

 
I acknowledge that I have received a copy of the Employee Handbook outlining the responsibilities of an employee and the 
responsibilities of the organization. If I have any questions, I should contact my supervisor or the Office of Human 
Resources I understand the handbook provides an outline of the organizational employment policies and procedures by 
which I am governed. It is my responsibility to read the contents of the handbook, including all changes, modifications, and 
amendments to the handbook. 
 
I agree to comply with the guidelines, policies, and procedures of the University as set forth in the Handbook and any 
changes, modifications, and amendments to the Handbook. 
 
 
Employee Name (Print) _____________________________________________________________________________ 
 
 
Employee Signature    Date __________________ 
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