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GENERAL POLICIES
101 STATEMENT OF COMMUNITY PRINCIPLES

Membership in the Bates community requires that indivilbald themselves and others responsible for honorable
conduct at all times. Together we create the educational and settilad that makes Bates College unique, with an
atmosphere characterized by trust and mutual concern. Oursacticst support our ability to work, study, live and
learn together productively and safely. We are dedicated asmauwoiy to intellectual honesty and to the protection of
academic freedom. We believe these values are fundamental to sdhptaesthing, and learning. We expect each
other to maintain the highest integrity in all of our ara@t and social undertakings.

102 DIVERSITY STATEMENT

Bates values a diverse college community. Moreover, Batssrua discriminate on the basis of race, color,
national or ethnic origin, religion, sex, sexual orientatimarital or parental status, age, or disability, inrweuitment
and admission of its students, in the administratiotsaducational policies and programs, or in the recruitzuec
employment of its faculty and staff.

103 LANGUAGE POLICY

Bates College recognizes and values access, within its comptordiyerse cultures and traditions through
practice, use and encouragement of multiple languages. Imgeeith this commitment, no College agency (office or
unit) shall adopt a policy (or create an implicit expectatiomictv requires of employees the use of only the English
language in the workplace.

While the College encourages employees to be sensitive te¢detancommunicate freely and effectively with each
other, particularly in emergency situations or hazardousrostances, the College has determined (in compliance with
Title VII of the 1964 Civil Rights Act and EEOC Guideds 29 CFR, part 1606.7) that this goal does not wiarran
English-only regulations in any of its operations.

104 APPLICABILITY OF HANDBOOK

This handbook applies to all faculty, staff, and volunteéBates College. Certain sections of the handbook apply
to staff members only and are duly noted by use ofettme ETAFF instead of employee. The Faculty Handbook of
Bates College governs matters specific to faculty onlythelfe are unintended conflicts between the contents of this
document and faculty legislation, the Dean of the Faculty@golve conflicts in consultation with the Director of
Human Resources.

While informative, the Employee Handbook does not ctutsta contract between Bates College and any or all of
its employees. However, the College must reserve thetaghodify, revoke, suspend, or terminate any or ahef t
plans, policies, and procedures described in this handbowlole or in part, at anytime, as long as legal plos
which may apply to any given section are observed. If ti@reversights or errors in the drafting or publishihthis
document, such mistakes do not constitute new practicdioy,pnd normal College practice or policy will prevail.

105 EMPLOYMENT AT WILL

Employment with Bates College is at the mutual consent @sBavllege and the employee, and either party may
terminate that relationship at any time, with or withoutseaand with or without advance notidemployment at will is
a statement of the voluntary nature of the relationship betatss College and its employees.

All employees who do not have a signed employment contnaatdpecific term of employment are "at-will"
employees. Generally, only faculty personnel at Bates Collegedumiracts of employment with the College. Neither
an initial employment offer, nor any statement or representat this handbook or in any other College communication
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should be construed as an implied contract of permanendymgnt. Nothing in this handbook should be read or
interpreted as to alter an employee’s at-will status.

This employment-at-will statement does not require the College to exercise thts figladdition, it does not
absolve supervisors of their obligations, where apprapriatorient, train, develop, evaluate, and counsel employees

106 NON-DISCLOSURE AND CONFIDENTIALITY

The protection of confidential information is vital to fhéerests and the success of Bates College and its
employees. Employees who improperly use or disclosedantfal information will be subject to disciplinary actiop,
to and including termination of employment, even if theyndbactually benefit from the disclosed information.
Individual department heads will determine what informatsocoinsidered confidential for their departments.

107 CONFLICTS OF INTEREST

An actual or potential conflict of interest occurs whemiaployee is in a position to influence a decision that may
result in a personal gain for that employee or for a relasva result of Bates College's business dealings. For the
purposes of this policy, a relative is any person whielaed by blood or marriage, or whose relationship with the
employee is similar to that of persons who are relatduldnyd or marriage.

No "presumption of guilt" is created by the mere existeneerefationship with outside firms. However, if
employees have any influence on transactions involvinghpiges, contracts, or leases, it is imperative that they disclose
to the Vice President of Asset Management and Treasurer aaspossible the existence of any actual or potential
conflict of interest so that safeguards can be establishaebtect all parties.

108 OUTSIDE EMPLOYMENT

A staff membemay hold a job with another organization or work as dependent contractor as long as he or she
notifies his or her supervisor of the outside employmemd satisfactorily performs his or her job responsibdliwith
Bates College. Staff members will be subject to Bates Collsgeésiuling demands, regardless of any existing outside
work requirements.

Faculty members are discouraged from holding other fapokitions outside of Bates College. Itis the
responsibility of a faculty member to inform the Dean afHty of their employment with another college or uniitgrs

Multiple jobs may place additional physical and stress den@mda employee, as such excessive demands may
make employees more susceptible to irritation and injuherdfore, employees who hold other jobs will have any
workers’ compensation and short-term or long-term digglolaims scrutinized, in order to ascertain the impact of
multiple positions on any work-related medical condition.

If Bates College determines that an employee's outside worfeirgtewith performance or the ability to meet the
requirements of Bates College as they are modified from ortimg, the employee may be asked to terminate the
outside employment if he or she wishes to remain withsBatdlege. Outside employment will present a conflict of
interest if it has an adverse impact on Bates Callege

109 BULLETIN BOARDS AND SUGGESTION BOXES

The College maintains a number of bulletin boards to déistadb information. They are located in
Admissions, Athletics, College Store, College Relationsir@iservices, Human Resources, Information Services (110
Russell St.), Ladd Library, Physical Plant, and the empltye®ye in Lane Hall. The posted materials include
Occupational Health and Safety information, wage and hou, lamemployment compensation, Workers’
Compensation, current job openings, smoking policy,aher items of interest and importance to employees.

Suggestion boxes are located in Chase Hall, Cutten Maintertdumec®n Resources and Lane Hall. All
employees are free to place suggestions in these boxes atfpoyment-related matters at Bates College. The contents
of the suggestion boxes are openly read at meetings ofafid8visory Committee. However, matters that are
confidential, or situations involving individuals idé®d by name are not read openly, but forwarded to thediir of
Human Resources for review and action.
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110 WORK SCHEDULES

Core hours for the College’s administrative services aneddy through Friday, 8:00 a.m. through 4:30 p.m. at
minimum. The individual needs of some departments didiatesthedules may vary from these hours. Some
departments require 24-hour coverage, others need coverageltzy8-hour day’s core hours.

The regular workweek for all full-time, regular, nonexestpff members at Bates College is forty hours. However,
departments may configure individual staff schedules to anwatate departmental needs and the needs of the College.
Examples may be combinations such as four ten-hour daysnihe-hour days with one four-hour day, and similar
variations as long as the configurations meet the College’s fieedoverage, supervision and work to be accomplished.

Daily and weekly work schedules may be changed from tinirie at the discretion of the College and/or the
individual department to meet the varying needs of theeGell Changes will be announced as far in advance as
practicable. Departmental supervisors should work with thredtiuResources Department when an alternative schedule
is being considered, to make sure all concerns are coverad.alfernative schedule is requested on a regular basis
(long term), approval by the appropriate vice presidedean and the President may be required. Refer ©hirages
to Employment Status For Staff Members section of chapter 2 of this handbook for more inforomati

By Maine state law, overtime pay is calculated on the basisuo$ meorked over 40 per week, not over 8 per day;
therefore, days longer than 8 hours may be scheduled witlmuting overtime pay for non-exempt staff as long as th
number of hours worked during the week does not excesd for

111 ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environment, Batsgeoexpects staff members to be reliable and
punctual in reporting for scheduled work. Absenteeisdhtardiness place a burden on other staff members and on
Bates College. In the rare instances when staff members @midteing late to work or are unable to work as
scheduled, they should notify their supervisor in adeaof the anticipated tardiness or absence or as soonsiisi@pos

112 EMPLOYEE CONDUCT AND WORK RULES (Professional Sandards of Conduct)

The successful operation and reputation of Bates Collegdtisijpon the principles of fair dealing and ethical
conduct of our employees. Our standards require carefehagxe of the spirit and letter of all applicable policies,
procedures, laws and regulations, as well as a scrupulparsif®r the highest standards of conduct and personal
integrity.

Bates College will comply with all applicable policies, procedulaws and regulations, and expects its directors,
officers, and employees to conduct themselves in accordanctheittter, spirit, and intent of all relevant laws and to
refrain from any illegal, dishonest, or unethical conduaimgliance with this policy of business ethics and conduct is
the responsibility of every Bates College employee.

To ensure orderly operations and provide the bestlgessork environment, Bates College expects employees to
follow rules of conduct that will protect the interests aatkty of all employees and the organization.

It is not possible to list all the forms of behavieattare considered unacceptable in the workplace. The following
are examples of infractions of rules of conduct that maytrasdisciplinary action, up to and including terminatafn
employment:

* Theft or inappropriate removal or possession of prgpert

* Falsification of timekeeping records

* Working under the influence of alcohol or illegal dsug

* Possession, distribution, sale, transfer, or usdanfhol or illegal drugs in the workplace, while on duaty,
while operating college-owned vehicles or equipment

* Fighting, threatening violence, or causing harm to othretise workplace

* Behavior that prevents others from doing their kvor

* Negligence or improper conduct leading to damage oégel, student-, or employee-owned property

* Insubordination or other disrespectful conduct

* Violation of safety or health rules

* Smoking in prohibited areas

* Sexual or other unlawful or unwelcome harassment
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* Possession of dangerous or unauthorized materials, sesiplasives or firearms, in the workplace

* Excessive absenteeism or any absence without notice

* Unauthorized absence from work station during the dayk

* Unauthorized use of telephones, e-mail system, or otiikege-owned equipment

* Unauthorized disclosure of confidential information

* Use of Bates College supplies, equipment, propertyemices to carry out private business ventures

* Violation of personnel policies

* Unsatisfactory performance or conduct which interferes thighperformance of others

* Violation of local, state, or federal laws while on Colggroperty or while working as an employee of the
College

* Any willful behavior that results in the destructiohCollege property or brings injury to another empley

Employment of non-faculty employees with Bates College iseatutual consent of Bates College and the
employee, and either party may terminate that relationslaipyatime, with or without cause, and with or without
advance notice.

113 PERSONAL AND PROFESSIONAL APPEARANCE

During work hours or when representing Bates Collegp]@yees are expected to present an appearance that is
consistent with the work being performed or professiomaldstrds. For certain positions, uniforms are requikgtth
supervisor or department head is responsible for estalgisb@sonable standards of dress appropriate to the work
performed in that area.

114 CHILDREN AT WORK

The College generally discourages employees from bring@igdhildren to work. However, the College
recognizes that from time-to-time and especially in cases of enogrgdrildren are brought into the workplace, but this
practice should be the exception to the rule and childrenidshbe under adult supervision at all times when present on
campus.

Parents should plan accordingly for the care of theiddml on days when children may be sick, on snow days,
during school holidays, or other occasions. The Cokegeurages all employees to participate in the Dependent Care
subsidy program, refer to section 325.

There are safety, health, and environmental concerns fdramiin the workplace. Therefore, some areas are
inappropriate for non-employees of any age, but particularlghildren. In the more industrial areas (laboratories,
machine shops, kitchens, etc.) on campus, there are many inciémgers for children and a great potential for
accidents and incidents in which children either harm thbms or create hazards for others since the work environment
is foreign to them. The presence of children may beilpited in certain areas by the appropriate supervisor.

Sick children in the workplace may also create health coader others. Employees should use their sick
leave to care for an ill child. Supervisors are encourageaitk with employees to resolve childcare issues anésssu
regarding children in the workplace. Nonetheless, childréineinvorkplace should always be the exception to the rule.
Therefore, the intention of bringing children into therkplace should never be to provide temporary or long ter
daycare.

115 PETS ON CAMPUS

The College provides some guidelines for pet owneosbsihg their pets to campus. The College expects pet
owners to use common sense, good judgment, and exteropdaafe courtesy to others when bringing pets to campus.
The College also requires that pet owners comply with thetiLewiston's leash law when on campus.

The pet owner must remove waste produced by pets on satim@umaintenance and custodial staff of the College
will not be asked to clean up after pets. Furthermore,tsidmiareas of the College pet owners are expected to bring
receptacles with them to care for and clean after their pets.

There are also safety, health, and environmental corfoenmsts on campus and in the workplace. Pet owners
should realize that not all members of the campus commueitycanfortable with the presence of pets, and indeed
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some will have negative reactions to pets. Pet ownersvithg pets to campus will be held liable for damage to
property or physical injury to others if caused by tee pFurthermore, pet owners should be sensitive antkcmsrto
other members of the campus community; pet owners skakgdsteps to avoid putting employees who may not be
comfortable with the presence of pets in a situation wihem@ she may come intmntact with a pet.

Furthermore, supervisors and department heads may pladeticestron the presence of pets in their workspaces
consistent with the work being performed and the demanitisibivork area. Finally, pets should not be presentyin an
area where they create a disruption to the work being perfamikdt area.

116 SOLICITATION

In an effort to ensure a productive and harmonious workarment, employees or persons not employed by Bates
College may not solicit or distribute literature in the kydace at any time for any purpose.

Working time does not include lunch periods, work bseak any other periods in which employees are not on du
However, employees soliciting may not disrupt the workavforkers while the coworker is engaged in work activity.

Individuals wishing to purchase or sell items to cowoskshould participate in the "For Sale" e-mail listse e
information on this listserve, please call the Informatiosh labrary Services department.

117 BATES-MORSE MOUNTAIN CONSERVATION AREA & COAST AL CENTER AT SHORTRIDGE

Bates College manages the Bates-Morse Mountain ConservatiofBM84CA), six hundred acres of coastal
property in Phippsburg, ME, for educational purposessaiahtific research. The property extends from the Sprague t
the Morse Rivers, and provides access to Seawall Beach (a s@papatiey owned and maintained by the Small Point
Association), the largest undeveloped beach and dune complaimgrin Maine. This beach is a nesting site for two
endangered bird species: the piping plover and least lteisa two-mile hike from the parking lot. Visitoase
permitted at the Conservation Area, as long as their activigesoaisistent with its mission of conservation and
protection of its natural features. Bates Faculty, Staff Sdadents are stewards of this area: it is our respomgitaili
protect it, support its mission, and abide by its rulBserefore, we have no special
privileges.

Vehicles must be parked in the parking lot unless theynaoéved in approved research that requires drivinip¢o
research site. Access is during daylight hours only witbpecial permission. Large groups, camping, fires, kesycl
and pets are not allowed at any time of the year.

Near the Conservation Area, the Bates College Coastal Centasraidgje provides meeting space as well as living
quarters for student and faculty researchers and meetingestendcademic uses are overseen by the
Office of the Dean of the Faculty. The Center may also bearsedcasion for College programs, as well as meetings
of academic and administrative departments, including autllosizelent organizations and selected
outreach efforts. The use of the facility for meetings, atdrand conferences is scheduled through the Director of the
BMMCA and Coastal Center at Shortridge. For reservatiofsr eonore information call 786-6078.

118 GIFTS, FLOWERS, OR OTHER PURCHASES WITH COLLEGE FUNDS

The College does not allow the use of College funds tchpse flowers or gifts for employees. Individuals
wishing to purchase flowers or gifts should use their panrsonal funds or collect funds from coworkers to purehas
items for other coworkers.

The only exception to this policy is, on the rare occasioenia department head or director wishes to purchase
flowers or small gifts for a faculty or staff member, tlepartment head may use departmental funds, provided that the
purchase is limited in amount, and the department head esdbie approval of the appropriate Vice President or Dean.

119 RECYCLING
Bates began a formal recycling program in 1991. In thefdlB98, the program was improved to include

education and a standard color-coded collection systenrer@lyr all red, blue and green bins are appropriately color
coded. Additionally, color-coded labels have been plaoealidins to identify the material that should be placed in
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them.

The College currently recycles the following materials:ceffdbaper, mixed paper, No. 2 plastic, tins, glass (clear
and colored), metal, wood, packing peanuts, overhead transjes, redeemable bottles and cans, newspapers and
magazines, corrugated cardboard, laser cartridges and ink-jetgest

Bates College supports environmental awareness by encouragyating and waste management in its business
practices and operating procedures. This support includesraittnent to the purchase, use, and disposal of products
and materials in a manner that will best utilize natural messuand minimize any negative impact on the earth's
environment.

The simple act of placing a piece of paper, a can, or a botlegieycling container is the first step in reducing
demand on the earth's limited resources. Success of thimpragpends on active participation by all of us. Employees
are encouraged to make a commitment to recycle and be a gast sbltition.

Bates College encourages reducing and, when possible, eligittee use of disposable products. Source
reduction decreases the consumption of valuable resourceshtmactyworkplace practices as:

* communication through computer networks with e-mail
* posting memos for all employees
* two-sided photocopying

Whenever possible, employees of Bates College are encoucag@athase products for the workplace that contain
recycled or easily recyclable materials. Buying recycled producpoaspecycling and increases the markets for
recyclable materials.

By recycling, Bates College is helping to solve trash dapansd control problems facing all of us today. This
program does not cover any hazardous waste generated byeCuitegties, for information on Hazardous Waste, refer
to section 505. If you have any questions or new ideaswaggestions for the recycling program, contact the Mail and
Print Services.

120 SMOKING POLICY FOR BATES COLLEGE EMPLOYEES

I. Policy Statement

A. In compliance with Maine's Workplace Smoking Act of 398nd Maine's Act to Protect Maine Citizens From the
Effects of Environmental Tobacco Smoke, effective January 4, B&tes College has established a written policy
concerning smoking and non-smoking. According to @lwe the policy must prohibit smoking except in designated
smoking areas.

B. Smoking is not permitted in elevators (by state Iatgjywells, corridors, restrooms, storage areas, custadiat,
classrooms and seminar rooms, or laboratories.

II. Smoking and non-smoking areas in individual buidgin

A. Smoking is not permitted in classroom buildings atiter buildings containing Faculty Offices or Administrat
Offices except as noted below.

B. All buildings constructed after January 1, 1994, Idleabmoke-free unless certain areas of them are specifically
designed as contained, separately ventilated smoking areas.

C. Smoking is prohibited except in the Smoking Roocated next to Chase Lounge in Chase Hall.
[ll. Outdoor smoking

Smoking should be done away from public entrances aexd wimdows, so that those entering, leaving, and occupying
the building will not be exposed to second-hand smoke.

IV. All College-owned vehicles shall be smoke-free.
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V. This document does not apply to students residirsgudent residences that do not have a prohibition stgain
smoking.

121 DRUG AND ALCOHOL POLICIES (& Drug-Free Workplace A ct of 1988 Notice)

The College's policy on alcohol and other drugs seeksfiibtwo principal objectives: to affirm the imptance of
individual responsibility on the part of each memberheffaculty or staff; and to meet legal obligations set by stat
federal law. Bates regards illegal drug or alcohol use argkadmiserious problems which affect the entire college
community.

Bates prides itself on the intelligence and good judgmeitd employees, and expects them to employ these
gualities where alcohol and drugs are concerned. Bates E6illedy believes that drug and alcohol abuse affect our
entire community and that each of us has a responsihiltiglp safeguard the community and its members by
respecting College policy and intervening in situationsafse. Addressing drug and alcohol problems in ouetsoci
and our community depends upon caring, thoughtfulaedscooperation from all of us.

Bates College receives federal grant monies for studentcfadassistance, faculty research, and other federal
programs. The Drug-Free Workplace Act of 1988 (Act) neguthat the College, because it receives such funding,
establish and disseminate a policy informing employeesecttilege's intention of complying with the Act. This
statement of policy reflects the College's desire to comiilytive Act.

1. The unlawful manufacture, distribution, dispenspagsession or use of a controlled substance is prohihited
workplace at Bates College. This prohibition is a conditibemployment with Bates College.

When there is good reason to believe criminal conductéstéd towards or potentially harmful to the person or
property of others, the College's first obligation ishtose persons or properties, and then to the employeleeéadvo

2. The College recognizes alcohol and drug abuse as treatalile problems which will receive the same consideration
and offer of assistance extended to employees having anyhetiér problem. All employees of the College may
utilize the Employee Assistance Program (EAP) at 1-877-&85-6 help identify resources to deal with substance
abuse or addiction.

However, nothing in this policy prohibits disciplinaagtion against any employee who violates the prohibition
paragraph 1, above, including the removal from employmeemployees who cannot function properly in their
positions.

3. In accordance with the Drug-Free Workplace Act, employeeeguéed to report to the College any criminal drug
statute conviction based on acts in the workplace withendays of conviction. The College, within ten days of such
Report must in turn report the conviction to any Fedegan&y funding any program in which the employee
participates. Finally, the College must within thirty dafsuch report take appropriate personnel action, up to and
including termination, or require the employee to particigatesfactorily in an approved substance abuse or
rehabilitation program.

Bates College continues to affirm the value of individuéaomy in making decisions about one's life, and will
continue to make education and counseling its chief strategiesekting its responsibilities.

In regards to the use of alcohol, Bates College observesvalgoverning the use of alcoholic beverages within the
state of Maine and does not condone violation of these lawa bmployee at any time. Employees are held personally
responsible for complying with all aspects of Maine laws.

Maine law in this area imposes both criminal and civil ligbdn anyone who negligently or recklessly sells, gjve
or otherwise provides alcoholic beverages to any persormaoot attained the age of 21 years or to a visibly
intoxicated person, where the minor or intoxicated peraoses harm to another. All Bates employees are reminded
that they are under the restrictions of Maine law when thepse to entertain or have social events on or off theusamp
and when persons under 21 years of age are present.

With regards to the use of illegal drugs, the Colledkudilize its counseling resources to help employees involved
with drugs.

Disciplinary Sanctions
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Bates College may impose disciplinary sanctions on employleesire in violation of the College's prohibition of
the unlawful possession, use, or distribution of illibiigs and alcohol on College property or as part of attyeof
College's activities. Employee violations of these policitidw reported to the Vice President of Academic Affairs
and Dean of the Faculty, in the case of members of the Faguttythe Vice President for Asset Management and
Treasurer for all other employees, for review and actionpl&mees are subject to appropriate sanctions which may
include referral to standing procedures for terminatioangployment.

Employees involved may be required to undergo professamsaksment by a substance abuse professional
designated by the College to determine whether they are invioleedbstance abuse or addiction. In the case of
dependency, the College may treat the case as a disability.emafabe use or abuse of substances, the College may
make mandatory referrals to a counseling or treatment prograimmay make it a requirement that an employee
successfully complete such a program as a condition of ceatiemployment. The employee will be responsible for
paying for his or her treatment if the treatment is ngeoed by the College’s health insurance or Employee Assistance
Program.

The College reserves the right to involve law enforcemeahbaties and/or undertake legal proceedings against an
employee, as appropriate.

It is Bates College's desire to provide a drug-free, heltnfid safe workplace. To promote this goal, employees
are required to report to work in appropriate mental andipalycondition to perform their jobs in a satisfactory nesinn

For a more information in regards to this matter, pleaséheaHuman Resources Department.

122 AFFIRMATIVE ACTION POLICY

|. The Office of Affirmative Action

The Office of Affirmative Action exists primaritg implement the College's plans for increasing the racialtethni
and gender diversity on campus. The Office also assidte ideivelopment of personnel policy in effort to assure
equality of opportunity. The Office may from time-to-tilnecome involved in campus issues that affect the atmosphere
for women and racial/ethnic minorities. The Office also setwdacilitate communication between Bates and the
various off-campus organizations that promote such diyetnitcarrying out the responsibilities stated above, the
Director of Affirmative Action (DAA) will have access, when neddto information or documents designated as
confidential by the President and/or Trustees of the Gobedpy law. This information or these documents inclhée t
College's administrative and financial records, the College{doyee salary and fringe benefit information, employee
personnel files, files of the Committees on Personnel ameonnel for Physical Education, and student files or
transcripts in the offices of the Dean of Admissions,Dkan of the College, the Dean of Students, the Registrar and
Student Financial Services, and the Office of Career Services.

The DAA's access to confidential material will be in accordarittethe following procedures:

1. The request for information will be made in writiagthe College officer responsible for the maintenance andisec
of the confidential material. The request will be for specifaterial and for a specific purpose directly related to the
implementation and oversight of affirmative action poli@éthe College as stated in this policy. If access invadves
request to review evaluations of specific individuals, emigpermission must be secured from those individualseby th
DAA and must accompany the request. If access involveseawef areas of concern or categories of personnel, the
purpose and date of the review by the DAA will be notethe files.

2. Access to confidential material is under the supervigidhe relevant College officer. It is the joint respongipibf
the DAA and the officer to assure the continuing confiiddity of the material. Material will be reviewed in the office
where it normally is kept, with no duplication of filesother confidential information permitted.

Il. The Affirmative Action Advisory Committee

The Affirmative Action Advisory Committee (AAAC) existe provide advice to the DAA. Specifically, the AAAC
identifies obstacles and barriers to equity of opportunityrawards at Bates and makes recommendations to the DAA
on methods to remove these barriers and obstacles. Additiaih&IRAAC seeks to educate the campus in regards to
the principles of affirmative action and equal opporturiitye AAAC also evaluates and makes regular reports on the
implementation of affirmative action policy. The Affirmatietion Advisory Committee is not empowered by the
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College or its officers to deal with specific complaints iieances from individuals or from groups of individuals.
Members of the AAAC are appointed by the President feetlyear terms. Each area of the College covered by the
Affirmative Action Policy will have opportunity to nonsite representatives to the AAAC. Areas of the College covered
by the Affirmative Action Policy include: the Library, Adssions, Dining Services, Administrative Support Stag, t
Administration, Faculty, and the Physical Plant. While&shis are not usually covered by the Affirmative Action

Policy, students may nominate two representatives for £%&CA Additionally, two at-large representatives will be
nominated by current members of the AAAC. From thisdisiominations, the current AAAC will make
recommendations to the President, who has final responsfbilithe appointment of members to the AAAC. The

AAAC will in making its recommendations to the Presidentsider the racial/ethnic and gender diversity of the
campus.

I1l. Community Input

A. Any member of the Bates Community may bring an affirmeséiction concern to the attention of the AAAC by
submitting a written statement to the DAA.

B. Any member of the AAAC may bring an area of affirivataction concern to the attention of the full Committee.
IV. Policies

Wherever reference is herein made to policies, practices, manieds regulations, or the like, the reference will be
deemed to denote such elements as may at the relevant time fieetinaefd no such references will be deemed to
preclude changes, replacements, etc., in such elements in efféthaslate of this document.

123 NONDISCRIMINATION AND SEXUAL HARASSMENT
General Policies and Procedures
A. POLICIES

1) Nondiscrimination

Bates values a diverse college community. Moreover, Batesdbesscriminate on the basis of race, color, national or
ethnic origin, religion, sex, sexual orientation, maritgbarental status, age, or disability, in the recruitraeuit
admission of its students, in the administration oédtacational policies and programs, or in the recruitment and
employment of its Faculty and staff.

To aid the Director of Affirmative Action in this chargm Advisory Committee on Affirmative Action is appointed
annually by the President. It is the members’ respongilhiassess continually the status of their respective areas in
regard to compliance. Members of the Bates community are egeali@report instances of alleged discrimination to
the Director of Affirmative Action.

2) Bates College Sexual Harassment Policy

Within our academic setting, a state of trust and openmessgapersons is the necessary condition for intellectual
inquiry and hence academic excellence. Associations between Fatudignts, and staff must reflect the mutual respect
for one another which is essential to the free exchangeas.idHarassment, including sexual harassment, destroys trust
and openness. When any member of the Bates communitrates another member through unwanted sexual
advances or sexual allusions, or through unwarranted reéereém sexuality or sexual activity, these bonds of &uodt
openness are broken.

Harassment, including sexual harassment, is especially serieasivwhvolves a relationship of authority within which
academic or other rewards may be experienced or perceived astelaetiarassment. Among such situations are
those relationships between Faculty and students or betwaen aed junior Faculty. When the imposition of unveght
sexual attention is accompanied by the promise of academic oryengplibrewards or reprisals, the harm can be very
great. If harassment occurs between persons, one of whomyhkisié of supervisory, evaluative, or other authoritativ
responsibility in regard to the other, it is intimideatiand coercive abuse of power.
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Sexual harassment is one form of illegal sex discriminagisefined by Title VII of the Civil Rights Act of 1964itle

IX of the Educational Amendments of 1972, and Section 4672e Maine Human Rights Act, and the regulations of
both the Equal Employment Opportunity Commission taiedVlaine Human Rights Commission. Unwelcome sexual
advances, requests for sexual favors, and other verbal sicahgonduct of a sexual nature constitute sexual harassment
when:

a) submission to such conduct is made either explicitijplicitly a term or condition of an individual's academic
advancement or employment;

b) submission to or rejection of such conduct by an iddal is used as the basis for employment or academic dexision
affecting such individuals;

¢) such conduct has the purpose or effect of substantitdifeéring with an individual’s academic or work performance
or creating an intimidating, hostile, or offensive wotkor learning environment.

The state of trust which is so essential to academic wdtiei College is important to the associations between Faculty
and students; such trust also is important among non+agadtff and employees. Sexual harassment within these
associations prevents or impairs the harassed persoremjoyiment of occupational or educational benefits and
opportunities. It interferes with an individual's waskrformance and creates an offensive working environmeat. Th
employment regulations of the Maine Human Rights Comonisgive support to the College’s policy against
harassment and provide legal protection for all employees.

Whereas, it has been and is the policy of Bates Collegeetkadlsharassment has no place and will not be tolerated in
this College; and whereas, the Federal Equal Employmerdr@ojty Commission has declared that sexual harassment
constitutes illegal discrimination under Title VII oktiCivil Rights Act of 1964. Now therefore, the Presidam

Trustees of Bates College restates its policy that sexual hemaissot be tolerated and hereby directs the President to
see that appropriate steps are taken to communicate that Bosedtsas expressed in this policy to the College’s
Faculty, staff, and students. The President shall advideaitidty, staff, and students that there are in effect adequate
grievance procedures to facilitate prompt reporting of speaifis of sexual harassment at Bates, and urge the members
of the College to report such acts so that appropriate aotgrbe taken.

Bates College denounces the use of violence directed againadangual or group. We, the College community,
regard sexual assault as a violent crime, a particularly beiitom of sexual harassment, whether committed by a
stranger or an acquaintance on or off campus. We condemnntineission of sexual assaults and believe persons
charged with such offenses should be dealt with pronapitdlyfairly through the courts and our own judicial system
Moreover, we rededicate ourselves to eradicating hostilageth which our ability to work, study, live, and lear
together is inhibited. Finally, we pledge assistance thrtluglrarious departments of the College in aiding sursiobr
assault to determine how best they may regain control oeiercicumstances.

When offensive conduct against persons, including buimiéed to assault, may occur, for which the offender may b
charged within the criminal justice system for violatihg triminal statutes of the State of Maine, or the Unitec§tat
victims may also elect to seek redress through the ColldgEplinary procedures, as well as through civil actidh.
members of the community are expected to conform their cotmtiot requirements of the law and to the standards of
the College community.

As a guide to the community, relevant provisions ofcitiinal law and descriptive definitions of conduct and cohse
will be provided in published form to all students, Haguand staff annually. These provisions and defingiwiill serve
to assist the College community in identifying unacceptibleavior and to provide a basis for consistent interpoetati
and judgment.

B. PROCEDURES
1. Procedures for Charges of Discrimination

The exercise of seeking advice and information is entugiyntary and is not a prerequisite to making a formal
complaint either within the College or with the Maine Humagh Commission. Grievants who choose to file a
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complaint directly with the Maine Human Rights Commissiarst do so within 180 days (6 months) of the alleged
incident(s) of discrimination. Grievants who seek informeablution of cases of discrimination may do so in eitlfier o
the following ways:

a) Voluntary Informal Consultation

There are many channels within the Bates Community availableddanformal resolution of incidents of
discrimination. The College recommends contact with any camppport personnel who are knowledgeable about the
possible avenues of resolution of discrimination clainfeemin doubt, the Affirmative Action Officer is a reliable,
confidential and supportive source of information. Gthveino may assist in directing inquires in the process iedluel
Health Center staff, the chaplains, immediate supervisordergsoordinators and junior advisors, members of the
Faculty, the Office of the Director of Human Resources, tifieedof the Deans of Students and the Office of the Dean
of Faculty.Consultations may be brought in full confidentiality; no written record isto be maintained when an informal
consultation is made.

If individual action or discussion through informal @ggion does not resolve the problem, grievants may, dithitie
company of a trusted person or alone, talk privately wetxinector of Affirmative Action regarding other steps.

b) Complaints
The Director of Affirmative Action is the primary agency ézeive all complaints. If students are involved, the

individuals may initially elect to discuss a complainthaone of the Deans of Students; a Faculty member méaadlinit
discuss a complaint with the Dean of Faculty; or a staff bezmmay initially discuss a complaint with the Director of
Human Resources. In each case, however, the subsequeiitraiethe initial step, should be with the Director of
Affirmative Action.

There are two forms of complaints:

1) Informal Complaints
The Director of Affirmative Action may provide suggestioosfiesolution, help in mediating differences in views, or
other channels for resolution involving skills or sagtpns of others.

2) Formal Complaints

The grievant may institute formal grievance proceedings whethwot the Director of Affirmative Action can effect a
resolution. Grievants can elect to pursue any or all optioasiding: making a written complaint within the College
procedures, initiating a complaint to an agency outsideeo€ollege (e.g., to the Maine Human Rights Commission),
appropriate, pursing criminal charges within the criminaigessystem, or pursuing civil action within the courgteyn.
The Director of Affirmative Action will explain the elemerdgseach process. Within the College, a written complaint is
needed to initiate formal grievance procedures.

c¢) College Formal Grievance Procedures

Section |

€)) Formal grievance procedures shall be available to faculiyoers, employees, and students of Bates College,
except where students are named as accused parties. In suctheasester shall be heard by the Committee on
Student Conduct. The procedures herein shall not apgjsievances in regard to appointment, reappointment, temure
promotion of faculty members as these matters are goveynédible VI of the Personnel Rules and Procedures
contained in thé&aculty Handbook of Bates College. The procedures herein shall be further limited to casespbper
discrimination, sexual harassment, or sexual assault. Impdggmeimination shall be defined as acts in violation of
applicable non-discrimination laws or the non-discrimimapolicy which appears in the official publications of Bates
College.

(b) The sole purpose of a hearing under formal grievanaeguoes is to determine if improper discrimination,
sexual harassment, or sexual assault has occurred. A hieaairtgshall have no authority to invoke sanctions for
improper behavior. The report of the hearing board skeadiiven to the President of the College for any furtotion.
Section Il
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(a) Nothing stated herein shall be construed to preventadegmnplainants, in the appropriate case, from joining
in a single complaint. The word “complainant,” as used heséiall refer to any person who files a complaint or to any
group of persons who together file a single complaing Whard “respondent,” as used herein, shall refer to any party o
parties accused in the same complaint and who will be lredind same hearing

(b) The complainant shall file a formal complaint in writingh the Director of Affirmative Action or the Director
of Human Resources. Upon receipt of the complaint, the Diret#ffirmative Action or the Director of Human
Resources shall immediately inform the respondent in wriimtyprovide the respondent with a copy of the complaint.

(c) In cases of multiple complainants or multipl@oesients, where any individual complainant or respondent
claims that his or her complaint or defense would othsenlve compromised, that party may submit a requestitimgvr

to the Director of Affirmative Action and the Director of HamResources for a separate hearing. The Director of
Affirmative Action and the Director of Human Resources simalke a decision on such a request prior to submitting a
request to the President for a hearing board and shaly aditgarties in writing of that decision. In appropriate cases
the Director of Affirmative Action and the Director of HumResources may require multiple complainants to join in a
single complaint.

(d) The Director of Affirmative Action and the Directorldiman Resources together shall determine whether the
complaint on its face states facts which, if true, allege a @&improper discrimination, as defined in applicable non-
discrimination laws or the College’s non-discriminationigglor of sexual harassment or sexual assault. If so, the
matter may proceed to a hearing; if not, the complaint shaditbened to the complainant, and no further action shall be
taken unless an amended complaint is filed in accordance&Seitiion 11 (b).

(e) The Director of Affirmative Action and the Directd Human Resources shall make their decision whether to
refer the complaint to the President with a requestrto fohearing board within 7 days of receipt of the complaint
unless circumstances require a longer time, in which etreyt shall inform the President and all parties in writing.
Once a decision is made to refer the complaint to a heaoegl ball parties shall be informed in writing of the action
taken.

Section Il

€) The Director of Affirmative Action and the Director of HamResources, having concluded that the complaint
states a claim under standards contained in Section HHdll),provide the President of the College with a cophef t
complaint and request that the President form a hearing Bdaids point, no further amendments to the complaint
shall be permitted.

(b) The complainant and the respondent may each designatestwioars of the hearing board. The President shall
choose two additional members, and a majority of thensimbers thus chosen shall choose a seventh member to act as
chair of the board. Board members shall be selected frothehecurrent faculty or staff of Bates College. The word
“staff,” as used herein, shall not include student employeegher the complainant or respondent neglects osesfto
designate members of the hearing board, the Presidentlsba#ie them. Once the hearing board is established, the
President shall give a copy of the complaint to the hedniragd and shall inform all parties in writing of the

composition of the board.

(c)  Ahearing board shall be formed within 7 daysftbe date on which the Director of Affirmative Action ahd t
Director of Human Resources inform the President of the foeedhearing. If, in exceptional circumstances, more time
is necessary to form the hearing board, the Presidentrstoath all parties in writing.

Section IV
(a) The complainant shall, within 7 days of beiotified of the formation of a hearing board, file witlathboard all
documents and other tangible evidence available to the coraptaihich will be used in the hearing in support of the

complaint and a list of all withesses whom the complainashed to testify at the hearing in support of the complaint.
Upon receipt, the chair of the hearing board shall make theseiagmtavailable to the respondent.
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(b) Within 21 days of receipt of such materials, the resparehell file with the hearing board a written response
to the charges made in the complaint, together with allmdeats and other tangible evidence available to the
respondent which will be used in the hearing in supplosny defense against the complaint and a list ofiatlesses
whom the respondent wishes to testify at the hearinggpat of any defense against the complaint. Upon recet, t
chair of the hearing board shall make these materials availathie complainant.

(c) The chair of the hearing board shall notify in wgtadl withesses of the need for their testimony at the hearing
It is the responsibility of any member of the Bates €yl community who has information relevant to an issue before
the hearing board to testify at the hearing or to producendexts or other tangible evidence at the request of the chair
of the hearing board.

(d) Failure, without adequate justification, toduce documents or other tangible evidence or to testifyeat th
hearing by anyone requested to do so by the chair of Htrengdoard shall be reported to the President for angralog
or she deems appropriate. In the event that either the coamla@inthe respondent shall fail, without adequate
justification, to produce documents or other tangible evidente testify at the hearing when requested to do sbdy
chair of the hearing board, the hearing board may reptnet®resident that it is unable to make a decision in thiemat
and the President may take whatever action he or she deems atpropri

(e) After the hearing board has received evidence and wilisesfrom the parties, it will determine whether any
additional documents, other tangible evidence, or testimmyreasonably be necessary to a determination of the facts
at issue and may require any such documents or otherlapgilence from the complainant or respondent and may
require documents or other tangible evidence or testimony &ny third party, within or without Bates College. A
determination that further evidence is necessary may be baseéaureatrby the complainant or respondent. Should any
additional documents or other tangible evidence be prodtredshall be made available to all parties. All parties shall
be informed in writing of any witnesses identified by tiearing board who will testify at the hearing in additmn

those already listed in the witness lists of the partike.chair of the hearing board shall determine the date lmhwah
evidence and all witness lists required by the heariagdoshall be presented to the hearing board.

® Once all documents, other tangible evidence, and albast lists have been made available to all parties, no
additions to any witness list, and no additional documenother tangible evidence shall be considered except by a
decision by the chair confirmed by a majority vote of tharing board.

(9) A hearing on the complaint shall commence no sooner7timan later than 10 days after all documents, other
tangible evidence, and all witness lists have been made availaii@aoties. The chair of the hearing board shall have
the authority to alter these time limits if necessary and sbtfy all parties in writing of a decision to do so.

Section V

(a) The chair of the hearing board, subject only to beiegroled by a majority of the board, shall rule on all
guestions of evidence and procedure and may make suchdéseand decisions, not provided for in these procedures,
as are necessary to conduct the hearing fairly and expeditidinss includes decisions on requests from complainants
and respondents for separate hearings which arise after tiveghzaard is formed. Only evidence that a reasonable
person would rely on to make judgements in serious mattatisb® admitted and be considered by the hearing board in
making its findings and conclusions.

(b) The complainant and respondent may have the assistancattdraey during the hearing; however, the role of
the attorney shall be limited to observing the hearing #ieditng advice to the party represented. The hearing boayd
have the assistance of College Counsel.

(c) The members of the hearing board shall mairtiaiednfidentiality of all aspects of the complaint, response,
hearing, evidence, and its deliberations. The hearinglshaitivate. Only members of the hearing board, parties,
attorneys, and witnesses while testifying may be presenthddming board may exclude all but its members in order to
deliberate on its findings and conclusions.
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(d) The board shall allow a reasonable time for opening asihgl statements by the complainant and respondent.
Each party at the hearing shall have opportunity to poséeigeso all withesses. This shall be done either directly o
through the chair, at the discretion of the chair.

(e) The hearing shall be electronically recorded, exbapthe private and confidential deliberations of the hgarin
board shall not be recorded. The President shall have custtitly recording and may, in his or her discretion, tzave
transcript made of the recording after the completion@htaring.

Section VI

€) The hearing board shall make specific findings of fact.blinéen of proof shall be on the complainant, and the
board shall make findings and conclusions in regatddallegations in the complaint only when a majority ofttbard
is convinced that those findings and conclusions are sigopby a preponderance of the evidence.

(b) After reaching its findings and conclusions, thardcshall report them in writing, within a reasonable titoe,

the President of the College, the complainant, and thendept The President shall make a brief announcement of the
nature of the complaint and the findings of the hearingchtwathe Bates College community without mention of the
names of parties or other participants. The President shidlin his or her discretion, determine what, if anyttar

action he or she will take in response to the report dii¢laging board. The President shall commence any such action
within 7 days of delivery of the report unless he ordd'ems some other period appropriate, in which case, thigl®me
shall inform all parties in writing.

(c) In accordance with Article V, Section 2 of ByeLaws of Bates College, the complainant and respondent may,
in appropriate cases, seek indemnification from the Collage#&sonable attorneys’ fees incurred for purposes of the
hearing.

Section VII

The existence of these grievance proceduresviay precludes the College from taking immediate action to
maintain the safety of the College community or individnambers thereof.

124 CONFLICT RESOLUTION

Programs have been established to assist the campus niiynimuesolving grievances, disagreements,
problems, and other issues on campus. Since informal¢tpre, and flexible approaches are consistent with the Bates
culture and allow individuals maximum flexibility in chaeg a manner of resolving issues in which they feel most
comfortable, they are the hallmark of this grievance progtdowever, to ensure a basic level of fairness and
consistency, a structured and formal system is also irtlasl@ desirable complement to less formal methods.

These programs are offered as simple and user-friendlyrsm s discourage their use. They also encourage
resolution at the lowest level possible and aim to resefuees in a timely fashion. A final consideration for raaglv
problems or issues includes having a widely diverse gobppople available to assist those who need assistance.

Before initiating a conflict resolution process, employeesilshfirst consult their supervisor to address their
concerns. If the supervisor is unable to assist the emp|dlye employee should follow the normal administrative line
of authority and bring his or her issue to the attentfdhair director or department head. If the issue is nofved at
this level, the employee should present the issue to fire@mate vice president or dean. If for some reason thmator
administrative chain is not a suitable option for the empldye®r she may initiate other options to resolve the matter at
hand.

The grievance program contains three parisDmbuds-function, an Alternate Dispute Resolution proeess,

a formal Staff Grievance Procedure.

124.1 OMBUDS-FUNCTION
This program has been established to assist individuatseking an appropriate path to resolving their

concerns, the primary role of an Ombudsperson is to faeiltatblem resolution. Several volunteer Ombudspersons are
available on campus. These employees are trained to assiskemsaamd their assistance is available to all Faculty and
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Staff. An issue brought before an Ombudsperson can bgrablem or issue except those that are covered by the
College's Nondiscrimination and Sexual Harassment poliSesh issues must be referred to the Director of
Affirmative Action or the Director of Human Resources.

Ombudspersons are employees who have a collateral dutyegsaghelp fellow employees with problems
related to their employment at Bates College. Dealings withu@spersons are confidential except in cases where there
is imminent harm to the others, or to the welfare ofilsétution, or in situations where the law or Collegéiqyo
requires the matter to be reported, or unless an employee agsbesd information in order to resolve a problem. The
Ombudsperson keeps no formal written records. Because thad3person’s services are informal, they are a
supplement to, and not a replacement for, the College'saf@rocesses.

The functions of Ombudspersons are:

[ to listen

[1 to provide answers to questions or to assist in flndomeone who can

[ to analyze situations and identify and evaluate optionsegponding to them with the employee

[1 to explain College policies and procedures and their applicedian individual employee

[ to carry complaints forward, if an employee is unabléa@o, and to advocate resolution

[ to provide prompt, impartial, and confidential assistance

[ to attempt to help people help themselves

[J to provide assistance on any problem or issue

[J to provide mediation assistance where possible and apgepri

[0 to conduct limited fact finding for issues

[1 to serve as the avenue of first resort when employeastdaow where to take their problems or complain$oor
not know how to approach the appropriate person or cogenitt

[1 to serve as the avenue of last resort when the emphhagaeorked through all appropriate channels, but still feels
the problem has not been resolved

[1 to recommend changes in policy and procedure when trendepegghrding issues on campus

Ombudspersons do not;

take sides

represent the institution or its interests
override or enforce College policy

require employee to take any action

breach confidentiality (except as noted above)

oogood

For more information on Ombudspersons, please see the Heesaarces Department.
124.2 ALTERNATE DISPUTE RESOLUTION (ADR) PROCESS

Alternate Dispute Resolution refers to any activity thatlts in resolving disputes before the use of the formal
grievance program. The ADR process is also an informaladethproblem solving that encourages individuals to get
involved in developing the solutions to their own consesuch methods usually involve mediation, negotiation,
consultation. These methods often usually contain a thitgd fwafacilitate open communication and assist disputants in
resolving the issue at hand. Trained mediators are avadabtampus, or on occasion where it is appropriate the
Human Resources department can obtain mediators from off-cafRpatigipation in an alternate dispute resolution
process is voluntary, but highly encouraged. Research gshatv&DR efforts resolve greater than 80% of the problems
encountered.

Alternate dispute resolution services are available to all fyamndl Staff. These methods can be used to
address any problem or issue except those that are coveitegl ®gllege's Nondiscrimination and Sexual Harassment
policies. Such issues must be referred to the Directaffiofnative Action or the Director of Human Resources.

124.3 STAFF GRIEVANCE PROGRAM AND PROCEDURE

A grievance is avork-related problem or condition which a staff member believes to be unfagquitable, or a
hindrance to his or her effective performance. Grievances apgaldéms or complaints covered by the College's
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Nondiscrimination and Sexual Harassment policy; such rsatteuld be referred to the Affirmative Action Office or
Director of Human Resources.

Grievances should be filed in writing within 30 daysh® occurrence of said event or circumstance. An
Ombudsperson can assist in determining whether a grievaapprigpriate and, if appropriate, can help the individual
write his or her grievance.

The written grievance must be sent to the Director of HUR&sources, or the Vice President of Asset Management
and Treasurer if the Director of Human Resources is invaivéte issue or is unavailable. A Committee Chairperson
will be selected by the Director of Human Resources basedthparature of the grievance. The Chairperson will meet
with the staff member in an attempt to clarify the isquek @tempt to resolve the issue without the Committee.
Following this meeting:

[0 The staff member may withdraw the grievance.

[1 The staff member may be encouraged to seek Alternativeiteifesolution/mediation options.
[0 The grievance may be edited and re-filed.

[1 The grievance may remain unchanged.

If the grievance goes forward, the Chairperson will convenenaal staff grievance committee.

The matter at hand will be reviewed by a committee of pekrteast seven members will be selected to review each
matter. The Committee Chairperson will select the additiémaémbers who will sit to review the grievance. The
Chairperson may receive input from the parties involved am@®ifector of Human Resources in selecting the members
who will serve. These members will be chosen from a ploth grievance committee members who will be elected
from the campus community.

Once the Committee is selected, it will proceed as follojwsprduct fact finding; 2) review College policies
and procedures; 3) meet with all parties in an attempt tdveeie concern or issue; 4) review and analyze all the
information received to date, 5) make a recommendation. Howsfere proceeding, the Committee may refuse to
hear certain grievances if it feels that the matter is not pgpte for this body to review. If so, the matter wal b
referred to the appropriate administrator within the Celleg

After the Committee has deliberated, it will form a recommeodafThis recommendation will be shared with
the grievant before it is presented to the appropriateia({t) within the College administration. After the
recommendation has been made and if, and when actions arintagponse to the recommendation, the Committee
Chairperson will meet with all major parties to the gri@eato share the result of the committee’s efforts.

The work of the Committee should be accomplished as squusaible. Due to vacations and holidays, a
specific time frame is not placed on this process. In ggriduman Resources will acknowledge the receipt of the staff
member's grievance and notify the Chairperson immediatelg.Chlairperson will attempt to meet with the staff
member within one week. The Committee shall attempt to niskedommendations within 30 days of first convening.

Staff members are protected from fear, the threat of retaliatiaeprisal for exercising his or her right to
redress their concerns or grievances by College policy anit@plpl laws. Grievances are treated as privacy matters
and are handled privately and with discretion.

125BATES COLLEGE COMPUTER USE POLICY

Each user of Bates College information systemsatabasic rights: (1) the right to privacy with respectite
information stored in their user account, hard drivemodiskette, as well as their computer output; and (2)igie to a
fair share of the system resources. Users who violatégts of others, either by accessing information to wHiely t
have no right, or by using an excessive amount of systsaurces, are acting in an unethical manner. Information and
Library Services reserves the right to take whatever actiomnecessary to prevent a user from violating thesrafht
other users.

To assure each user privacy and a fair share of syssenrces, all users must comply with Information arwdry
Services policies. Since Information and Library Services caamtatipate every possible way in which users might
intentionally or unintentionally violate the rights ohet users, the guidelines listed below are illustrative, not
exhaustive. Any activity that results in loss of privacyinreasonable reduction in system performance for othes isse
unethical. Cases involving unethical behavior will be refetoettie Office of the Dean of Students, the Dean of the
Faculty, or the Human Resources Office, as appropriate.
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1. Each user is issued a user account and should always ldgentomputer under that account. Using any other
account is an invasion of the privacy of the individusliesd that account. The right to use the Bates College
computing facilities is nontransferable: a user shouldatiotv another individual to use his or her account. Each
user is held responsible for the computing activities tbemirounder his or her account, so users should make
special efforts to preserve the security of their passwords.

2. Allfiles and computer output belong to someone. Theylghmeiassumed to be private and confidential unless the
owner has explicitly made them available to others. A siseuld not alter, manipulate, or inspect the contents of
another user's file area without the user's knowledge anitiepgmission. Similarly, a user should not alter or
manipulate the contents of a public library or directory smtbe owner has specifically authorized the user to do
so. Users should also take steps to protect their data.

3.  Because electronic information is volatile and easily reproduesgect for the work and personal expression of
others is especially critical in computer environments. Yimhs of authorial integrity including plagiarism,
invasion of privacy, unauthorized access, and trade secrebpydght violations may be grounds for sanctions
against members of the academic community. (Rusing Software published by EDUCOM, used with
permission.) For example, a user who presents the wankather user as his or her own by simply submitting a
duplicate listing of a homework assignment is committiragjalrism. A user who exploits flaws in system or
instructor software to obtain answers to an assignmestamination or who manipulates the contents of a file
containing grades or other records of course performaregrg academically dishonest. For more information,
see the Bates Colle@atement on Plagiarism and a Guide to Source Acknowledgments.

4. Information content supplied by users and visible or &eathers over computer networks is subject to the same
rules of conduct that apply to any message in any otheuumedi

5.  Networks such as the World Wide Web have greatly expamgechpacity of Bates users to view and interact
with computers all over the world. A user should net thee Bates College computing facilities to go beyond
normal Internet connections to gain unauthorized access toootmputers off campus. Users should notify
Information and Library Services staff of any off-campus potimg arrangements they have that may have an
impact on Bates computing resources. Unauthorized accessl tase@of, other computers may result in criminal
and/or civil action.

6. A user should not alter the normal functioning of the cating system. This applies to attempts to reallocate
storage space, to change the priority levels at which programsr to gain unauthorized access to other user
accounts, passwords, or system directories. It also applétempts to degrade system performance, to "crash"
the computer, to disconnect other users from the computier send unsolicited messages and "junk” mail to
other users of the system. These restrictions apply Batdls computers, including public microcomputers. More
generally, all users have a responsibility to avoid runphograms that are wasteful of system resources,
especially when doing so noticeably reduces the performanhe ey$tem for other users.

7. A user should not attempt to reserve access to the compat@uinlic area for his or her own use, and should log
out in all locations when the computer is not in use.g&aly a user should not use more than one port or
microcomputer at a time.

8. Game and other recreational programs have the lowest poaritye system. Anyone using a computer in a public
lab for game or conference must relinquish it to anotherwson request. Modems may not be used for games,
which includes muds and irc. Modems are a limited resourdanag only be used for educational purposes.

9.  Auser should not abuse or mistreat Information andarybServices equipment. All users should become
thoroughly familiar with the proper operating procedurresfgiven device before attempting to use it. High-speed
printers, plotters, multimedia equipment, scanners andesieguipment are quite delicate and easily damaged
through careless or rough use. A user is held responsitdey damage to equipment caused by his or her own
carelessness.
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10. Information and Library Services provides documentatiomenin Treat Gallery, at remote sites on campus, and
in the Library. A user should not remove documentation faognof these locations. Documentation may also be
purchased from Information and Library Services, the Baoksand through other commercial channels.

11. Bates College computing systems are available to the Bates cotymaufurther the educational goals of the
College. Bates College does not permit use of its comprgsmurces to support commercial enterprises of
account holders. A user in doubt about a particular casedsbontact the Information and Library Services
Management Team.

System Administration

1. Information and Library Services staff charged with theaasibility for maintenance of the integrity and security
of the College’s computing systems are permitted to copyave user files for routine backups and preservation.
They are authorized to investigate possible abuse of congystems, and to take appropriate action. A user can
expect that staff will not inspect the contents of theasfivithout proper justification and authorization.

2. Bates College IP addresses are issued and authorized bydtifor and Library Services staff. They are available
for use only by the person to whom they have been issuedés authorized by Information and Library Services.

3.  Most software is protected by copyright law unless it leelplaced in the public domain. It is illegal to duplicate
or distribute software or its documentation without thenfission of the copyright owner. Software acquired by
Bates College is licensed to the College. The licenses restrichibwhere the software may be used by
members of the College community, and Information andalybServices manages the system in order to
minimize the number of copies of software needed to suguiiege work. Consult Bates College Information
and Library Services for information about the contemgasficular license agreements.

The guidelines discussed above are intended teitigaireach user's rights to privacy and fair share of system
resources are protected. Users are requested to inform Infamraati Library Services staff if they suspect that their
rights are being violated.

126 TRAVEL POLICY

For information in regards to traveling on Bates Colleggrtess, please call the Accounting and Budgeting
department.

127 MOTOR VEHICLE SAFETY HANDBOOK AND POLICY

I. Introduction

The Bates College Motor Vehicle Safety Handbook and Pdibased on a loss prevention model which
establishes the safety of drivers and passengers as a funalgonienity in the operation of Bates College motor
vehicles. For policy purposes, the term “Bates College metaicle” includes all motor vehicles owned, leased, or
rented by the College.

Experience tells us that motor vehicle accidents are prevent&brking to prevent and reduce the number of
motor vehicle accidents helps to lower the incidence of persgngks, lowers the aggregate cost of property damage,
and works to reduce insurance costs while serving as artenp part of the larger effort to foster a safe educational
environment at the College.

The safety and well being of the College’s students, fgcatid staff are important goals for all elements of the
College’s programs. While it is the responsibility of@mmunity members to participate in safe practices, it is
particularly important that every student or member ofdbllege’s faculty and staff who accepts the responsibdity t
operate a Bates College motor vehicle should consider sdigtgamental part of the obligations which obtain in that
capacity.

Please read the Bates Motor Vehicle Safety Handbook carefdlyake very seriously the responsibility you
accept by becoming a driver of a Bates College motor vehicle.

All student drivers as well as faculty and staff underatie of 25 will be required to take a safe driving courske an
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to sign an Agreement for Operation of Bates College Md#dicles form in order to be qualified for driving Bates
College motor vehicles.

This Handbook and Policy addresses not only the rulezrgimg the operation of Bates College motor vehicles
(part I1) but, also, the circumstances under which Batee@®ktudents may be approved to drive Bates College motor
vehicles in support of academic, co-curricular, and formatjawized extracurricular activities of the College (part I1).

Il. Rules Governing the Operation of Bates College Mothivles
A. Compliance with Traffic Laws
Operators of Bates College motor vehicles will comply witlapplicable motor vehicle regulations, laws, and
ordinances at all times.
B. Alcohol and Drugs
The use of alcohol and/or drugs by the driver or passeraf Bates College motor vehicles is strictly prohibited,
either while in possession or use of the vehicle or wHours prior to such possession or use. Violatidhie
provision will be grounds for immediate termination af/uhg privileges under this policy.
C. Safety Belts
In compliance with state law, all drivers are required to aisfysbelts while operating a motor vehicle for the
College. Similarly, all passengers, regardless of placeméim ivehicle, must wear safety belts while the vehicle is
in motion. It is the driver’s responsibility to im&u100% compliance with this aspect of policy.
D. Qualified Drivers of Bates College Motor Vehicles

Bates College students must be qualified in order te dates College motor vehicles. Faculty and staff under
the age of 25 must be qualified in order to drive BateseGelmotor vehicles. Standards and requirements to be
certified as qualified are described in this section lleloW.

Other faculty and staff are authorized to drive Bates Golhegtor vehicles so long as they possess an approved
driver’s license from one of the fifty states of the Unidtes. Exceptions to this blanket authorization for facul
and staff age 25 years and over may be necessary where theeenisrestlated record of unsafe driving practices by
the individual.

To become a qualified driver of Bates College motor vehi8lates College students as well as faculty and staff
under the age of 25 must:

1. Possess a valid driver’s license from one of thedifijes of the United States of America.
2. Have no more than (2) minor moving traffic &t@ns within a thirty-six (36) month period.
3. Attend and satisfactorily complete a Safe Drivirgs€lconducted by the College.

Disqualification: Persons who have been convicted of omgooe major violations, i.e., driving under the infige

of alcohol or drugs, reckless operation, hit and rurjrdy under suspension, fleeing from a police officenvbp
acquire more than two (2) minor moving violations in thecpding thirty-six (36) month period prior to the
application for qualification are not eligible to drive Batesl€je motor vehicles. Persons who are convicted of a
major violation after becoming an approved driver musifinthe College’s Director of Security and Campus Safety
or his designee in which event authorization to drive Batdkege motor vehicles will be withdrawn.

E. Authorized Passengers - Only those individuals @il with the College, i.e., faculty, staff, studentsneited
guests, are to be transported in Bates College motatlgshiPersonal use is strictly prohibited. It is theedtss
responsibility to enforce this policy.

F. Accidents Involving College Vehicles - If there isamgident involving a Bates College motor vehicle, the firdéor
of safety is to attend to the injured parties and to ¢ake that all parties are safely out of further harm’s \wdiié area
of the accident Note: injured parties should be moved only by medieedonnel except under the most unusual and
crisis-like circumstances to prevent added trauma arisitieetaictim.

Each driver’s packet contains information on accident reporiggvell as an insurance card bearing the name of
the College’s insurance broker. No driver should opex&ates College motor vehicle for the College unless s/he has
the accident reporting kit and the insurance card in thesgssion.

Bates College policy requires that any accident involving Batdiege motor vehicles, regardless of severity,
location, or fault, should be reportedmediately to the law enforcement authority within the jurisdictionengnthe
accident occurred artd Security and Campus Safety at Bates College (207-786-625
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Other points for consideration in the event of an accident

1. Make no statement to anyone other than to law enford¢graesonnel or to the Bates College Security and Campus
Safety.

2. Make no statement about payment of damage.
3. Admit no liability.

4. Move the vehicle only when so instructed by police snyesir best judgment under the circumstances is that moving
the vehicle is the best and safest course of action. BrofeCollege vehicles are responsible for all citations receised
a result of an automobile accident, excessive speed anchotkigng violations.

G. Bates College Safe Driving Course - All Bates Collegdestts and all faculty and staff under the age of 25 wito w
drive a Bates College motor vehicles miirstt successfully complete the Safe Driving Course condumtete College.

H. Driver Responsibility in Bates College Motor Vehiclekhe ultimate responsibility for the safety and well edfh
all passengers inevitably belongs to the driver of the Bailegé motor vehicle. No policy or procedural statements
can eliminate that responsibility. All laws must be obeymd good safety practices followed on an ongoing basis.

The areas listed below further define the driver's respditiss.
1. Equipment Any equipment discrepancies, failures, or vehicle danmfagéd be reported to the Office of Security
and Campus Safety, and for rented/leased vehicles, to the compaimg the vehicle. Inspect the vehicle before using
so that pre-existing problems are noted at the outsetfgraksible, corrected before vehicle use. Vehicles thouaghé
unsafe should not be taken out on the road under anyrstances.

2. Luggage All luggage and equipment shall be stored in a secun@faso that it does not interfere with the safe
operation of the vehicle or endanger the safety of thespgsess.

3. Uncooperative Passengeassengers who do not, by their actions while beingpated in a Bates College motor
vehicle, support the safe driving goals of this policyusthdne reported by the driver to the departmental supemiso
approved the use of the Bates College motor vehicle for @olleginess.

4. Distractions The driver’s attention should always be on the safeatiperof the vehicle. Distractions such as eating
or drinking should be refrained from while the vehiclenisnotion. Smoking is prohibited in College vans.

5. Reflectors If the vehicle becomes disabled, triangular reflectors, whie located in the vehicle, should be placed
to the rear of the disabled vehicle.

I. Unauthorized Use of Bates College Motor Vehicles - @Gnithorized and qualified drivers may drive Bates College
Motor Vehicles. Drivers for whom vehicles have been signg@orented are not authorized to delegate driving
privileges to other drivers except in an emergency and, tdy where the delegated driver is a qualified driver fo
Bates College Motor Vehicles.

J. Approvals Required for Bates College Students toelBates Motor Vehicles - The College distinguishes between
the question of the rules for qualifying Bates College sttedi®r driving Bates College motor vehicles (addressed in
part I, above) and the processes and policies which will gaheracceptable circumstances wherein Bates College
students may be asked to drive Bates College motor vehicles.

Broadly speaking, Bates College students will be awtbdrio drive Bates College motor vehicles only when
absolutely necessary for the direct support of the Collegademic, co-curricular, and formally organized
extracurricular programs and when faculty or staff perscameehot available to serve in the capacity of driver.

Approval for Bates College students to drive Bates Coltegi®r vehicles must be granted in writing by one of the
members of the Bates College faculty or staff listed belowissher approved (faculty or staff) designee. Auttadion
may be granted only on a date-specific basis; that is, ndtlauthorizations may be granted covering extended or
open-ended periods of time. Authorization forms (seergig A...) will be prepared in duplicate. One copy shdadd
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retained by the authorizing party. The other should bengted, before assuming command of the vehicle, to tfieeOf
of Security and Campus Safety in the case of College-owatgdlgs or to the auto rental company in the case of
rented/leased vehicles.

Only certain individuals are authorized to approve Batdie@ostudents to drive Bates College motor vehicles in
circumstances consistent with this policy. The list is aviglabthe Campus Safety and Security Department.

128 PARKING REGULATIONS

The College recognizes the use of motor vehicles as a converaaddejs not obligated to provide parking for all
vehicles entering campus. It will, however, make an atteptavide a reasonable number of parking spaces for
properly registered vehicles within the scope of resowadsavailable sites. In order to ensure an orderly flomatbr
vehicle traffic and to maximize utilization of the limited paikfacilities on campus, all members of the College
community must accept the obligation to observe these gglicihe regulations are designed to maximize our limited
parking space and to avoid detracting from the natural betie campus. Please read these rules and regulations
carefully, as they apply to all faculty, staff, studentsrtheests and visitors. Furthermore, it is understbatithe
operation of a motor vehicle on campus and utilizatioangfBates College Parking facility constitutes an acceptance of
these rules and regulations.

128.1 REGISTERING A FACULTY/STAFF MOTOR VEHICLE

All vehicles parked on campus (this includes motorcyclegeds, and vehicles belonging to students who live off
campus) must be registered with Security. Employees majnabpermit at the Security and Campus Safety located at
245 College Street.

The parking decal must be properly affixed to the reaeds side window. If the decal is improperly placed, the
owner of the vehicle is in violation of the parking policghould there be a question about the placement of mgark
decal, call Security and Campus Safety. Any vehicle withtaenea parking decal is in violation of College policy and
the owner of the vehicle is subject to being fined and/oetbirom campus property.

All faculty and staff of Bates College must register thehigle(s) as described above if they plan to park on
campus at any time. Upon registering, they will be issuBdtes College parking permit. There is no fee for a
faculty/staff decal. If a vehicle was registered and receiyetkang permit after September 1, 1993, the registradion
valid and does not need to be re-registered.

Unregistered motor vehicles found on campus will be f$2@100. The fine for individual parking tickets is
$10.00. Faculty/Staff members are expected to pay tblets$ within 14 days. Outstanding fines that are 30 days
overdue will result in the suspension of parking ifgyes and automatically place the vehicle(s) in jeopardy ofjbei
towed. Parking privileges will be reinstated upon payroéatl outstanding fines.

128.2 REGISTERING A VISITOR'S MOTOR VEHICLE

All visitors desiring to park their motor vehicle oatBs College property must register their vehicle with the
Security Office upon their arrival. A temporary parkingrpié will be issued to the visitor. There is no costtfos
temporary permit. Visitors must comply, however, viite College parking regulations. For this reasonthtas
responsibility of any member of the Bates College commuwiiio has invited visitors to the campus to inform tredm
the parking regulations.

128.3 PARKING SIGNS

Parking signs have been kept to a minimum to preskevedauty of the campus. Consequently, signs primarily
will designate where you are allowed to park, rather thaareviiou may not park. It is the responsibility of each
student, faculty, and staff member of Bates College who déeigrk on campus to obtain a copy of these regulations
and campus parking map. The map clearly designates where fatafitystudents, and visitors may park, and it will be
each person's responsibility to be familiar with the maptlamdbcations on campus where parking is permitted.

For more information on Parking policies, call Securitg @ampus Safety at 786-6254.
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EMERGENCY AND SECURITY INFORMATION

129 EMERGENCY NUMBERS

Security and Campus Safety and Bates EMS .................... 786-6111 or 786-6254
Health Center ....... ..o e eee e eeeen e 186-619

LewiSton POIICE .........oiiiiie e e e e e 911
Sexual Assault Response Line ..........cccceevviiiviennnn. Stedt Advisors: 786-6199

Calls made from the campus: x-7275

Sexual Assault Crisis Center (SACC) ....cuviiii i e 795-2211
Blue Light emergency phones

130 BATES COLLEGE SECURITY PERSONNEL

Bates College has full-time, trained Security Officers waimgb the campus on foot, on bicycles, and in a security
vehicle 24 hours a day. Communications Officers (dispatch&®)the security office located at 245 College Street at
all times. They answer phone calls directed to Security, imguzhlls from the security phones located throughout the
campus, and are in constant contact with security perseinldio. In addition, there are Watch Officers on cangpus
various times who monitor buildings, lock and unladors, and assist campus personnel in a variety of ways.

131 SECURITY PHONES

There are over 120 security phones strategically locatedghoait the campus. These phones are connected
directly to Security and Campus Safety, and automatically lleging when the receiver is lifted or the button is
pushed. Security phones may be used to contact Securétgyfaeason, such as to call for an escort, to report a
suspicious person, or to report an emergency. Communisdfficers can contact the appropriate emergency
personnel (security, police, fire, or medical personnel) &edtdhem to your location. Each security phone has a blue
light above it which is clearly visible at night. Employsésuld become familiar with the locations of the security
phones and their operation.

132 SAFEWALKS ESCORT PROGRAM

During critical times of the evening and night, studemésavailable to escort faculty, staff, or students to their
destinations on the campus. These students are traingf@tiy grocedures and are equipped with flashlights, sgcurit
vests, and portable radios. They also patrol the campuswati@onducting escorts, acting as eyes and ears for Security
by detecting and reporting potential problems. If you wishave an escort on campus, either by SafeWalks personnel
or by Security, simply pick up one of the security phqftiesy automatically dial Security), or dial 6999 from any
campus phone.

133 STUDENT SAFETY PROGRAM

During critical times of the evening and night, studemésavailable to escort faculty, staff, or students to their
destinations on the campus. These students are traina&fetiy grocedures and are equipped with
flashlights, security vests and portable radios. Theym$sol campus when not conducting escorts, acting as egles an
ears for Security by detecting and reporting potential probl
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The program is supervised by a Security Officer. Stu@entdinators monitor the shift activities and a Student
Dispatcher details the Safewalkers and Saferide Driveraniplete the calls for escorts. If you wish to have an &scor
on campus, during the evening hours either by studeatn@#ders or by Student Saferide Drivers, simply pick mg af
the Security Phones (they automatically dial Security),arG899 from a campus phone.

134 WHISTLE ALERT PROGRAM

Bates College has instituted a Whistle Alert Program fqreaBons on campus. Employees desiring to participate
in this program should pick up a whistle from Securitgefof charge, and follow the few simple instructiortedis
below. The procedures described can be used throughouifgptegardless of where you live or work.

The College distributes whistles to promote the generafysahd well-being of the community. Responsible use of
such whistles is critical to the success of the program.of@ethe following guidelines for proper use:

1. Whistles should be used only when immediate thréstseor an actual crime is in progress.
2. If you hear a whistle, respond by:

a. alerting Security immediately (786-6111), if a telepheraecessible or by picking up a security
phone;

b. blowing your whistle if nearby;

c. going to the scene, preferably in the company of others.

Please remember a whistle is not a replacement for other pedegutions. False whistle alerts will be met with
penalties, including a $75.00 fine.

135 EMERGENCY RESPONSE PROCEDURES (INTEGRATED CONTNGENCY PLAN)

An Integrated Contingency Plan has been designed to metmazards to human health and the environment
potentially caused by fires, explosions, natural disadterap threats, and any unplanned release of hazardous material
to air, soil, surface water, or groundwater at or from thiéitfacThe provisions of this plan will be carried ouhenever
there is a fire, explosion, or release of hazardous materiafrano the facility that could threaten human health or the
environment.

The important thing to remember in any emergency situadi to dial786-6111on your Bates College telephone.
Thex-6111number is to the Security and Campus Safety Office whtraireed to respond to any emergency on
campus. Dialingk-6111is as an effective way of responding since the Security Brepat will contact the appropriate
emergency personnel (security, police, fire, or medical peetpand direct them to the appropriate location.

There are additional procedures requested of faculty affdre&#mbers who receive a bomb threat. Please refer to
section 136 of this handbook for more information omBdThreats. For a more complete description of the Inedjrat
Contingency Plan, please refer to section 515 of this hakdbo

136 BOMB THREAT PROCEDURES

When a bomb threat is received:

1. Contact Security immediately by calling 6111.

2. All on-duty Security Officers will be dispatched immedig to the scene.

3. 911 will be notified by the Dispatcher as soorhasSecurity Officers have been dispatched.

4. The Dispatcher will contact the Director of Security imiaedly. In his/her absence, the Associate Director will be

notified. In his/her absence, the Assistant Director lvélhotified. The Director will contact the offices of the
President, the Dean of the Faculty and the Dean of Stualedtsr activate the SERG committee. The Director or
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his/her designee will inform the Office of College Relatiohghe incident.

5. Once on the scene the Security Officer in charge will coosdimitih outside emergency agencies to assess/investigate
the threat.

6. The appropriate College authority along with the Sec@fficer in charge will determine the course of action,
including:

a. Evacuation of the building

b. Search methods to be utilized, if any
c. Safety measures

d. Need for other agencies

To evacuate a building:

Emergency personnel will evacuate the building by repeatéallyirig a whistle provided by Security. Personnel will
simultaneously check each room beginning with the lowest find advise anyone remaining in the building to leave
immediately in a calm manner. The fire alarm shall NOT be pulleah effort to evacuate the building and all
electronic devices must be turned off prior to entering tlidibg. This includes but is not limited to two-waydras,
pagers, and cell phones.

To search a building:

The search method(s) agreed upon will be executed by petstrosen by the Security Officer in charge.
Each person who searches a building will be issued a whistle.

If you find a suspicious object or condition:

a. Do not touch, move, or handle the object or anythiaglad to it.
b. Blow your whistle three times in succession to evacuatetstsam members.

All media inquiries will be handled by the Office of Galke Relations.

137 EMERGENCY RESCHEDULING OF CLASSES
This procedure was drafted to address the rescheduloigsses in non-weather emergencies.

e The establishment of an emergency situation will be authobgékle Dean of Faculty or Dean of Student’s office
and communicated to the Registrar and Student Financial SefRi§es) Office.

e In advance, a link with the title “emergency information” Wil placed on the No Line On Line login page and the
Bates community informed that this is the place to loolsétreduling information.

» The RSFS staff will attempt to reschedule all courses as neededill update it on the web.

» The initial schedule will be copied and given to the Diiffge for campus distribution in key areas with a note to
refer to the web link for updates.

* Faculty will be instructed to check with RSFS if they hapecial needs for that day.

» DOS will continue to send out a voice mail and an e-mdhédBates community and will remind them of the
emergency link on No Line On Line for scheduling inforiomat

* In advance, RSFS staff will determine the contact persomsiog the Gray Cage and other spaces on campus not
typically used for classes such as rooms in Chase Hall,dsuligrary and computer labs. Each of those contact
people will be informed that in an emergency situation, aassrscheduling takes precedence.

» RSFS staff will be trained to use the Banner system tdifgepaces that can be used at each time. Every attempt
will be made to follow the usual class schedule.
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138 COLLEGE EMERGENCY PROCEDURES & POLICIES (INCLUDING WEATHER EMERGENCIES)

A Senior Emergency Response Group (SERG) is establisltedetionine the existence and nature of an
emergency (including weather emergencies) affecting the Collegéy amitlate appropriate action and communication
regarding such emergencies. The Group will continue to seemeg the emergency, to coordinate the College's efforts,
and to advise the President on decisions regarding the erogrgen

Members of the Senior Emergency Response Group

President, Vice President for Asset Management and Trea¥igeRresident for Academic Affairs, Dean of Students,
Director of College Relations, Director of Human Resourcegdiir of Physical Plant, and the Director of Security.

SERG Operating Procedures

1. Following consultation with Security the President othé President is unavailable, the Vice President for
Academic Affairs, Dean of Students and the Vice Presidemtdeet Management (in that order) will determine
whether to convene SERG. In their absence, the directacofity will activate the SERG committee. The
Director or his designee will inform the Office of College &igins of the incident. In the event of imminent danger
to individuals or groups of individuals, public safetpgedures will take precedence over immediately activating
SERG.

2. Bates Security and Campus Safety will contact the SER@thadnecessary personnel.

3. If SERG is convened, they will meet in the Bates SecarityCampus Safety Office during the
emergency or crisis.

4. Immediate objectives of SERG, once convened:

» ldentify the nature and scope of the emergency.

« Establish priorities and coordinate crisis response efforts.

« Activate the emergency telephone system in the event of a faluee. If this system fails,
activate the campus phone tree or courier system.

» Interact with outside agencies including, but not limitedhe American Red Cross, law
enforcement, fire department, and the Emergency Management Agency.

» Determine the times and means to report efforts and E®gpehe campus community.

Depending on the nature of the emergency, additional memb8ERG may be added, including, but not limited to,
the head of Bates Emergency Medical Service (EMS), DirectoealtfiServices, or the Vice President for External and
Alumni Affairs.

Weather Emergencies

At the announcement of a weather emergency, the SeniogEnogrResponse Group (SERG) will determine
whether or not College services are to be open or closeslariifouncement will be made on radio and television (see
below), as well as by Security when contactHdCollege offices are closed, only those personnel already defined in
advance by the director of the department as " essential" should report for work; no other personnel should report.

" Essential" personnel will be needed only to preserve safety, health, and maintenance functions. 1f College offices
are declared open, all personnel should assume that they report to work.

Guiddinesfor Staff

When Bates College declares a weather emergency, only "essensalinmrshould report for work as
scheduled.

If the President, or his or her designee, declares a weatlkeegency and the College closes its offices, each

department head will have determined, in advance, on thedfagpscal categories of situations (e.g., weather
emergencies), who in the department is to be considered tlakseHowever, it is understood there will be
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unanticipated categories of emergency that may require the dioéth® department to make last-minute contact with
key employees.

Employees not asked to report to work (except temp@maployees) will receive their regular pay. If an
employee is on vacation or sick leave during a declared weatiergency (and College offices are closed), the day(s)
of emergency will be added to the employee's vacation oresacle Ibalance.

Regulamon-exemptemployees who are required to work during a weather emergéihcgceive pay at 2 %2
times the straight time rate of pay. This is figured kiragl 1 %% times pay (the overtime rate) and an addedel tim
(straight-time) pay to make allowance for the excused timequ®ived by other nonexempt employees during the
emergency.

If Bates does not declare that College offices are closed adteofesweather emergency, weather conditions
nevertheless may cause employees to be concerned about travaliftom work depending on the distance of travel,
the hazards of driving or other subjective factors. bhsiases, the employees will have to make their own judgments
about whether to stay home or to leave work early. An emptogeelsion, based on individual circumstances, will be
respected when shared with his or her supervisor. éfgrioyee chooses not to travel or decides to leave work early
because of concerns about the weather, he or she may use acdivadation time, make up the time on other days
within the same week (or its practical equivalent) if approwethé supervisor, or take leave without pay.

Temporary employees may be required to report for workgueather emergencies if they are declared
essential. Temporary employees who work during the weathegenwogrwill receive time-and-one-half pay for hours
worked, in accordance with the normal pay policies and practfdes College.

Classes. Because Bates is a residential college, the College mayskession (during the academic term) when
a declared emergency occurs; the operating assumption wilabelasses will still be held. On rare occasions, the
College, through SERG, may have to announce an emergeneyese that classes are canceled. The announcement of
the cancellation of classes will be a separate announcement frolectheation of the closing of College offices.
[Announcements would be "Bates College offices are closedgslasmain open. Only essential personnel should
report to work."; -- or "Bates College offices are closed; claasesanceled. Only essential personnel should report to
work."]

Even if classes are not canceled, individual instructors evtrasel to the campus would be hazardous, or who
(for other reasons) are unable to meet their classes, may decilece! their classes and reschedule them later. This
information would be most effectively addressed to thec®ffif the Dean of the Faculty. On the unusual condition of
the official declaration of the cancellation of classes, radiowmements, electronic and telephonic postings, as well as
written postings on campus buildings will be made.

Professional services at the College. Unless an emergency has been declared which closes Collegeservi
the assumption should be that offices and services are tfgbe. College is open, individuals may decide not tmeo
to work when travel risks or other weather-related factaisenit inadvisable. Professional service providers, who are
unable to come to work when a weather emergency has not bearedgeulill use vacation or sick time.

I ndependent contractors not providing services, whether or not an emergency has leetaretl, should not
bill for that time.

Special events and programs (including non-resident Summer programs) will be canceldwifCollege closes
its services; while an effort to provide appropriate notitkeb& made canceling a specific event, the assumption ghall b
that if College offices are closed, then the special event svitidmceled.

Volunteers. Employees not asked to work as a result of the emergéoajien, and who wish to volunteer to
assist, may volunteer at the central communications ceptebéow). A member of the Human Resources staff will be
available to coordinate deployment of volunteers.

Parking restrictions during a weather emergency will beamced by Security and posted throughout the
campus.

Employee Handbook 31



Announcements

Announcements will be made that the College has declared a wesitrgrency and closed basic services
and/or has declared a weather emergency, closed basic seantiteanceled classes. These announcements will be:

» First news media notification will be made to WCSH TV-6

» Broadcast oveaadio stations WLAM-AM 870, WRBC-FM 91.5 — as well a®levision
stations— WCSH-TV (Channel 6) , WGME-TV (Channel 13) and VIWI-TV (Channel 8), Fox TV-51.

« If power is available, emergency messages will be ooaimpuse-mail network and on
voicemail so many employees can dial in from home. The College Wi also carry the relevant
information.

The Security Office, or a designated alternate site, will ®€tiilege’'s central communications center. An

emergency telephone information number will be providedpardished in College publications which can be used to
obtain current information.

Employee Handbook 32



EMPLOYMENT

200 EMPLOYMENT

The intent of this section of the Employee Handbook canfy the definitions of employment classifications so
that all employees understand their employment status antfit ledigébility.

201 EMPLOYMENT CATEGORIES

Bates College has three categories of employees: Faculty, S&afiggeand non-exempt), and Student Employee.
A person is classified as an employee when he or she recqiagsodl check from Bates College. An employee’s status
and benefit eligibility are determined by his or her empleytitategory and number of hours worked.

These classifications do not guarantee employment for anyispguifriod of time. Accordingly, the right to
terminate the employment relationship at will at any timetigined by both the employee and Bates College. All
employees who do not have a signed employment contracsfmcific term of employment are "at-will" employees.
Generally, only faculty personnel at Bates College have conthetaployment with the College.

201.1 FACULTY

201.1a Membership in the Faculty is defined in Article VIII, Seatil of the By-Laws of Bates College.
Employees holding tenured, non-tenured, or non-tenure p@gikions at the rank of Professor, Associate
Professor, Assistant Professor, Instructor, Senior LexctrrLecturer, including those with Visiting appointnggrare
defined as Faculty for employment purposes. Employeesligaddch rank are subject to rules and procedures in the
Faculty Handbook of Bates College in addition to this bané.

201.1b The President, the deans, the chief financial officer, thestRag the Librarian and the principal Assistant
Librarian are also designated as members of the Facuthel®y-Laws. For employment purposes, these employees
are defined as exempt administrative staff members (see 20al€s3 they also are appointed to a rank specified in
201.1a.

201.1c The Faculty of the College may allow certain staff memtweastend meetings of the Faculty without vote.
Such an invitation is a courtesy extended by the Faculiybasly, and does not define an
employment category or employment relationship for invitees.

201.2 STAFF

201.2a Exempt Staff Members are non-faculty employees serving in positions exdropt the overtime pay
provisions of the Fair Labor Standards Act because their ixecadministrative, professional, or managerial
responsibilities meet the exemption requirements of the Act.

Administrative Staff (directors, department heads, and/onlmees of the President’s Council), Professional Staff
(those who hold positions which require advanced trainidgoa®ducation), are generally paid on a monthly pay cycle.

201.2b Nonexempt Staff Members are non-faculty employees serving in positions coveydatidovertime

provisions of the Fair Labor Standards Act. Suppatf@re generally nonexempt employees who are paid on a
biweekly basis.

201.3 STUDENT EMPLOYEE - are persons whose primary status is as registereghstuat Bates College or who
are classified as students in accordance with Federal regslafdl students are classified as temporary employees.
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202 EMPLOYMENT STATUS

In addition to the employment categories defined above, eggloyee will also belong to one of the following
employment statuses:

202.1 REGULAR EMPLOYEE - employees who occupy positions with a reasonable expedtadibthe position is
recurring, notwithstanding the employment-at-will relatiopsiRegular employees are those who are not in a temporary
or introductory status (see section 204 for a definiibimtroductory status).

202.1a Full-time employeesare those who are regularly scheduled to work 40 hounsgel for the entire year.
Full-Time employees hold a 1.0 Full-Time Equivalent (Fp&3ition. Generally, full-time employees earn full Bates
College benefits, subject to the terms, conditions, anithlimns of each benefit program as described in the Benefit
section of this handbook.

202.1b Three-quarter-time employeeare those who are regularly scheduled to work betweend®3%hours a
week for a full year, and at least 1405 hours up to a tb20709 hours per year schedule. Three-Quarter-time
employees hold positions greater than .67 FTE buthessa 1.0 FTE. Generally, they earn Bates College benefis o
prorated basis, subject to the terms, conditions, anthtions of each benefit program as described in the Benefits
section of this handbook.

202.1cHalf-time employeesare those who are regularly scheduled to work between 207amulizs a week with a
minimum of 1040 hours and up to but not exceeding h4s per year. Half-time employees hold positionS®fo
.66 FTE. Generally, they earn Bates College benefits ooratpd basis, subject to the terms, conditions, and
limitations of each benefit program as described in the Bersefction of this handbook.

202.1d Part-time employeesare those who are regularly scheduled to work less than@8 per week for the
entire year or less than 1040 hours. Part-time employéeggdsitions of less than .50 FTE. They are ineligibfe f
Bates College benefits as described in the Benefits sectibis dfandbook, but receive all legally mandated benefits
(Social Security, Workers' Compensation and Unemploymeatdnse).

202.1e Academic Year Stafflembers - To be added a later date.

202.2 TEMPORARY EMPLOYEE - non-regular employees who are employed 364 consecutiveodss,
generally have defined start and end employment dates, agbgilole for Bates College benefits, and do not occupy
recurring positions. For temporary employees, there expectation of continued employment after the defined and
agreed upon period of time has ended. Temporary employeasarmployees-at-will.

Temporary employees are hired as interim replacements to teitypsupplement the work force, or to assist in the
completion of specific projects. Employment assignmentsigncetegory are intended to be of a limited duration.
Employment beyond any initially stated period does nanyway imply a change in employment status. Temporary
employees retain that status unless and until notifiedabfange of status in writing by the Human Resources
Department. Temporary employees receive coverage under fegeoM orkers' Compensation insurance,
unemployment coverage, and participate in Social Security prograich are legally mandated benefits. However,
temporary employees are ineligilfter all other Bates College benefits. Such limitations aseidbed in the Benefits
section of this handbook

202.2a Per DiemEmployee -temporary employees who are employed on an as needed, day;loy-iagrmittent
and/or unpredictable basis to perform specific assignmentddhait normally require an ongoing work commitment
(on-call wait-staff, on-call dispatchers, casual labor, spegeht, or emergency workers).

202.2b Special Projects/Summer Programs Employedemporary employees who periodically participate in

summer programs or long term special projects with defamel agreed upon start and end employment dates of 364
days or less.
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203 SPECIAL OR CONTRACTED EMPLOYEE

Special or contracted employes® generallgmployees whose terms and conditions of employment are ategboti
at the time of hire because of the unique nature of their gmplat with the College, these unique arrangements are
agreed upon in a signed contract. Contracted Employees dghetdlhard to fill, unique, or grant funded posits
within the College.

204 INTRODUCTORY PERIOD OF EMPLOYMENT
All new staff member's performance is evaluated to determire¢her further employment in a specific position or
with Bates College is appropriate. The introductory pefidodtaff members is 6 months upon initial hire inuleg
positions.
205 INTERNATIONAL STAFF MEMBERS
This information pertains to staff members who are Nd®- Nationals in Staff Positions (for Faculty posit@ee
the Faculty Handbook). Bates College expects non-U.Bnaég hired at Bates to pursue measures necessary to ensure

that they can live and work in the United States legallye fflon-U.S. national who has secured a position must:

1) maintain a current legal status in the appropriate visa categnnyodify the College of any anticipated change of
status. Note: J-visa holders must verify that they arsubject to the two-year foreign-residency requirement;

2) ensure his/her ability to travel outside of the U.S. ratdn legally in time to fulfill his/her obligations the
College, and provide Human Resources with a photocopyeo§ eew 1-94 form (front and back);

3) initiate his/her own permanent-residency petition if appad@. Note: The filing of the first part of this applicat
must be done within éimited time period (currently eighteen months) from the date dférsember is selected.

4) manage all immigration matters pertaining to dependents;

5) bear all expenses associated with immigration matters, inclfitinggfees to the Immigration and Naturalization
Service and the compensation of immigration attorneys; Batéeg€avill not be responsible for any legal fees
associated with individuals obtaining an appropriate visasstat

6) inform the Director of Human Resources as soon as U.Sapemtresidency is secured.

In its efforts to assist staff members with alien visasienmigration matters, the College will:

1) provide general information about H-1B visa or otheagiand permanent-residency requirements;

2) submit a Labor Condition Application to the Departmeritatbor on behalf of the staff member (required for an H-
1B visa);

3) generate documentary materials as required to assist intiméssion of a Labor Certification Application (required
within eighteen months of hire so that it is on fil¢hié staff member ever decides to apply for permanent
residency);

4) assist with supporting documentary evidence (such assopicontracts, letters of support from the department
head) as required,;

5) provide a list of immigration attorneys available to assim-U.S.-citizen staff members at the staff member’s
expense. Note: The College strongly recommends that stafibers who choose to retain attorneys consult those
with a specialty in immigration law, since general-practice atys are not always apprised of the frequent and
complex changes in immigration regulations.
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206 VOLUNTEER - a person who has agreed to perform voluntary semwigetCollege but receives no
remuneration. Volunteers are obligated to abide by tles rebgulations, and policies and procedures of the College.
Volunteers are ineligibléor Bates College benefits, but may receive special privilefjascess to College facilities, on
an as needed basis.

207 EMPLOYMENT AGENCY PERSONNEL

Individuals who are leased from temporary employment agefwigpecific assignments are employees of the
respective agency and not of Bates College. These persoamaltaligible to receive a Bates Identification Card or
receive any benefits or status as a member of the Bates Cotyymuni

208 INDEPENDENT CONTRACTOR

Persons, or business representatives, who perform spesfiades for the College and do not occupy an identified
regular or temporary position at the College, areengployees of the College. Independent Contractors are paid
through accounts payable. The appropriate IRS regulatiomesrgong Independent Contractors are quite extensive;
therefore, Human Resources should be consulted when classifglinigiuals as an employee or as an Independent
Contractor. Independent contractors may be required to apnppriate insurance for indemnification of liability te th
College.

EMPLOYMENT PROCESS
209 EMPLOYMENT PROCESS

Before any person can be hired and placed on the paymellpf two forms must be completed. For regular
positions, a&osition Announcement Authorization Form (PAAF) is required. Th@emporary Position/Person
Authorization Form (TPPA) is required fomonrecurring positions that are filled for limited durago The President
must sign the PAAF before any regular employee is recraitéired at Bates College. Also, the President must
approve any temporary employee who works for 5 or morehmar 1000 or more hours in a calendar year.

For temporary employees who work for less than 5 motitesappropriate Vice President/Dean or
Director/Department Head who has budget authasty sign the TPPA form up to a certain salary limit ane timit.

For more information, contact the Human Resources Department.

During the authorization process to fill vacant posgiaach position authorization form must be accompanied by a
written justification for filling the position in questi. Reauthorization of positions is not an automatic psoaed as
such each position request is reviewed anew when a vacecass.

Additionally, all exempt positions are subject to thel€yd’s Affirmative Action policy and procedures. Therefore,
when recruiting and hiring exempt positions, certaifirdiative Action procedures must be incorporated into thiadh
process. Please contact the Affirmative Action Office for mdiaimation.

210 JOB DESCRIPTIONS AND JOB CLASSIFICATION

An evaluation of the duties and responsibilities of all pesitions will be conducted prior to recruiting for the
position. This evaluation is used to classify positi@omurately and to ensure compliance with state and federal
regulations.

Since recruiting, hiring, and compensation decisions grerdient upon an accurate job description, every effort
should be made to maintain accurate job descriptions for sitigos within the organization. Each description stioul
include the following job information: a job summarygameral overview, the essential functions of the positind
any special, unique, or periodic duties. Essential funstioa the core duties and responsibilities of a positidhput

Employee Handbook 36



which the position would be fundamentally different.

Job descriptions are also useful in orienting new stafffilpees to their jobs, setting standards for staff member
performance, and establishing a basis for making reasonablarmodations for individuals with disabilities.

The hiring manager must prepare a job description whenpositions are created. Existing job descriptions shoul
be reviewed and revised periodically in order to ensurdhbgtare up-to-date with the position's current duties and
responsibilities. All staff members are expected to hedprenthat their job descriptions are current, accurate, and
reflect the work being performed. Semi-annual Conversatauident meetings (refer to section 229) are good
occasions to discuss job descriptions, when needed.

It is important to remember that job descriptions doneeessarily cover every task or duty that might be assigned,
and that additional responsibilities are assigned as necegdamyact the Human Resources Department if you have any
guestions or concerns about job descriptions.

211 RECRUITING, ADVERTISING, AND POSTING POSITIONS

Job posting is a way to inform employees of openimgista identify qualified and interested applicants whglhi
not otherwise be known to the hiring manager. Positgmnimgs may be posted on bulletin boards around campus,
posted on the web, and listed in tieman Resources Communicator newsletter. The Bates College job line at 786-
6959 may also be used to announce openings as they ocsitioriRawvill normally remain open for at least 14 days, bu
applications are accepted until the position is filled.

Open positions will also be advertised in local, regipand national newspapers, list serves and periodicals
depending on the nature of the position and time whena$iign is available. Other recruiting sources may also be
used to fill open positions in the best interest ofGlodege.

On occasion, certain positions will be advertised on camplysand such postings will be noted by the label
“INTERNAL CANDIDATESONLY.” Internal Candidates Only postings are designed to encourage current staff
members to apply for positions on campus. It is teeggative of the hiring manager to have an open searchieanah
search, or a combined internal and external search based egondtinvolved in the search process, as well as the
needs and demands of the particular department.

Advertising and posting position announcement flyeesoaty two forms of recruiting qualified candidates.
Additional recruiting efforts are encouraged to develdarge and diverse pool of potential applicants.nleféort to
obtain a diverse pool of applicants, the Affirmative Actioifice and the Human Resources Department will work with
the hiring manager to design a recruiting campaign for eagh pasition. Employees are also encouraged to notify and
nominate qualified applicants for open positions at thiieGe.

212 EMPLOYMENT APPLICATIONS

Bates College relies upon the accuracy of information containa@ iemployment application or résumé as well as
the accuracy of other data presented throughout the hiring pracdsmployment. Any misrepresentations,
falsifications, or material omissions in any of this mfiation or data may result in the exclusion of the indiaidrom
further consideration for employment or, if the persas been hired, potential termination of employment.
Employment applications are required of all positiong o¥sumé and cover letter with statements noting that an
individual is legally able to work within the U.S. andetther or not the applicant has a felony conviction. A felony
conviction may disqualify an applicant from employment wlith College.

213 INTERNAL CANDIDATES

Bates College provides employees an opportunity to indicateinterest in open positions and advance within the
organization according to their skills and experience. hegs, all reqular non-temporary job openings are posted
throughout the College. Temporary positions, promstioeclassifications, and positions created by reorganizatrens
not necessarily posted as vacancies.

Employees who have a written warning or reprimand on file within the most recent 6-month period of time are not
eligible to apply for posted jobs. Employees who are on suspension are not eligible 1y &gpposted jobs. Staff
members in their introductory period of employment wlith €ollege are also ineligible to apply for internal posting

Eligible employees should only apply for those posted fobwhich they possess the required skills, competencies,
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and qualifications as advertised or listed in the positiosroancement. To apply for an open position, employeasid
submit an updated résumé or application to the Human Res@epastment listing job-related skills and
accomplishments. The materials should also describe hawcthieént experience with Bates College and prior work
experience and/or education qualifies them for the position.

Bates College recognizes the benefit of developmental experemdtencourages employees to talk with their
supervisors about their career plans. Supervisors areragea to support employees' efforts to gain the knowledge,
experience, training, and/or education to advance witlgrotganization.

The hiring manager must check internal references of theoga®ivho is a candidate for a position with the
employee’s current supervisor to verify performance, skittendance and other factors related to the employee's
employment.

214 USE OF SEARCH COMMITTEES

The use of search committees is required for all exempigusind is in accordance with the Affirmative Action
policy of the College. Exceptions to this practice will ppraved by the Director of Human Resources for staff
positions, or the Dean of Faculty for faculty positioesch with the consent of the Affirmative Action Officer. A
Human Resource Manager, the Affirmative Action Officer, or anbyer of the Affirmative Action Committee are
available to serve as ex-officio, non-voting advisors to seanimittees. These individuals can advise committees in
the areas of: 1) training and assistance on search, screemirgyaumation techniques, 2) information on legal matters
related to employment, and 3) Affirmative Action effortsth@wise they can serve as a resource for the committee in
the entire employment process.

Suggested guidelines for the conduct of search committeess/ailable in the Human Resources Department.

215 EMPLOYMENT REFERENCE CHECKS

To ensure that individuals who join Bates College are gquedlified and have a strong potential to be productive and
successful, it is the policy of Bates College to check the gmmalnt references of all applicants. It is the hiring
manager’s responsibility to ensure that references are chetkeleffort is often delegated to members of search
committees, but it is the responsibility of the hiring ager.

When checking references, it is the practice of the Colleggjtore at least one reference from a former supervisor
of the prospective employee in order to verify actual perfoceaampast positions. Other references are appropriate and
acceptable. However, only past supervisors can provide cqttalitative information that is critical in reference
checking. In situations where candidates desire to not havecthirent supervisor notified, an offer of employmesamt
be tendered contingent upon a satisfactory reference checkhfessupervisor.

More extensive checks may be completed for appropriatégrssénd may include verification of credentials,
work experiences, and other methods of background chepksadiag upon the nature of the position in question.

216 POST-OFFER PHYSICALS

To help ensure that employees are able to perform the@sdota safe and adequate manner, medical examinations
are required for certain positions that involve signifigamtsical demands.

After an offer of employment has been made to an appkcaating a designated position before a person
commences working, a medical examination will be performed by thh@afessional of the College's choice and at the
College’s expense. The offer of employment and assignmelntigs is contingent upon satisfactory completion ef th
medical evaluation. The medical evaluation will indicate whetieeimdividual is able to perform the essential
functions of the position. A copy of the certificatiofllwe placed in the employee’s personnel file.

However, any other information on an employee's medicalitton or history is kept separate from other employee
information and maintained confidentially. Access to thiermation will be limited to those who have a legitimate
need to know.

217 INITIAL EMPLOYMENT PROCESSING
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Federal law, Immigration Reform and Control Act of 19@@juires all personnel to completeleEmployment
Eligibility Verification form and present documentation establishing identity aqdogment eligibility within 72 hours
of commencing employment with Bates College. At that timeeethployee will also completeFaderal W-4, Maine
FormW-4ME, an internal Bates Colledamployee Confidential Information Form, and may enroll in direct deposit at
that time. For more information on Direct Deposit, refer to sectiob dbthis handbook.

Former employees who are rehired must also complete theseifdhmy have not completed an I-9 with Bates
College within the past three years, or if their previofisdno longer retained or valid. Employees with questions
seeking more information on immigration law issues areaged to contact the Human Resources Department. All
new employees should attend a new employee orientation sepsiohite. Refer to section 222 of this handbook for
more information.

218 HIRING TEMPORARY PERSONNEL
218.1 Bates College Temporary Employees

Generally, hiring individuals into temporary positidoBows similar procedures and is subject to the sanes rul
regulations, laws, and policies and procedures as hemgar employees. However, often due to the time demands and
the ad hoc nature of temporary assignments, the appointfrtentfporary persons without a search is possible with th
approval of the Director of Human Resources and conseng éfffmmative Action Officer for exempt positions.

Hiring managers should contact the Human Resources Depafomassistance in hiring temporary employees.

As noted in sectio@09 Employment Processa Temporary Position/Person Authorization form must lpepbeted,
before hiring or before the first day of work.

218.2 Agency Temporary Personnel

On occasion, Bates College will lease employees from an ewsigloyment agency. Such agency temporary
personnel are acquired from employment agencies to providersdppvarious departments for a defined period of
time. The Human Resources Department is the liaison betwekimittgedepartment and the Employment agency.
There are several considerations in this process. Tlaetdemt head must contact Human Resources to give the
following information: the skills desired, the type o$igmment, the length of assignment, reason for the neaihlae
budget, and recommended employment agency, if applicable.

219 DUAL STATUS EMPLOYEES

Employees of the College may serve in more than one positibrihe approval of the Human Resources
Department. This approval must occur prior to the agreewiémthe employee to work in the secondary job. The
hiring manager of the secondary department must contaciietd of Human Resources to ensure the following
considerations are addressed: 1) the correct employmentaftéinth positions — full time, part time, per diem; 2)
classification of both positions — exempt, non exemptjasification effect on overtime and benefits; 4) determinatio
of which position is primary employment status.

The classification and combination of the two positions oragte additional legal and financial implications.
Where increased costs associated with overtime are created, tharedsbrne by the secondary department. Where the
second job creates benefits eligibility, the approval ofttesident may be required. Additionally, any new or
additional costs for benefits will be borne by the secagndapartment. In all cases, the secondary department head
must meet with the Director of Human Resources to revievetpl and financial implications of creating dual status
employment prior to an offer of employment.

220 EMPLOYING BATES COLLEGE RETIREES
Provisions of federal law govern the employment of persdmo retire from an organization and then return to the

same organization as an employee. Before making a hiringatetigolving a Bates College retiree, the Human
Resources Department should be consulted.
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221 STUDENT EMPLOYMENT OFFICE

The Student Employment Office (SEO) is a student-managesiadi of the Human Resources Department,
which acts as a resource for both students and employstisdeits at Bates College, and as a centralized office through
which issues concerning student employment are chann&hedprimary function of this office is to assist Bates
students in finding on-campus student employment aratttitte and regulate the application process. This office also
posts off-campus positions, including babysitting aurtdring jobs in the surrounding community as welhasriety of
work-study opportunities in non-profit agencies. Thed8nt Employment Office is located at 220 College Street and
the telephone number is (207) 786-6303.

There are two categories of student workers at Bates Colldgefirst category is Work-Study Student
employees. These students are given first priority inisgetudent positions on campus as the purpose &f/thk-

Study financial aid program is to provide students withability to earn wages to offset their educational expeeditu
The second category of student employees is regular Stddsistants. These student employee positions are provided
for by the College and are available to all students regardfdmancial aid status. Both Work-Study Students and
Student Assistants are able to seek any open studenopatdithe College, however priority is given to the ferm

For more information regarding hiring or managing sta@enployees, refer to the Student Employee
Handbook or obtain a guide for hiring student employd@swcan be obtained from the SEO.

GENERAL EMPLOYMENT POLICIES AND PROCEDURES

222 NEW EMPLOYEE ORIENTATION

New employee orientation is offered on a regular basistheschedule of sessions, please call the Human
Resources Department. Supervisors are encouraged to #ragueach of their new employees are notified of this event
and support their attendance.

The program consists of a number of useful vignettesming important to new members of the Bates community.
The program also contains important pieces of informatianttie College is obligated to share with employees such as
certain Safety and Drug-Free Workplace information.

223 CHECK-IN PROCEDURES

New employees of the College find it easier to settle iredBgites community if certain administrative procedures
are followed. While there are no established check-in proeedrthe College, there are a number of departments that
should be contacted upon the arrival of a new employee.

It is important for the new employee or their superviearontact the following departments: Security — t@awba
Bates College Identification Card and parking privilegesic®f6ervices — to ensure mail is routed to the correct office,
Information and Library Services — to ensure the ind@idyets assigned the appropriate computer access and
passwords, as well as a telephone number, where appropriate.

224 FACULTY AND STAFF DIRECTORY

Each fall the College publishes a written telephone direchatydontains information about all regular employees
of the College. The information that is included is nartle, tiepartment, office telephone number, office and e-mail
address. Each employee has the option of including thisrdrome address and telephone number as well. This
information is also available online at the Bates College ieeb$he Bates College website is a secure website and
personal information is only accessible from persons who atteesgebsite from a Bates College address or
@bates.edu entry point.

All information for the directory is drawn from the @aje’s official database contained in the BANNER
information system. Therefore, only official informatiaill be listed in the directory, except in the case of peakon
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preference for nicknames or preferred names, and spouse/pemmner New employees are asked to provide
appropriate information upon hire by completing the Eippé Confidential Information Form. See section 21 Talnit
Employment Processing for more information. All regelaaployees are asked to verify their information for the
Directory each spring.

225 PERSONAL DATA CHANGES

It is the responsibility of each employee to notify Bategge promptly of any changes in personal data. Name
changes, personal mailing addresses, telephone numbers, ramdlrermes of dependents, individuals to be contacted
in the event of an emergency, educational accomplishments,terdsath status reports should be accurate and current
at all times. If any of your personal information has ¢eal notify the Human Resources Department in writing; a
signed request is required for all official data changes.

Changes to department names or other official informationld be also be communicated to the Human Resource
and other campus departments.

226 ACCESS TO PERSONNEL FILES

Bates College maintains a personnel file on each employeepersunnel file includes such information as the
employee's job application, résumé, records of trainingptaied Conversations Documents, salary increases, and other
employment records.

Personnel files are the property of Bates College and acdbssitdormation they contain is restricted. Generally,
only supervisors and management personnel of Bates Collegbavk a legitimate reason to review information in a
file are allowed to do so and access is restricted to infavmeadiated to the inquiry only.

Employees who wish to review their own file should eehthe Director of Human Resources. With reasonable
advance notice, employees may review and/or copy their oworpesidfile in the Human Resources department in the
presence of an individual appointed by Bates College to aiaitite files.

227 WORK HOURS, MEALS, AND BREAKS

An expectation of an average forty-hour work week is a remqént for all regular full-time exempt and nonexempt
staff members. While the daily work schedule will vagnirdepartment to department, it is expected that during the
course of a work-week staff members will be engaged imod@s of work. Workload demands may require exempt
employees to work more than 40 hours in any given waékhis does not provide entitlement to additional
compensation. For more information on Work Schedulésy;, te@ section 110 of this handbook.

In accordance with federal and state law, if an employee vimrksore than six or more consecutive hours he or
she must take a break of at least one half-hour. Most thitebreak will be a lunch or dinner break. Therefore,
employees may not skip breaks in order to accumulate ¢irdegart work early. Furthermore, working without
appropriate breaks is a common cause of accidents and injuries.

Lunch or meal periods will vary by department and vaitige from a half-hour to a full hour depending upon the
rules of the department. For departments that are op@an8fi@0 a.m. — 4:30 p.m., lunch breaks will typicallyablealf-
hour in length and for departments that are open fr@® &m. — 5:00, lunch hours are typically one hour igtkenin
areas that must provide continuous coverage, lunch pevitddse staggered at the discretion of the supervisdhab
there is an employee on duty at all times. Bona fide meadseare not paid time unless the employee is required to
work and remain at his or her work site.

Work hours and break times vary according to departmesgpbnsibility and are scheduled by the department head
and/or supervisor. Hours for part-time positiongnaiti-shift operations may vary based on departmentakandce
needs.

For more information on Work Schedules refer to sedtiidy for additional information on timekeeping, and pay
related matters please refer to section 401 of this handbook.

228 NEPOTISM

Employee Handbook 41



Hiring supervisors shall seek the most highly qualifiad competent candidates for vacant positions, with
consideration to qualified individuals regardless of thelationship to other employees at the College.

The College will not prohibit employment of spousesndstic partners, or close relatives in the same department
or administrative unit, provided that neither employeeigpstes in making recommendations or decisions specifically
affecting the appointment, retention, tenure, work assignimgmsiotion, demotion, or salary of the other, and that o
family member does not directly supervise another.

Departments hiring same family members must comply théhCollege's affirmative action and personnel policies.
The Director of Human Resources will make the determinatiorhethver good faith recruitment efforts have been
exhausted, consulting with the Director of Affirmative idat before the hiring of a family member is approved.

Financial policies specifically prohibit requests for reinggment by one relative from being approved by another
relative.

229 CONVERSATIONS DOCUMENT

Participation by staff members and their supervisorsarCibnversations Document process is an expectation of all
staff members.

The purpose of the Conversations Document is to facilitamgful conversations about work related matters.
These conversations should focus upon improving thetgudlthe work and work environment.

A main focal point in the discussions between supervesudsstaff members is ensuring that our collective efforts
are focused and support the mission and goals of thedeollin doing so, discussions are held concerning how an
individual's contributions affect the attainment of department’s and the College’s goals.

Conversations Document meetings should be planned, should occur periodicallycande initiated by staff
members or their supervisors. It is recommendedwaConversations Document meetings be held each year. One of
the meetings should occur during the anniversary montinedastaff member’s hire. It is suggested that new staff
members have more frequéldnversations Document meetings with their supervisors. It is also recommendsd th
more than twdConver sations Document meetings be held in some departments, for certain jobwdidrthat demands
additional discussion, when requested by the staff membeahen otherwise needed.

Each complete@onversations Document form should be sent to HR by the staff memk@onver sations Document
meetings are confidential and should be handled appropriatel

230 PERFORMANCE MANAGEMENT

To be added at a later date.

231 PROGRESSIVE DISCIPLINE

Itis in Bates College's own best interest to ensure thedaiment of all staff members and to make certain that
disciplinary actions are prompt, uniform, and impartial.e fiajor purpose of any disciplinary action is to correct a
problem, prevent recurrence, and prepare staff membersitfastiry service in the future.

Although employment with Bates College is based on megtuaent and both the staff member and Bates College
have the right to terminate employment at will, with otheut cause or advance notice, Bates College may use
progressive discipline at its discretion.

Disciplinary action may call for any of four steps -- \adnvarning, written warning(s), suspension with or witho
pay, or termination of employment -- depending on theriggvof the problem and the number of occurrences. There
may be circumstances when one or all steps are bypassed.

Progressive discipline means that, with respect to masptinary problems, these steps will normally be folldwe
a first offense may call for a verbal warning; a next ofemsly be followed by a written warning; another offensg m
lead to a suspension; and, still another offense mayié¢la€rto termination of employment.

Normally, written warnings will be accompanied by an actitam intended to address the issues at hand. The
action plan will detail what the issues are and what stepbevithken to deal with the issues and a follow-up or
evaluation plan of these action steps.

Bates College recognizes that there are certain types of prollecusyulation of offenses or collection of actions
that are serious enough to justify either a suspensipim extreme situations, termination of employment, withou
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going through the usual progressive discipline steps.

While it is impossible to list every type of behaviorproblem that may occur, the Employee Conduct and Work
Rules policy, 112, includes examples of problems thattmigger progressive discipline. By using progressive
discipline, we hope that most problems can be corrected atlgrstege, benefiting both the staff member and Bates
College.

CHANGES TO EMPLOYMENT STATUS FOR STAFF MEMBERS

232 CHANGES TO EMPLOYMENT CONDITIONS

Changes to the employment status, pay, or benefits otaffiyrember will generally require the recommendation
of the appropriate Vice President/Dean and the approval ofiteePvesident for Asset Management and Treasurer.
Such requests for changes must be forwarded via the Diddthrman Resources who will offer a recommendation on
the validity and desirability of the request with dagard to the best interests of the College. Certain changesuse
of their nature, may require the approval of the President.

Changes that are specific to payroll matters are covered Rathvell and Pay Administration portion of this
handbook.

233 CHANGES TO EXISTING POSITIONS

Changes to existing positions, such as increasingaedsing the number of hours of a position, changing dige w
or benefit structure of a position are handled througapproval process that is similar to creating a new pasiti
Requests to reduce the number of hours for a positiaricshe driven by an evaluation of the work required!ier
position. Requests to accommodate individuals by chanig@igwork arrangements should be forwarded by the
department head or director to the Vice President for Asset Maread and Treasurer via the Director of Human
Resources, with the endorsement of the appropriate Vice Presideean. If permanent changes are requested for a
position, approval of the President may be required. Changesployment status may have an impact on benefits
eligibility.

If a salary adjustment is requested with a change &xiating position, it will be reviewed within the cortef the
overall compensation goals of the College and consistéimtinternal and external equity considerations. Redaest
an analysis of pay for similar positions within the [Egé, market wages, or other compensation matters should be
forwarded to the Human Resources Department.

234 CLASSIFYING POSITIONS

An evaluation of the classification of all new positiori e conducted prior to the recruitment for the positiy
the Human Resources Department. Starting salaries will be agrerdt the time of position requisition and
authorization and are based upon the position classificafioe-evaluation of the classification of positions witicur
as positions are vacated and refilled. For more informatiothis see section 210 Job Descriptions and Job
Classifications.

235 RECLASSIFICATION OF POSITIONS

It is possible that the tasks, duties, and responghilif a position may change over time and at a given point
appear to be an entirely different position. If this osctlren a positiomay be reviewed by the Human Resources
Department with the assistance of the campus-wide adwsompnittee, Classification and Compensation Committee
(CCC), when appropriate. Such changes include title chasigesficant changes in duties and responsibilities, and
status changes from nonexempt to exempt. Reclassificatioastscshould be initiated at the beginning of each
calendar year as to allow sufficient time for the request te\iewed. If a reclassification is approved, the change of
status will take effect on July 1st, the beginning of thw fiscal year.
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Human Resources and the Classification and Compensation i@eenconduct reclassification evaluations during
the months of January to March. However, requests beustade no later than January' 8ach year, so that schedules
can be arranged to have 3 to 5 members of the CCC réwieposition(s) in question. A completed position
classification questionnaire is needed before a review isucted A gquestionnaire can be obtained from the Human
Resources Department.

Changes as a result of reclassification or other personnahsaetill normally take effect at the beginning of each
fiscal year (July ). Changes that are requested outside of the normal oyt have compelling operational reasons
to warrant changes in the middle of the fiscal year angétucycle.

236 PROMOTIONS

A promotion may be warranted after a period of continusdsmsnent, development, growth in work performance,
and exceptional contributions to the mission and goatseo€ollege. Promotion requests will be reviewed by the
Human Resources Department to ensure that the promotiorsisteoi with the best interests of the College.
Promotion recommendations require the endorsement of thepajape Vice President/Dean and the budget approval of
the Vice President of Accounting and Budget, and Controller

Requests for a promotion review should be made by JaBt&8sach year, as to allow the review and approval
process to occur in advance of preparations for the begimfithe following fiscal year.

237 EXIT PROCEDURES AND EXIT PROCESSING

When an employee leaves Bates College he or she must hetiffuman Resources Department of their departure
in writing. Employees must also return property belogginthe College, complete exit and benefits processing. The
departing employee will also have an opportunity to pastei in an exit interview with a Human Resource Manager or
the Director of Affirmative Action.

Since employment with Bates College is based on mutual dohs#in the employee and Bates College have the
right to terminate employment at will, with or withouusa, at any time. However, it is expected that non-exempt
employees who leave the College will provide the Colledk atileast two weeks notice of their departure. Exempt
employees are expected to provide the College with four warekere notice when possible. An employee’s actual
termination day must be the last day worked, and cannstteaded by the use of vacation, sick, or personal leaee, or
holiday.

Employees are responsible for items in their possessicontrol that are the property of Bates College, such as the
following:

* credit cards * protective equipment

* equipment * laptops and audio-visual equipment
* Bates identification card * tools

* keys * uniforms

* manuals * vehicles

* cellular phones and pagers * written materials

* passwords and pass codes to safes
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All College property must be returned by employees dretore their last day of work. As applicable by
appropriate laws, Bates College may withhold from the emplejieal paycheck the cost of any items that are not
returned when required. Bates College may also take all alt#med appropriate to recover or protect its property.

To facilitate the employee’s exit processing, the employee anat hier supervisor must completBaies College
Termination Procedure Checklist. The checklist is completed by the Dean of Faculty's officéaculty members. This
checklist ensures that the employee has completed all of hés exit processing and that the appropriate departments
within the College are notified. Once the employee’s supervias confirmed that the employee has turned in all Bates
College property, Payroll will release the employee’s final pajcbegacation leave pay out.

Bates College will generally schedule an exit processing ngeatia time before the employee’s last day of work.
The exit processing meeting will include such issues as gemwloenefits and conversion privileges, repayment of
outstanding debts to Bates College, future employmenereferchecks and employment verification, and discussion of
COBRA or other benefits that may be continued at the emptogepense if the employee so chooses.

With regard to future employment references or employweification, the Human Resources Department will
respond accordingly to outside organizations who requieserees and employment verification unless the employee
specifically asks the College in writing not to release tHimrination.

238 EXIT INTERVIEWS

Exit Interviews will generally be offered to all employedw leave the College. An exit interview will consist of
the completion of an exit questionnaire and/or an interviétva Human Resource Manager, the Director of Human
Resources, or the Director of Affirmative Action. Such wigwrs give the employee the opportunity to offer
suggestions or complaints about their employment with tlie@e and to share feedback about their overall
employment experience. Exit interviews are held in cenfié, except when the discussion involved is a matter where
confidentiality is limited by law or College policy, suak harm to others; or unless the employee wishes tolnave t
contents of the interview shared with relevant College peelo

Information obtained in Exit Interviews is used to imgdhe quality of the work experience at Bates College. The
information is used in such a way that it cannot bebaiieid to any individual.

239 REFERENCES FOR FORMER EMPLOYEES

When employees depart the College they are generally askeg iivant the College to respond to reference checks
or inquiries that are requested by other employers. Uspessfically prohibited by the employee, the College will
generally respond and provide the following type of imfation: confirm dates of employment, position(s) held, and
whether an employee is eligible for rehire. Requests forrmdtion or references of a more specific nature should be
forwarded to the Director of Human Resources or the Dettredfaculty, as appropriate.

240 INACTIVE EMPLOYEES

The right to terminate the employment relationship at walrat time is retained by both the employee and Bates
College. Furthermore, the College, subject to applicable laivs)ormally terminate the employment of any employee
who is in an inactive period of employment for 15 momthmore. Based upon the needs of the College, howtbeer,
College reserves the right to terminate inactive employees eaiiiedacretion. This right is consistent with the
employment at will relationship. This policy applies equtdl work related or non-work related injury for employees
who are absent from work due to being eligible for Ldegm Disability, or Workers’ Compensation benefits, opaid
leaves, or any other extended period of being absentviank
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BATES BENEFITS

300 BATES COLLEGE BENEFITS

The following section describes the benefits and leaves matig Bates College. The intent of this section is to
provide a general description of available benefits, liéts not take the place of official benefit plan documdhts.
there is a conflict between the handbook and a benefidpletnment, the plan document governs. Additional benefit
plan documents are available in the Human Resources Department.

Benefits offered by Bates are dependent upon the employtassification and status of the employee. Sections
201 and 202 of this handbook describe in detail each emplayatassification category and status. Additional
information is provided below to help determine benefitghglity.

Generally, benefits are only provided to regular active eyagls of the College. All benefits, as indicated, are
provided on a prorated basis for employees who are noffiddsss full-time employees. Full-time employment is
considered 1.0 Full-Time Equivalent (FTE) or 2080 hadmsmployment. Please note that some benefits are only
provided to employees who are full-time 1.0 FTE while obiesrefits are provided for employees who are from .826
FTE or greater.

301 BENEFIT ELIGIBILITY

For the purpose of benefits eligibility, employees ningsin a regular full-time, three-quarter-time, or half-time
position in an active status.

301.1 Regular Benefits Eligibility -Regular employees include faculty, and exempt and non-exempthstiaff
hold regular recurring positions and are eligible fordfién based on their Full-Time Equivalent status (FTAYull-
time position is represented as 1.00 FTE or as 208G Ipau year. Refer to section 202 for more information on
Regular employees.

301.1a Benefits Eligibility for Staff - The following descriptions are for benefits eligibildply
and do not represent employment categories, descriptiorstatnis (benefits eligibility for Academic Year Staff is
located in section 301.1c):

Full Benefits- over 33 hours per week ah@d16 hours in a calendar year for an FTE of .826 - 1.00

Three-Quarter Benefits26.6 - 33 hours per week ah883-1716 hours per calendar year for an FTE of .625 .8

Half Benefits- 20 - 26.5 hours per week ah@40 — 1382 hours per calendar year for an FTE of .G6® -

*Not eligible for benefit{Part-Time) - fewer than 20 hours per week and fewer1840 hours per calendar year for an
FTE of .00 - .49 are not eligible for Bates College begefit

301.1b Benefits Eligibility for Faculty — Faculty benefits eligibility is based on using 5rsewequivalents as =
1.0 FTE.

Full Benefits— consists of teaching 5 courses (or course equivatanspre per academic year in any combination.
Three-Quarter Benefits teaching 3.5 — 4 courses per academic year for an FTEdeté7 - .825

Half Benefits— teaching 2.5 — 3 courses per academic year for an FTE be®eelt6

Not eligible for benefits- fewer than 2.5 courses per year are not eligible for Baillsge benefits for an FTE between
.00 - .49.

For faculty personnel the following apply: 1) Benefits determined by the employment terms denoted in the faculty
members contract, and the employment terms are binding irdsstmeeligibility for benefits: 2) If the length of the
contract is one semester only, and the teaching responssbdite for 2.5 — 3 course equivalents, the faculty member
receives full benefits for that semester; 3) If the lengtihe@fcontract is for one academic year, and the teaching
responsibilities are for 2.5 — 3 course equivalents duanygpart of the academic year, the faculty member is eligible f
half benefits for the length of the contract as specified.

Payroll Processing and Pay Administration 4-2



Note: The standards set out here, an FTE of .67 - .82&liaguhree-quarter benefits, .5 - .66 FTE equaling half
benefits and .49 or less equaling no benefits, is the stamdard used for all employees at Bates. Also, during the
transition to a 5.0 course load from 5.67, full-time #sare afforded to faculty members who teach 5 or moresesur
or course equivalents.

301.1c Benefits Eligibility for Academic Year Staff Members To be added at a later date.

301.2 TemporaryEmployees- Receive onljegally mandated benefits, which are social security, Afsrk
Compensation, and unemployment benefits. The only exedptithis policy is that temporary employees may
voluntarily participate in the Bates College 403(b) Suppleatétetirement Plan by contributing their own earnings, bu
they are not eligible to receive a 1% match from the College.

Refer to section 202 for more information about tempyoeanployees. Time served as a temporary employee is not
credited as years of service to determine benefit or leave Etygdyiaccrual.

301.3 Domestic Partners bomestic Partners (of the same or different sex as the ge®)lare eligible for certain
benefits at Bates College. In order to receive such beraafifgfidavit of Partnership must be completed, attesting to
living in a committed relationship, that each is, and inteademain, the other’s sole Domestic Partner, neithereof th
two are married to someone else, both are 18 years of agehamdoint responsibility for one another's common
welfare and basic needs.

Under federal tax law, domestic partner insurance coveragé &vailable on a pre-tax basis and COBRA benefits
noted in section 343 also do not apply to domestic partrigaaefits extended to Domestic Partners include health and
life insurance, a Bates College identification card, and accéasiliies and services. Family and Medical Leave, and
Bereavement Leave are provided to employees with a domestic parthey are to married employees. Please refer to
Family and Medical Leave section 319 and Bereavement Leave sgtfion

* By federal law, employees who work more than 1000 hours are eligible to receive pension benefits. Therefore, regular
or temporary employees working between 1000-1040 hoursin a calendar year are eligible to receive pension benefits
only.

302 BATES FLEXIBLE BENEFITS PLAN

Bates College offers employees a Flexible Benefit Plan. $kissariation of a cafeteria plan that allows benefits to
be provided on both a pre- and post-tax basis, or le t@k cash compensation in lieu of a benefit. All employees wh
are half-time or more are eligible to participate in this plBenefits are prorated for those employees who are less than
full-time, 1.0 FTE.

The benefits that are provided under the College’s FleBibresfits Plan are as follows: Health Insurance, Life
Insurance & Accidental Death and Dismemberment Insurance (AD&dg Term Disability Insurance (LTD), Health
Care Reimbursement Account (HCRA), Dependent Care Reimburséwmmint (DCRA), and the Dependent Care
Subsidythat is provided by the College.

303 OPEN ENROLLMENT

Open Enroliment is the time of year when employees are@@dldo make changes to some benefits without the
requirement of a life status change. The benefits that magrbéied in or modified during Open Enroliment are Healt
Insurance, Life Insurance & Accidental Death and Dismembermsatance (AD&D), Health Care Reimbursement
Account (HCRA), Dependent Care Reimbursement Account (DC&#) the Dependent Care Subsidy.

For more information on Life Status Changes, refeettion 304 of this handbook. Generally Bates College holds
its annual Open Enrollment period for at least 30 dayimg@ctober-November time each year.

304 LIFE STATUS CHANGES

A life status change is any event that affects the numbeapaidients employees have or the employment status of
the employee or his or her spouse or domestic partner. flesuof life status changes include, but are not limited to,
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marriage, separation, divorce, birth, adoption, a depertiddtiosing their dependent status, a permanent change in
work hours for the employee or his or her spouse/domestingy, the spouse/domestic partner obtains a job elsewhere,
or the termination of your spouse’s/domestic partner'd@ment. For more information on life events that may or

may not qualify as a life status change, please contact the HuesanrRes Department as soon as posdikleause
changes can only be made within 30 days of the event. Berafiget made during this time must be consistent with
the life status change.

LEAVES AND HOLIDAYS
This section covers leave and holiday policies faeglilar staff members. Any leave or holiday policies that
apply to faculty members are located in Baeulty Handbook of Bates College, except as specifically noted below (i.e.
LTD, FMLA).
305 HOLIDAYS FOR STAFF MEMBERS

Bates College grants all benefits eligible staff membéotahof 11.5 holidays per calendar year. The College
usuallyobserves the following days as holidays:

* New Year's Day * Thanksgiving

* Memorial Day * Recognition Day (day after Thaniksug)

* Independence Day * Afternoon before Christmas ifrmo December 24th)
* Labor Day * Christmas

In addition to the usually observed holidays, the Colleidjegrant four (4) additional paid holidays to regusdaff
members during the year. The floating holidays are deterrbindéite President and are announced in advance each
year.

Coverage for some areas of the College is required oralgslidThe College reserves the right to schedule staff
members as needed to work on holidays. Directors andtdeparmheads will determine and make arrangements to
schedule appropriate personnel to work when needed byotleg€ Certain staff members are required to work as a
condition of employment for events suchtlas beginning of the academic year or Commencement weekend.

Holiday pay for staff members is one day of pay at the grapls normal rate. Holiday pay is prorated for staff
members working less than fulltime. If an eligible narapt staff member actually works on a recognized holiday, the
staff member will receive holiday pay, plwsges at one and one-half times their normal rate of pafidchours
workedon the holiday. Holiday pay and hours actually worked balialay arenot counted as hours worked for the
purpose of calculating overtime hours. In lieu of receivagular holiday pay, an employee may request to take another
day as their actual ‘holiday’ during the same work week, igeal/that the request is approved by their supervisor in
advance.

If a recognized holiday falls during an eligible staff nben's paid absence (such as vacation or sick leave), holiday
pay will be paid in lieu of the vacation or sick hours thatld have otherwise applied. For more information on
Holiday Pay, refer to section 409 of this handbook.

306 RELIGIOUS HOLIDAYS

A staff member may arrange for time off without pay inestiance of religious holidays, or may deduct these days
from accrued vacation time. Personal leave may also be used tatheligious holidays.

307 VACATION LEAVE Revised 7/2001
Vacation leave is earned by regular staff members accordthg schedule listed in the charts provided below.

However, for new staff members, vacation is accumulated but thansed until after he or she has been employed for
6 months or 180 calendar days.
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The following charts illustrate the maximum amount of viacadccrual per pay period, and the total hours/days
staff members are able to accrue; actual accrual is earned basadeipamber of hours worked each pay period
(vacation leave is not earned when a staff member is neg¢lgovorking, refer to section 415 for more informatiom

pay and benefits during unpaid leaves, STD, and Workerap€nsation).

Exempt Staff members

Exempt Accrual Per Pay Period Maximum Accrual

Full Benefits Eligible 16 Hours 192 Hours/24 Days
Three-Quarter Benefits Eligible 12 Hours 144 Hours/ByD
Half Benefits Eligible 8 Hours 96 Hours/12 Days

For Nonexempt Staff Members starting before July 1, 2001

Non-Exempt Accrual Per Pay Period* Maximum Accrual

Full Benefits Eligible 6 Hours 144 Hours/18 Days
Three-Quarter Benefits Eligible 4.5 Hours 108 Hour&Thys
Half Benefits Eligible 3 Hours 72 Hours/9 Days

* Nonexempt staff members earn vacation in 24 of the 26 annual pay periods

For Nonexempt Staff Members starting on or after July 1, 201

Non-Exempt Accrual Per Pay Period* Maximum Accrual
Full-Time Benefits Eligible
1-5 years service to Bates College 3.33 Hours 80 Hours/10 Days
5-10 years of service 4.66 Hours 112 Hours/14 Days
10 or more years of service 6 Hours 144 Hours/18 Days
Three-quarter-Time Benefits Eligible
1-5 years service to Bates Collgge 2.5 Hours 60 Hours/7.5 Days
5-10 years of service 3.5 Hours 84 hours/10.5 Days
10 or more years of service 4.5 Hours 108 Hours/13.5 Days
Half-time Benefits Eligible
1-5 years service to Bates Collgge 1.66 Hours 40 Hours/5 Days
5-10 years of service 2.33 Hours 56 Hours/7 Days
10 or more years of service 3 Hours 72 Hours/9 Days

* Nonexempt staff members earn vacation in 24 of the 26 annual pay periods

To take vacation, staff members should request advance apfsmw their supervisors. Vacation schedules are
coordinated within individual departments, with positiseniority, and workload used as guidelines in determinin
vacation schedules within departments. The College reserseglihto change work schedules, regulate vacation
schedules, and to request overtime and holiday work whegssary.

Vacation leave is based on hours, so staff members musd thedr vacation time in hours and rdatys. Vacation
time can be used in minimum increments of one-quarter Hear staff members who work less than full-time, hehar
can only take sick or vacation leave up to the amount of mmursally scheduled per day.

Staff members are not allowed to take more time than theyadtawenulated and register it as vacation in
anticipation of earning it later. Staff members should refégneir last paycheck statement for their vacation leave
balance. Unpaid time is not available unless it is a pam@fpproved leave of absence. For more information on
Leaves of Absences, refer to section 316.

Unused vacation leave will accumulate until the staff membeadased their maximum limit. If the staff
member's leave reaches the maximum, further accrual of vacationilave suspended until the staff member has
reduced the balance below the limit. Upon terminatiomgfleyment, staff members will be paid for unused vacation
time that has been earned through the last day of wohleipay period following termination, provided that thedfst
member has worked for the College for at least six mamh80 calendar days. Service as a temporary staff member is
not credited toward benefit or leave eligibility.
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308 SICK LEAVE Revised 7/2001

Sick leave is earned by regular staff members startingtheth first day of employment. Once staff members enter
an eligible employment classification, they begin to accruelsake time according to the schedule listed in the chart
below, which indicates an average of 10 sick days per yeérlktime benefits eligible staff members. Sick Leave may
be used for the following:

1. when the staff member is ill, or disabled.

2. when an office visit to a doctor, dentist, visionegarofessional, or other medical professional treating a
physical conditiormust be scheduled during normal working hours.

3. when it is necessary that the staff member provide oreseate for an ill member of his or her immediate
family.

4. when absences are related to pregnancy or childbirth.

5. when a visit to an Employee Assistance Program segroegder must be scheduled during working hours.

The College reserves the right to ask any staff membervigitten statement from a physician certifying any given
illness or disability. Patterns of absence that indicateeatifuthe policy can be reason for requiring a second medical
opinion at College expense, requiring a medical certificdiorach absence, and/or taking disciplinary action.

Accumulated sick leave does not constitute a cash reserve @anpalnl termination of employment. Furthermore,
any leaves granted under Bates College policies may countttheastaff member’s entitlements under the Maine
Family Medical Leave Law of 1998 and the federal Family and d&tdlieave Act of 1993 entitlements.

The following chart illustrates sick leave accrual per paypednd the total hours/days staff members are able to
accrue; actual accrual is earned based upon the nhumber of houeslimogkch pay period (sick leave is not earned
when a staff member is not actively working, refer toieact15 for more information on pay and benefits dyrin
unpaid leaves, STD, and Workers' Compensation).

Sick Accrual

Exempt Accrual Per Pay Period Maximum Accrual
Full-Time Benefits Eligible 6.66 Hours 400 Hours/50 Bay
Three-Quarter-Time Benefits Eligible 5 Hours 300 HowrdDays
Half-Time Benefits Eligible 3.33 Hours 200 Hours/25 Days
Non-Exempt Accrual Per Pay Period* Maximum Accrual
Full-Time Benefits Eligible 3.33 Hours 400 Hours/50 Bay
Three-Quarter-Time Benefits Eligible 2.5 Hours 300 HE@B*$ Days
Half-Time Benefits Eligible 1.66 Hours 200 Hours/25 Pay

* Nonexempt staff members earn sick leave in 24 of the 26 annual pay periods

Sick leave can be used in minimum increments of one-quanter h

Staff members who are unable to report to work duéntesis or injury should notify their direct supervisofdoe
the scheduled start of their workday, if possible. The dgegervisor should be contacted on each additional day of
absence, if necessary and appropriate. Staff members maybeddq submit a health care provider certification for
three or more consecutive sick days due to illness or injBoch verification may be requested for other sick leave
absences as well and may be required as a condition to recsokrigave benefits. Before returning to work from an
extended sick leave absence of more than 5 business day$nsestdier should provide a physician's verification,
indicating that he or she may safely return to work.

Unused sick leave benefits will accumulate until the stafiniver has earned their maximum accrual of sick leave
benefits. If the staff member reaches this maximum, duidlcrual of sick leave benefits will be suspended until the
staff member has reduced the balance below the limit.

If a staff member submits sick leave on their timesheetld®es not have enough sick leave accrued, he or she will
automatically have the appropriate amount deducted from hisraacation leave. In the event that the staff member
has no vacation or sick leave, the time off will be unpaidmgin Resources will contact the staff member in these
circumstances because staff members are not allowed to take umgaishkess it is a part of an approved leave of
absence. For more information on Leaves of Absence, refectmn 316 of this handbook.
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Sick leave benefits are intended solely to provide incomegtioh in the event of iliness or injury, and may not be
used for any other absence. Unused sick leave benefgsndd represent a cash reserve and wilbeqgiaid to staff
members upon termination of employment.

309 PERSONAL LEAVE

The College grants regular benefits eligible staff memiergquivalent of two days of personal leave each
calendar year to be used as personal holidays. Personatisevare granted on Januafyof each year and must be
used in the year granted. Personal leave days do not aateymall over from year-to-year, nor constitute a cash
reserve payable upon termination of employment.

Personal leave days are similar in nature to vacation daygivieustaff members more discretion in taking care of
their personal affairs. Typical uses for personal leave dtelbys, religious holidays, and other personal mattats th
are not considered vacation. Personal leave can be usedahVigeation or sick leave.

Personal leave must be taken in full day increments. @&afibers who work less than full-time will be granted
personal leave on a prorated basis. New staff membersgtaefiore July ¥ each year will be granted two personal
leave days for the current calendar year, new staff membeisgtamtor after July SLwill be granted one personal leave
day for the calendar year. New staff members are grantechpklsave on the first of the month following 30 days of
employment with the College.

Certain departments with 24 hour coverage requirementsnsiityte procedures for scheduling the use of personal
leave days, so as to avoid adverse impact on other staffen@mbo would be forced to provide coverage if leave were
taken unexpectedly by a relief person. Additionally, each depatthead may restrict the use of personal leave when
the granting of such leave would have an adverse impatgmertment operation. An example of times when personal
leave may be restricted is Commencement weekend or when circumsiadeezands leave a department unable to
perform its function.

310 MATERNITY LEAVE AND BENEFIT

In the case of pregnancy and/or childbirth, female staffilnees who have completed six months or more of service
may arrange a Maternity Leave of up to eight weeks. Forrstetirty consecutive days of leave, the staff member is
expected to use accrued paid leave (vacation, sick leave or persotelk time off without pay. For the balance of the
eight weeks, wages and benefits will be paid by the Colléghe staff member experiencaslisability as a result of
pregnancy or childbirth, the short-term disability leave benefit may apply.

If the staff member takes additional leave without pay undésetpolicies, he or she may qualify for continuation of
some benefits at the College’s expense under the Family editdll Leave Act, and should apply if eligible.

Otherwise, the staff member may continue benefits at helegpense for the period of time a paycheck is not being
issued. Maternity leave benefits run concurrently withlaaye entitlement under the Family and Medical Leave Act.

311 CHILD REARING LEAVE

All full-time staff members are eligible for unpaid chikhring leave. Such leave may be requested by either parent
and must be approved by the appropriate vice president ar desangements regarding the continuation of benefits
must be made with the Human Resources Department, privg tiegjinning of the leave period. As with other unpaid
leaves, all benefits to the staff member are suspended, ¢ixaephe may elect to remain in the group flexible benefit
plan program through assuming the employer’s and therséaftber’s cost for participation. Leave accruals, such as
vacation, sick leave, or holiday benefits, will be suspérntiging the leave and will resume upon return to active
employment. Certain child rearing leaves may be covered tmel€amily and Medical Leave Act (FMLA) and will
run concurrently with any eligibility for leave undeEA. For more information on FMLA, refer to section 3ft®
more information.
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312 BEREAVEMENT LEAVE (FUNERAL LEAVE)

In the case of death in the immediate family, up to threeecotise work days may be taken with pay. Bates
College defines “immediate family" as the staff member's spdois@'stic partner, parent, child, sibling; the staff
member's spouse/domestic partner’s parent, child, orgibhie staff member's child's spouse/domestic partner;
grandparents or grandchildren. Special consideratioralsdl be given to any other person whose association with th
staff member was similar to any of the above relationshipsn request and subsequent approval of the Director of
Human Resources. Additional time, if taken, would be withpay or taken as vacation leave.

313 BATES COLLEGE COMPETITIVE LEAVE AWARDS FOR ADM INISTRATIVE AND
PROFESSIONAL STAFF

The Bates College competitive leave awards for administrativ@rafessional staff provides awards of 30 or
60 calendar-day leaves, with pay, to successful applicants whasesed projects would result in individual
professional, or institutional benefits. Applications arade to the Office of the President, through the Deancer Vi
President to whom the professional reports. An ad hoaritiee of professionals, composed of at least two Vice
Presidents, will recommend proposals from within the pbabpplicants. Final determination of awards will be enad
from among those recommended.

A condition of eligibility to compete for a 30 calendar-degve award is five years of full-time continuous calendar
service (calendar years of continuous full-time service defindtegseriod from date of hire as salaried staff member
[or date of previous leave] to date of beginning of reauklstave period); a condition of eligibility to compete 480
calendar-day leave award is ten years of continuous seigards can be connected to a period of accrued vacation.

Recipients of either a 30 or a 60 calendar-day award willigpélel for support, to enhance their project, of up to
$2,500. (For example, support could be requestedaeeltexpenses, conference expenses, workshops, to meet
expenses incurred to visit professional operations at atktitutions, or research expenses.)

The award period resulting from the receipt of a competiéave must be covered by other staff within the unit, or
by persons who would be “cross-trained” to cover thearsipilities of the awardee during the period she/he is away
The appropriate Dean or Vice President will have to confinthe time of application, how the responsibilities |
covered.

Applications are normally needed three months prior to tHedgr which leave would be taken; naotification of an
award would normally be made within the month followinglagation. Applications are normally accepted before
February I each year for leaves taken during that year.

A maximum of four awards will be made throughout théege within the calendar year. A report from the
awardee should be submitted to the appropriate Vice Presidsart, Bnd to the President, within 60 days of completion
of an award.

314 MILITARY LEAVE

Leaves of absence are granted without pay to members atlomal Guard or the Military Reserve. Accrued paid
vacation time may be used toward discharging an staff membaitary obligations, at the staff member’s discretion.

All military duty must be authorized by the Governouader the provisions of applicable laws. Contact the
Human Resources Department for more information or qusstioout military leave.

315 JURY OR WITNESS DUTY

Staff Members are encouraged to serve, as a matter of gaedship, when called upon for jury duty or as a court
witness. Staff members are expected to have their respibiesitltiovered according to the individual needs of their
departments and to return to work after they have dischéngéccourt obligations for the day. Staff members will
receive full compensation from Bates for up to 30 days serifétile employee is receives any compensation received
for their services from the court involved, he or shestmuake the compensation payable to Bates College. Exceptions
to this policy must be approved by the President.
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316 LEAVES OF ABSENCE

The College may grant unpaid leaves of absence when peusgeat and compelling business occurs. All such
leaves are contingent upon the departments either secuiisfgcaty replacements or making arrangements to cover
the staff member’s responsibilities and such leaves redngirapproval of the appropriate vice president or dean. Any
request for a leave of absence of more than 90 days wilkrectipngi approval of the President. Unpaid leave is approved
only in exceptional circumstances, not otherwise provideddig@® policy or applicable law.

During the period of unpaid leave, all benefits to the st@imber are suspended, except that one may elect to
remain in the group flexible benefits program through ragsg the employer’s and the staff member’s cost for
participation. Arrangements for length of time, continuatibhenefits and reallocation of workload will be made
through the Human Resources Department to accommodate thecsgeaifinstances.

Benefit accruals, such as vacation, sick leave, or holidayitsewefl be suspended during the leave and will
resume upon return to active employment. When a leavesehab ends, every reasonable effort will be made to return
the staff member to the same position, if it is availabléo arsimilar available position for which the staff member i
qualified. However, Bates College cannot guarantee reinstatémedhcases. If a staff member fails to report to work
promptly at the expiration of the approved leave perioayrtshe will be deemed to have resigned.

When a leave of absence occasion also qualifies for covendge the Family and Medical Leave Act (FMLA), the
leave of absence will run concurrently with any leave eligybilitder FMLA.

317 SHORT-TERM DISABILITY LEAVE AND BENEFIT

Regular benefits eligible staff members who have complétedanths or more of service are eligible for Short-
Term Disability (STD). Short-Term Disability benefitegrovided at a rate of 75% of the staff member’s base
compensation or regular hourly rate (based upon the stafflomr’'s normal regular work schedule) for up to five (5)
months, after 30 consecutive calendar days of certified titgahie to the same continuing condition. Under thispl
the staff member must have been medically determined to beeunakbrk because of an injury or iliness by a treating
physician.

Eligibility to receive STD benefits is also contingepbn the recipient's participation in the College’s Return-To-
Work program. Therefore, the College will expect all stadfwhers capable of returning to work in their present
position, or in an alternative position that meets thetditinins and restrictions ordered by the attending health care
provider, to return to work at the earliest opportunfgr more information on the Return-To-Work program, reder
section 509 of this handbook. If a staff member is ableadrk in their present position or in an alternative jimsi
approved by the health care provider and chooses not to;tstrardisability coverage will be denied or discontinued
Short-Term disability is intended to assist a staff memligr short-term income protection when he or she is @rtabl
work due to a non-work-related injury or illness.

Partial STD benefits are only granted in cases whereaffer@mber is returning to partial duties and particigatin
in the Return-to-Work program after having already been &idis and receiving STD benefits. Staff members are
limited to one STD claim in a 12-month period.

Procedure:

Staff members requesting STD benefits must complete a SpliRatpn form and have their physician complete
appropriate sections of the application before the request$sdered. Normally, the College will contract with a third
party case management and medical evaluation professional to reykvations before STD is awarded. Based upon
this review, normal standards of care, and the medical infemptbvided, the College will, at its discretion, detemmin
the length of STD coverage. Approved periods of covettageare less than that recommended by the staff member’s
physician, can be taken as sick, vacation, or unpaid leatreelstaff member.

The staff member will receive written notice of the STDrapal or disapproval. If approved, the letter will contai
the amount of time STD benefits are granted. During BheaBendar-day elimination period, the staff member must use
accrued sick leave until exhausted and then accrued vacdiom |If necessary, other time may be taken without pay
during this elimination period. A staff member receivifd@®3enefits should meet with an HR benefits representative
before beginning and after returning from a STD leavetodinate the affect of their pay and benefits duringtthris.
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For continued STD benefits, the staff member mustigeomedical certification from the attending physician at
appropriate intervals during this leave. If not receivedsta member’s status will convert to a leave without pay
status.

Prior to returning to work, the staff member shoulovie the HR Department with a release from the health care
provider indicating his or her ability to return to la@nd/or any limitations or restrictions on their woftaff members
are required to abide by any such medical restrictions amigiions until the health care provider completely releases
him or her to regular employment.

Conditions covered by Workers' Compensation are excluded$TD coverage. Time away from work for any
short-term disability leave will run concurrently withydeave entitlement the employee has under the federal Family
and Medical Leave Act of 1993 or applicable Maine law. Leave accBualb as vacation, sick leave, or holiday
benefits, will be suspended during the STD periodwitidesume upon return to active employment. For more
information on the payment of short-term disability basefilease refer to section 415.

318 LONG-TERM DISABILITY (LTD) LEAVE AND BENEFIT

Long-term disability leave applies to faculty and staff wheodassified as half-time or more. Participation in the
Long-Term Disability benefit program is mandatory unither College’s Flexible Benefits program and the College
provides employees with enough benefit credits for theafdsTD. Please note that LTD credits are not prorated fo
employees who are less than full-time; LTD coverage is geavat 100% of the employee's salary.

Employees suffering from a disability who do not expeceeturn to work within 6 months of the onset of their
disability, may initiate a claim for long-term disabilitifhe determination of an employee’s eligibility to receive LTD
benefits is made by the College’s LTD insurance carrier.irffformation on the coverage provided by the College’s
LTD insurance policy, please call the Human Resources Department.

The LTD benefit is paid for with after tax dollars afithe employees earnings, even though the credits for the
benefit are provided by the College. Since the benefdicfor with after tax dollars, the employee will receive
benefits (wage replacement) tax free. The benefit provides Gi§é veplacement after a 6-month (180 day) elimination
period. LTD benefits are offset with amounts received uSderal Security or Workers' Compensation for the same
time period.

The LTD benefits plan is designed to help eligible emgédsycope with an illness or injury that results in a long-
term absence from employment. LTD provides continuiogrime for employees who are disabled and unable to work.
Employees who are inactive for 15 months may be terminateddémployment with Bates College. The details
governing the LTD benefits plan including benefit amouartsi limitations and restrictions are described in a Summary
Plan Description provided to eligible employees. Contact tiradh Resources Department for more information about
LTD benefits.

319 FAMILY AND MEDICAL LEAVE

In accordance with the federal Family and Medical Leave At988 and Maine Law, Bates College provides
faculty and staff who are unable to work due to a seriealtthcondition with up to 12 weeks of unpaid leave. ti als
allows employees to take time off to fulfill family obkéitions relating directly to childbirth, adoption, or plaesinof a
foster child; or to care for a child, spouse, or panétit a serious health condition. A serious health cardineans an
illness, injury, impairment, or physical or mental corditthat involves inpatient care in a hospital, hospice, or
residential medical care facility; or continuing treatment bgalth care provider.

Eligible employees may request leave only after having coaethB85 calendar days of service with the College.
Eligible employees should make requests for family leave toghpervisors at least 30 days in advance of foreseeable
events or as soon as possible for unforeseeable eventsoyermltequesting leave related to the serious health
condition of a child, spouse, parent, or domestic parteysbe required to submit a health care provider's statement
verifying the need for a leave to provide care, its beginamyexpected ending dates, and the estimated time required.
Request forms for FMLA are available in the Human ResourcearDegnt.

Eligible employees may request up to a maximum of 12 wefekBILA leave within any 12-month period. Any
combination of family leave and medical leave may not exceeddpigmum limit. Employees will be required to use
any accrued paid leave time (sick and vacation leave as appropefe taking unpaid family or medical leave. Any
paid leave (sick, vacation, or personal leave) taken in comuneith family or medical leave will count toward the 12
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week maximum leave allowance. Married employee couples willenatdiricted to a combined total of 12 weeks leave
within any 12-month period for childbirth, adoptiar, placement of a foster child, as allowed under law.sTimarried
employees are each entitled to their own 12 weeks of FMLAb#iig.

Consistent with the Family and Medical Leave Act of 1388employee’s benefits eligibility will continue while he
or she is taking family or medical leave. Employee’s may hgoresible for covering the cost of their participation in all
other benefit programs. Leave accruals, such as vacatioteaiek or holiday benefits, will be suspended durieg t
unpaid leave and will resume upon return to active employmaitien the employee returns from family or medical
leave, his or her benefits will resume according to appligalales.

If the employee was out due to their own serious healttlittam, he or she must provide the College with a release
to return to work from his or her health care providehewa family or medical leave ends, the employee will be
reinstated to the same position, if it is available, or tecqanivalent position for which the employee is qualifiéfidan
employee fails to return to work on the agreed upon retat®, the employee is deemed to have resigned.

COLLEGE PROVIDED BENEFITS
320 HEALTH INSURANCE

Health insurance coverage is a mandatory benefit within thededl Flexible Benefits program for Faculty and
Staff who are classified as half-time or more. Employees pvbvide proof of health coverage elsewhere may opt-out
of Bates College's health insurance plan.

Eligible employees may participate in the health insurancespidject to all terms and conditions of the agreement
between Bates College and the insurance carrier. A chang@ioyenent classification that would result in loss of
eligibility to participate in the health insurance plan maglify an employee for benefits continuation under the
Consolidated Omnibus Budget Reconciliation Act (COBRA)feR® the Benefits Continuation (COBRA) policy
information in section 344.

Details of the health insurance plan are described in an@wyrPlan Description (SPD) along with information on
the cost of coverage is provided in advance of enrollmegitgible employees. Contact the Human Resources
Department for more information about health insurance lienef

321 DENTAL SUBSIDY

All benefits eligible employees of Bates College receive a deubalidy each year in lieu of College provided
dental insurance. This subsidy is noted on the Batesd@goBenefits enrollment form and is a part of the College's
flexible benefits plan. The credits can be used to puechdeer benefits, to put in a health care reimbursement agcount
or can be taken as taxable income.

322 LIFE INSURANCE AND ACCIDENTAL DEATH AND DISMEM BERMENT INSURANCE

Life insurance and Accidental Death and Dismemberment (AD&B)rance are available to Faculty and Staff
who are classified as half-time or more. This is a volyrtianefit that employees elect at initial benefits enrollnmant,
annually during Open Enroliment. The College provides eagtioyee with enough benefit credits to purchase one (1)
times their salary up to $50,000. The credits are profatadose employees who are less than full-time. Employees
may use these credits to purchase other benefits or take dg faxaime under the College’s Flexible Benefits program.

Accidental Death and Dismemberment (AD&D) insurance provpdetection in cases of serious injury or death
resulting from an accident and is provided as part ob#iséc life insurance plan. Additional supplemental and/or
dependent AD&D coverage may also be purchased. Supplenresuidnce is limited to 3 times the employee’s salary
up to $500,000, and Dependent life insurance is limaegD®o of the employee’s total up to $100,000 for a spansl
$20,000 for children. Enrollment into certain life insoce plans may require an Evidence of Insurability medical
evaluation.

Eligible employees may participate in the life insurance gldnject to all terms and conditions of the agreement
between Bates College and the insurance carrier. Details ofrsachrice plan including benefit amounts are described
in the Summary Plan Description provided to eligible eygds. Contact the Human Resources Department for more
information about life insurance benefits.
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323 FLEXIBLE SPENDING ACCOUNTS

Bates College provides Flexible Spending Accounts (FSAptlmat employees to have pre-tax dollars deducted
from their salaries to pay for eligible out-of-pocket exqggen Participation in the Health Care Reimbursement Account
and/or the Dependent Care Reimbursement Account is optiBngbloyees desiring to participate in a FSA must
enroll/reenroll each plan year. This benefit is availablac¢alfy and staff who are classified as half-time or more.

Flexible spending accounts can be used to pay for preldictab-reimbursed health care and dependent care
expenses during the plan year for which the account was cregttesugh the use of an FSA, employees may be able to
reduce their taxable income without reducing his or her actoairie.

323.1 Health Care Reimbursement Account (HCRAJs a health plan that allows employees to set aside income
that has not been taxed to pay for eligible health care expefikeHealth Care Reimbursement Account offered to
employees has a maximum contribution of $5,000. The anederted by the employee is deducted from his or her
paycheck in equal installments throughout the year; howthaeemployee is able to submit expenses as they are
incurred.

A Health Care Reimbursement Account may be beneficial for thbeelan to spend money during the calendar
year on health or medical expenses. Some examples are insuramys,cglgsses, dental exams, or other health, or
medical needs that are not covered by insurance. Thereforeerif@oyee has a good idea of what costs that he or she
(or a family member) will incur during the next yearsipiossible to save money by starting a HCRA.

It is importantto ensure that one does not contribute more than neddeal ifealth Care Reimbursement Account.
There is an IRS regulation that says i@y money put into a HRCA account that is not usedsilost.(The account
helps the employee pay less in taxes and therefore, thee¢Rtions are very restrictive.) It is always suggettat
employees make conservative elections to this account becahse‘a$e it or lose it rule,” which is a federal law and
not a policy of the College. Reimbursed medical expensestbaxccur between Januarydnd December 3%of the
year enrolled, however employees have until Marcht8ile claims for the prior year.

Details of the Health Care Reimbursement Account are desénilzeBummary Plan Description (SPD). Contact
the Human Resources Department for more information oféhisfit and to obtain enroliment information.

323.2 Dependent Care Reimbursement Account (DCRAs the second Flexible Spending Account that is
available to employees and is used to pay for qualified/ekildt care expenses. It is similar to the Health Care
Reimbursement Account in that qualified expenses are paidbefoee tax basis. In order to be eligible for
reimbursement under this plan, the employee must have andiilds twelve years of age or younger, and that the
employee claims as an exemption on his or her federal tax retua dependent adult/child who is physically or
mentally incapable of caring for himself or herself.

For tax filers who file single and married couples filagint return, the IRS will allow contributions of tp
$5,000 per year. For married couples filing separate retinn$RS will only allow each to contribute up to $2,500.
Please note that the maximum includes the employee’s cordribws well as contributions made on the employee’s
behalf through the College’s Dependent Care Subsidy ProgiRefer to section 325 for more details on the Dependent
Care Subsidy benefit.

Employees who participate in this plan must be actively wgrkif an employee goes on any type of leave,
participation in this plan will cease until the employee returfine laws that govern this benefit limits reimbursable
expenses to those that are paid to a care provider so taph@yee can maintain employment. The care must be
provided outside of the employee’s home and may not baigixticare (day camps are covered, but overnight camps
are not covered).

There are some important differences in the DependentReamdbursement Account as compared to the HCRA
discussed earlier. Reimbursement for child care servicesavielgn only for services that have already occurred
Employees who pay for childcare or camps in advance canneinbleursed until after the services have been rendered.
Additionally, and more importantly, employees cannot beblansed beyond their contributions to the DCRA at that
point in the year.

Though the Dependent Care Reimbursement Account is furitletiefore tax dollars, the money put into this
account will reduce the amount the employee is able to recedvetdlsl care tax credit on his or her income tax return.
Tax credit amounts are reduced dollar for dollar for amatiatishave been contributed to a Dependent Care
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Reimbursement Account. As with the Health Care Reimburseffeeount, any money left in an account that is not
reimbursed is forfeited, so care must be taken to not owierdn account.

Details of the Dependent Care Reimbursement Account areldesor a Summary Plan Description (SPD).
Contact the Human Resources Department for more informatioime Flexible Spending Account program or to obtain
enrollment and reimbursement forms and worksheets.

324 SUBMITING FLEXIBLE SPENDING ACCOUNT CLAIMS

In order to be reimbursed for Health Care or Dependem, @mployees must submit receipts with a claim form to
Group Dynamic, the third party administrator of the Caled-lexible Spending Accounts. Furthermore, when daim
are submitted for reimbursement for dependent care, theyimsligie the dates of service, cost, and tax identification
number of the dependent care provider.

Claims can be mailed to Group Dynamic at Reimbursement Bem&fit§roup Dynamic, Inc., 411 U.S. Route
One, Falmouth, ME 04105 or can be sent via facsimile t6) (281-3841. Group Dynamic issues checks each Thursday
for claims received prior to noon the previous Tuesday.

325 BATES DEPENDENT CARE SUBSIDY

Bates College providetependent careassistance to faculty and staff who are classified as hafdaimmore. To
participate in the Bates College Dependent Care Subsidy, theyemmpiast enroll in a Dependent Care Reimbursement
Account. The subsidy is provided to help offset thescobtlependent care to employees in maintaining employment.
The subsidy is structured to favor those with more dépets and is based on total household income. The Dependen
Care Subsidy benefit is prorated for employees who workhessfull-time.

An application for a Dependent Care subsidy must be istalohalong with a copy of the first page of the
employee’s most recent tax return. If tax informationdsprovided, the subsidy will be based on the higimesime
bracket on the chart.

The combined amount of subsidy and the employee’s catitibto a DCRA cannot exceed the maximum allowed
by law. For tax filers who file single and married cougilésg a joint return, the IRS will contributions up $5,000
per year. For married couples filing separate returnsR8anlill only allow contributions up to $2,500.

The subsidy is based on total household income and thieeamwof dependents that are eligible to be covered;
children 12 years old or younger that you claim on yaxréturn.

The following is a chart of the Dependent Care Subsidytriborions:

TotahAual Benefit Based on Last Year's Tax Return
Gross Household Income

Oto 30,001 to 40,001 to 50,001 and
30,000 40,000 50,000 Over

Number of Dependents
1st Dependent $1,300 $1,040 $780 $520
2" Dependent $2,340 $1,872 $1,404 $936
3rd Dependent $3,120 $2,496 $1,872 $1,248
4th Dependent $3,64( $2,912 $2,184 $1,456
5th Dependent $3,900 $3,120 $2,340 $1,560
6th Dependent $3,90(Q $3,120 $2,340 $1,560

326 FACILITIES ACCESS

All regular employees and retirees, their spouses/padndrdependent children (up to age 21) have access to
Bates facilities, including the Davis Fitness Center, the ice atlemathletic facilities in Merrill Gymnasium and
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Alumni Gym, and circulation privileges in the Library.&'BatesCard is required to access these facilities and services.
Guidelines for employee and dependent eligibility for theeB@ard are available in Human Resources.

In addition to facilities access, there are events of all tifypdaculty and staff members, retirees and their families
are invited to and encouraged to attend, such as lectureghditions and other events.

327 CAMPUS-WIDE EVENTS

Generally, the College holds several campus-wide events thwhiployees are invited. These events are offered
at no charge to employees; some examples are the Employee Readgumitth, generally in April; Presidential Gala,
generally in March; a campus-wide picnic in August; and alaplbrunch in December.

328 PARKING

Employees may park on campus after having registered her eehicle with the Security and Campus Safety
office. There is no fee for parking permits for facultystaff. However, if an employee receives a ticket for a pgrkin
violation, the employee must pay for the ticket. For nigi@mation on Parking, see section 128 of this hankboo

329 BANKING

People’s Heritage Bank offers Bates College employees a feekioh account. Employees can also have their
Bates College identification card serve dual purpose as amtitoTeller Machine card as well. For more information
on the identification card option, please call People’s bigeiBank at 795-5245.

This information about the services of People’s HeritagakBn not intended to be an endorsement of the badk, an
is written for informational purposes only.

330 TRAINING, DEVELOPMENT, AND EDUCATION

Bates College recognizes that the skills and knowledge of fikogees are critical to the success of the College.
Therefore, the College provides opportunities for profesdidevelopment through training and educational programs.
Section 330.1 describes the educational assistance programcandages personal development through formal
education to assist employees in maintaining and improulngglated skills or enhance their ability to compete for
reasonably attainable jobs within Bates College.

Individual courses or courses that are part of a deligersing, or certification program must be related to the
employee's current job duties or a foreseeable-future posititve organization in order to be eligible for 100%
reimbursement educational assistance. Bates College has thessdéati to determine whether a course relates to an
employee's current job duties. Employees should contaktuiman Resources Department for more information or
guestions about educational assistance.

While educational assistance is expected to enhance employeetsragrée and professional abilities, Bates
College cannot guarantee that participation in formal educaiibantitle the employee to automatic advancement to a
different job assignment, or pay increases.

Nonetheless, staff members are expected to grow and developrttiessional skills as a condition of employment,
to ensure that their contributions remain aligned witmtseds of their department and the College. Supervisors are
encouraged to develop good job descriptions and profedslenelopment plans for each employee and provide the
appropriate support and opportunities to ensure employsetop their skills and competencies in line with the
College’s mission and goals.

The College will continue to offer employees opporturatydrofessional development with training programs on
and off-campus. The cornerstones for a good traininglamelopment program are good job descriptions, and
individual professional development plans. A professideaklopment plan will outline for the employee and their
supervisor where the individual’s and the College’s effehtould be best directed to enhance the employee’s potential
contributions to the College. Professional Developmemtgpénsure that the efforts of employees are connected to the
mission and goals of the College.
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The Human Resources Department can assist supervisors amdestddérs with creating and monitoring
professional development plans. Human Resources can alsontss@eveloping accurate job descriptions and
clarifying the link between departmental goals and Goals.2005

The training function within the Human Resources Departcemalso assist supervisors with designing and
developing training solutions for their specific departnaend is responsible for campus—wide training programs.

330.1 EDUCATIONAL ASSISTANCE PROGRAM FOR BATES COLL EGE EMPLOYEES 8/94

As a private educational institution, supporting the conitegt education should be a lifelong process, Bates
College encourages the educational pursuits of its emplofiéesoptions available under this Educational Assistance
Program serve to benefit both the institution and &§.st

Three types of educational programs are covered:

330.1a Job Specific CoursesA single undergraduate level or non-credit course or,ctasxifically determined
to be essential to the employee's present job and takem supervisor's request, at another educational institoition
training location.
Eligibility: Regular employees, Immediately.

Cost: The fee is fully paid by the College. This politso applies to training sessions and special 1-day courses.

Application: To the Department Head or senior officEne Director of Human Resources hears appeals for eligibility
and participation in this program.

Time: Whenever possible, courses should be taken outsitkéngdours. Whenever it is necessary to take a required
course during working hours, the employee will receive payh®time he/she is in class.

330.1b Courses at BatesA course or series of courses taken at Bates College exnghleyee's initiative.
Eligibility: Regular employees, after one year of regelaployment.
Cost: One course per semester at Bates, for credit as a spedéit, will be paid for by the College for regular full-
time employees. The cost of the benefit is pro-ratedefgular part-time employees. The costs include the applicatio
fee. There is a limit of six courses which may be accuedaith special student status.

Application: Application forms are available at the Registaffse.

Employees apply for special student status by submittirgpplication form. Qualified employees are admitted on a
first come first served basis, as space permits. Wiggemission of the instructor is necessary for all spstiglents.

Time: Whenever possible, courses should be taken owtsidéng hours. Courses occurring during regular wagki
hours may be taken provided that it is possible to wothkuith the supervisor a satisfactory arrangement for
rescheduling or otherwise making up missed hours, theneleying the responsibility or duties of the employee's
position.

330.1c Elective CoursesUndergraduate, graduate, or non-credit classes or coetats] to the employee's
potential development, taken at another institution atrtiy@ayee’s initiative.

Eligibility: Regular employees, following three yearscofhtinuous employment. Limited to two courses each fiscal
year (July 1 - June 30) per employee.

Cost: 50% of the tuition is reimbursed by the Collegenugatisfactory completion of the course for reguldrtioie
employees. The cost of the benefit is pro-rated for regaldstime employees.

Application: To the Department Head and the Director wiein Resources who must concur.
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Time: The program must be completed on the employee'sim@n Work schedules may be rearranged as long as the
needs of the department can be met.

331 ROWE FUND (Educational Assistance for Children oEmployees) 6/2/01
The Harry W. Rowe Tuition Grant Fund Program

The following describes the Harry W. Rowe Tuition Gramd-&@rogram (the Rowe Fund) which is provided by Bates
College for its employees on behalf of their children attemndblliege.

Eligibility and Participation. Assistance from the Rowe Fund toward tuition for depenclgtdren is available to each
active or retired full-time Faculty, Administrative Staff, gdpport Staff member (or two persons sharing a singjle f
time employment appointment treated as a single full-timg@me) who has met the applicable service requirement at
Bates College. An active employee is one who is either emphls/ddfined above or is on authorized leave, not
exceeding one year in duration and from which the employéeetiln to full-time employment. For purposes of this
Program, a retired full-time employee is one who separatesféibtime employment by the College on or after
January 1, 2000, and does not continue in the workforce.

Effective January 1, 2000, Rowe Fund assistance is ext¢émdee dependent child or children of a deceased active or
retired full-time member of the Faculty, Administrative Staff Support Staff who has met the applicable service
requirement and whose date of death occurs on or after Janz4go0.

Service Requirement. For a Faculty, Administrative Staff, or Support Staff rbememployed on or before June 30,
1988, eligibility for participation begins after two yeafsconsecutive service. For a Faculty, Administrative Soaff,
Support Staff member starting employment after July 18 16iibility for participation begins after five years of
consecutive service.

Benefits Available.Bates College will provide tuition assistance at Bates or afidigyaccredited baccalaureate-degree
granting institution on behalf of an eligible employeetfe purpose of undergraduate educational assistance for
dependent children.

For purposes of this program a dependent child is eigfas one:

A. Who is a blood descendant of the first degree (igoneor daughter), a stepchild, or the legally adopted child o
an active full-time member of the Faculty, Administrativaf§tor Support Staff of the College or such a child
of an active full-time member of the Faculty, Administratstaff, or Support Staff who retires on or after
January 1, 2000, and/or who dies on or after Janua§0D; 2

AND
B. Who either
() (a) has not attained the age of 19 at the close of thedealgear; or
(b) is a student (as defined in Section 151(c)(4) ofritexnal Revenue Code) who has not

attained the age of 24 at the close of the calendar year;
AND
more than half of whose support for the calendar year wavegciom the active full-time or retired

member of the Faculty, Administrative Staff, or Supj@idff of the College or that member’s
surviving spouse;
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-OR-
(2) has not attained the age of 25 and both of whosatpae deceased.

Effective July 1, 1988 - June 30, 2001.:

For a Faculty, Administrative Staff, or Support Staff memémployed on or before June 30, 1988, Rowe Fund
payments equal 50% of the tuition and mandatory academicffées anllege or university attended, up to a maximum
of one-half of the Bates tuition. For a Faculty, Admimisve Staff, or Support Staff member starting employtraéier
July 1, 1988, Rowe Fund payments equal 10% of the Batkexy€ annual charge as stated in the College catalog.

Effective on and after July 1, 2001:
For a Faculty, Administrative Staff, or Support Staff memémployed on or before June 30, 1988, Rowe Fund
payments equal the greater of either:

(A) 50% of the tuition and mandatory academic fees ofdflege or university attended, up to a maximum of
one-half of the Bates tuition (Bates tuition = comprehenfie as stated in the College catalog less charges for
room and board) ,

OR
(B) 10% of the Bates College comprehensive fee as stated @ollege catalog.

For a Faculty, Administrative Staff, or Support Staff memdtarting employment after July 1, 1988, Rowe Fund
payments equal 10% of the Bates College comprehensive fedeabsiatthe College catalog.

For each dependent child, the benefits of the Fund aitedirro not more than four years of full-time undergegdu
study, leading toward the baccalaureate degree, at accreditadiorsiof higher education. If a student receives other
grants, the sum of the Rowe Fund grant and other syngog shall not exceed 100% of the college's or univéssity
tuition and appropriate charges.

Payment of BenefitsPayments under the Rowe Fund are made directly to the edltagniversity attended by the
eligible child. Bates College pays the grant upon confirmaifeenrollment of the student and confirmation of anisu
due for tuition and mandatory academic fees. Payments are gegatalilated for the academic year; one-half is paid
prior to September 1, and the balance is paid priomoaig 1.

Administration and Information. The Rowe Fund of Bates College is administered by thieg&$ Human Resource
Department. Requests for more information or questigerdéng special situations may be addressed to that office.

332 EMPLOYEE ASSISTANCE PROGRAM (EAP) - 1-877-8785485

All employees, to include temporary and part-time emplgy&#eBates College are eligible to use the services of the
EAP program. Bates College cares about the health and wagj-bkits employees and recognizes that a variety of
problems can disrupt their personal and work lives. Thrdahg Employee Assistance Program (EAP), Bates College
provides confidential access to professional counselingcgsrior help in confronting such personal problems as
alcohol and other substance abuse, marital and family difésufinancial or legal troubles, and emotional distress®e T
EAP is available to akmployees antheir immediate family members offering problem assessrsleoti-term
counseling, and referral to appropriate community and praeataces.

The EAP is strictly confidential and is designed to safehtiee employee’s privacy and rights. Information given
to the EAP counselor may be released only if allowed by théoge®in writing. All counselors are guided by a
Professional Code of Ethics.

Personal information concerning employee participation ifetkie is maintained in a confidential manner No
information related to an employee's participation in thgnarm is entered into the personnel file.

There is no cost for employees to consult with an EAP goselor. If further counseling is necessary, the EAP
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counselor will outline community and private services availapld will try to coordinate services with the Bates
College health plan. The counselor will also let employaes/kvhether any costs associated with private services
may be covered by their health insurance plan. Costs thabacovered are the responsibility of the employee.

Minor concerns can become major problems if ignored. sBlgei is too small or too large, and a professional
counselor is available to help when need€éadll 1-877-878-648%0 contact an EAP counselor.

333 COMPUTER PURCHASE PROGRAM

This program offers Bates employees assistance in purctasimguters through payroll deduction. The College
offers short-term loans to regular full-time, three-geratime, or half-time Faculty and Staff members to enable tbem
purchase computers, printers and related items for thewrgErsse.

TERMS AND CONDITIONS

» This program enables employees to purchase high-quality@mdaking advantage of an educational discount
when purchased online from a Bates authorized vendor. Thgneent must be for the employee’s own
personal use, not for resale. The employee may purchase thmequthrough an outside vendor.

* The employee must pay at least 10% of the purchase price exfuigment to initiate this agreement. The
balance will be through a payroll advance.

» The balance must be paid within a 24-month (2-year) periteks, through a payroll deduction. Payments
must be at least $50 per month.

*  Only one computer, or computer combination such as cariptihter/modem, will be approved at a time. The
balance of an outstanding loan must be completely paid befotkex purchase loan is approved.

« If the employee terminates employment at Bates before the lpardishe remaining balance becomes due.
The signed loan agreement authorizes the College to deduetraaining balance from the employee’s final
paycheck. If the final paycheck is not large enough to ditneebalance, the employee must make
arrangements to cover the balance.

For more information on the Computer Purchase prograto,abtain an application and instruction sheet call Human
Resources.

334 RENTAL REAL ESTATE Revised 7/2001

The primary purpose of the College’s acquisition and ovied residences surrounding the campus is to provide
space for future expansion of buildings, green space and@tiiege needs. The secondary purpose is that, while these
buildings consist of dwelling units, these units mayénted, both to accrue income to offset the cost of psech
maintenance and repairs, and to provide housing that ssstemt with the needs of the College.

Employees who relocate from at least 50 miles away from Baleg€and have been employed with the College
for less than 15 months are eligible to rent availablegst@s. Employees who depart from the College are requaired
vacate College rental properties within 60 days of termigdkiair employment with the College. Employees who join
the College after July 1, 2001 are required to pay theiitheough payroll deduction.

Units shall normally be rented according to the followpnigrity:
1. Consideration for the recruitment and retention neettedEollege.

2. Faculty and Staff members with temporary appointni@rits cannot reasonably be expected to make long-term
commitments on housing), or Faculty or Staff membersavhaelocating from a distance, particularly those whose
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schedules and distances make it impossible to come togthéneadvance of their appointment starting date to make
housing arrangements.

3. Bates employees whose responsibilities indicate thatnpitgxio the College would be advantageous.

4. Any Bates employees or Bates students.

5. Other tenants with appropriate references (tenancy ditatene year leases)

LIMITATION OF TENANCY

Effective, March 1, 1994, the duration of tenancy of remtaperties belonging to Bates College, in addition to the
longstanding College policy that all tenants are “tenantslétwill be limited for tenants beginning their tenancyeaft
that date. These tenants will be limited to seven (7) caleredas wf tenancy in any Bates rental property or properties.
The seven years will include any years that the tenant may leawa subletting the units(s), or otherwise absent.

This policy is written to maximize the availability of tennay housing for new employees who relocate to this area
from a distance, or who have temporary appointments &dhege and cannot be expected to find permanent locations.

Tenants who have rented these properties before 3/089affected by this limitation, but will still remain
tenants at will, as are all tenants of the College’s rentakptyplf a unit becomes vacant, the limitation policy will
apply with the new rental.

335 TRAVEL ACCIDENT INSURANCE

Employees are covered by a Group Travel Accident policy wiaerling on College business only. Bates College
pays the entire cost of this plan. The plan provide$2560,000 coverage for loss of life. The College hatemwri
guidelines for those who travel for the College as a gahteir work, and who attend professional development
meetings and conferences. For more information, pleaséealdcounting and Budget Office.

336 BENEFITS FOR RETIREES

After an employee has officially retired from the College, hehe may be eligible for certain College benefits. The
eligibility for benefits recognizes the retiree’s contributibmshe College and encourages the individual to retain
membership with the Bates community.

* Recognition at Annual Employee Recognition Lunch

»  Gift upon retirement

» Bates College identification card

» Facilities access to library, gym, and recreation facilities

» Mailings and invitations to events, lectures, and gatherings

* Access to group health plan, at the retiree’s expense [RsdLb years of service and 55 years of age]
* Rowe Fund for children of retirees [Requires 15 yearsrofceeand 55 years of age]

RETIREMENT BENEFITS
337 RETIREMENT BENEFITS

Bates College maintains three separate plans providing iRetitdoenefits. In order to participate in the Bates
College regular retirement plan, or the 1% Match plan, thEame must be classified in a regular position that is half
time or more. All employees regardless of their status aditipate in the 403(b) plan, which is a Tax Deferred
Annuity Plan, but employees will not receive a 1% match flwerQollege unless he or she is a half-time or more
employee. If atemporary employee exceeds 1000 hoursaleadar year, he or she will become automatically eligible
for participate in both the retirement plan and the 1% Malah p
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338 BATES COLLEGE RETIREMENT PLAN

Participation eligibility starts on the first of the miarfibllowing 30 days of employment in the College's pamsi
plan. The pension plan is a 401(a) defined contributian. pUnder this plan, employees are guaranteed a defined
contribution into the plan and the employee directs thestnvent of his or her contributions. The college cbntas on
an annual basis, 6.7% on the first $16,850 of base earaimj11% thereafter. Every January the 6.7% rate resumes
until earnings exceed $16,850.

Employees must complete the required enroliment forradeive the benefit. Failure to complete the enrollment
form can delay contributions. Enrollment forms are availabléuiman Resources.

Employees are eligible to retire early at age 55 with 15 yéamsraice. Normal retirement occurs on th& 65
birthday of the employee. A faculty member’s normal retaetis the last day of the academic year in which they turn
65.

Complete details of the pension plan are described in an8onPPlan Description provided to eligible employees.
Contact the Human Resources Department for more information.

339 TAX DEFERRED ANNUITY PLAN 403(b)

Bates College has established a 403(b) Tax Deferred Arpiait, which is a supplemental retirement plan that
provides employees with an additional opportunity to setuture financial security for retirement. All employees are
eligible to participate in the 403(b); to participate employeestmomplete the appropriate enroliment form and sign a
Salary Reduction Agreement.

Because contributions to a 403(b) plan are automaticetlyated from an employee’s pay before federal and state
tax withholdings are calculated, the employee saves tax dollarbybaving their current taxable income amount
reduced. These contributions are not exempt from Social 8etares or Medicare Taxes. Employees can elect either
a flat dollar amount or a percent of their earnings. Emegit forms can be obtained from the Human Resources Office.

The amount that an employee may place into a supplemental mtiraotount is limited each year. For a
calculation of the amount that can be placed into an indivishapgloyee’s account, please call the Human Resources
Department.

Complete details of the 403(b) savings plan are describe&immary Plan Description provided to eligible
employees. Contact the Human Resources Department for mamadtion about the 403(b) plan.

340 BATES COLLEGE 1% MATCH PLAN

Bates College has established an additional 403(b) retiremenity plan to aid employees in preparing for future
financial security in retirement. As an incentive to partitg, the College matches the employee’s contributions up to
1% of the employee’s salary.

To be eligible for the match, the employee must be enrolladdrcontributing to a retirement annuity under the
Tax Deferred Annuity Plan described in section 339 abdligjible participation starts on the first of the month
following 30 days of employment.

Complete details of the 403(b) savings plan are descritbé iBummary Plan Description provided to eligible
employees. Contact the Human Resources Department for mammatibn about the 403(b) plan.

LEGALLY MANDATED BENEFITS

341 WORKERS' COMPENSATION INSURANCE

Bates College provides a comprehensive Workers' Compeangaiarance program at no cost to employees. This
program covers any injury or illness sustained in theseoaf employment that requires medical, surgical, or kadspi
treatment. Subject to applicable legal requirements, WorRerspensation insurance provides benefits after a seven
day or 56 hour waiting period or, if the employee is itaped, immediately. Employees are able to use sick and
vacation during the waiting period. In accordance with saateWorkers’ Compensation provides 80% income
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replacement for eligible participants.

Employees who sustain work-related injuries or ilinessesldhinform their supervisor immediately. No matter
how minor an on-the-job injury may appear, it is impatrthat it be reported immediately. This will enable an leliggi
employee to qualify for coverage as quickly as possibkferRo section 509 for more information on reporting
Workers’ Compensation claims.

342 SOCIAL SECURITY AND MEDICARE TAXES

In compliance with the Federal Insurance Contribution Bates College withholds 7.65% of the employee’s
earnings for social security (6.2% for Social Security an8%.fbr Medicare). On behalf of the employee, the College
matches the employee’s contributions and deposits bothlatiins with the Internal Revenue Service.

343 UNEMPLOYMENT BENEFITS

The College is required to reimburse the state of Mainelfanamployment benefits and all costs of
unemployment compensation, which the State pays to terminatédye@pwho qualify for unemployment benefits.

344 BENEFITS CONTINUATION (COBRA)

The federal Consolidated Omnibus Budget Reconciliation AOBRA) gives employees and their qualified
beneficiaries the opportunity to continue health insuraneerage under Bates College's health plan when a "qualifying
event" would normally result in the loss of eligibilitthtome common qualifying events are resignation, terminafion
employment, death of an employee, a reduction in an empldy®e's or a leave of absence, an employee's divorce or
legal separation; and if a dependent child becomes ineligibleealth care coverage because of age or changes his or
her status as an eligible student.

Under COBRA, the employee or beneficiary pays the full atbsbverage at Bates College's group rates, plus an
administration fee. Bates College provides each eligible emploijlea written notice describing rights granted under
COBRA when the employee becomes eligible for continuingregeeunder Bates College's health insurance plan. The
notice contains important information about the employégss and obligations. COBRA benefits do not apply t
domestic partners.
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PAYROLL PROCESSING AND PAY ADMINISTRATION

400 PAYROLL OVERVIEW

This section of the employee handbook governs pay ancefagd practices and contains important information
about benefit and tax deductions. This section also cenaiful information about pay and salary administration
practices.

401 TIMESHEETS AND TIMEKEEPING

It is the responsibility of every nonexempt staff mentbeaccurately record the time he or she works on a timesheet
each pay period. The staff member’s supervisor must rehietwmesheet for accuracy, verify the hours worked, and
calculate any hours eligible for premium pay (overtime, siffierential, or other). The signature of the staff member
and the supervisor certifies the accuracy of the informatiohetirhesheet. Federal and state laws require Bates
College to keep an accurate record of time worked in ordmsit¢alate nonexempt staff member's pay and benefits.

Nonexempt staff members should report to work no nt@e 7 minutes prior to their scheduled starting time nor
stay more than 7 minutes after their scheduled stop tithewt the prior approval of their supervisor. Likewj
overtime work must be approved before it is performedegixunder extenuating circumstances. For more information
about work hours, refer to section 227 of this hanédboo

Supervisors of staff members who are working partf;,hal three-quarter-time due to restricted duties while
earning Short-term Disability or Workers’ Compensationefissmust ensure that the staff member’s timesheet
correctly lists actual hours worked and time approved uthéeappropriate benefit category. Supervisors are also
responsible for ensuring that their staff member’s timeshedicate all paid and unpaid leaves, including Family or
Medical leave.

Timesheets must be submitted on time each pay period infordestaff member to get paid. The Payroll Office
cannot assume that a nonexempt staff member has worked. Ardsidgymitting timesheets may result in the staff
member not receiving a paycheck on the scheduled payday.

402 PAYDAYS

Nonexempt staff members are paid biweekly on every othans@ihy. Each paycheck will include earnings for all
work performed through the end of the previous payretiod. Pay periods end on the Saturday prior to eactapay
There are 26 pay periods during a calendar year for nonexeenghbyees.

Exempt employees (faculty, administrative and professiiaéf) are paid on a monthly pay cycle. Exempt
paydays occur on the second Thursday of each month. Thedatealihen the monthly employee receives his or her
paycheck will vary, but will always be on the second Thursdaach month. Exempt employees are paid for the entire
calendar month on each designated payday.

403 PAY DEDUCTIONS AND PAY STATEMENTS (Stubs)

Employee’s pay statements (stubs) contain importantiation about the individual's pay, benefits, leaves, and
other employment-related information. The pay statemeniradhales information such as Bates College’s
contribution to various benefits and tax deductions. aFtbetailed list of the elements contained on pay statemerms, ref
to section 404.

403.1 Benefit Deductions- For exempt personnel, benefits credits and all besheditictions are taken during each
monthly pay period. For nonexempt employees, there apayferiods during a calendar year and benefit credits
provided by the College are distributed in each of thea®periods. However, benefit deductions are taken from the
employee’s pay only 24 times per year, or twice a monthis fEsults in two benefit deduction-free checks during
months where there are 3 pay periods.
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The actual amount deducted will be determined by the benefite/éire elected during initial benefits enroliment,
or those benefits selected during the annual open enrollregatip

403.2 Leave Accrual-For exempt staff personnel, leaves accrue each monthly pag.pEno nonexempt staff,
leaves accrue in 24 of the 26 pay periods. Leaves are eargororated basis, based upon the number of hours
worked during the pay period. An individual staff memimesst work the entire pay period to earn the full amadint
leave for that pay period. All leave accrual will be noted erfaHowing pay statement.

Staff members who do not have a sick leave balance and ¢kkeasie before it is accrued, will automatically
have the appropriate amount of vacation time deducted, ifblai New staff members with the College for less than 6
months will not have vacation time available. Staff memimis take vacation time before it is accrued will not be paid
for the time away.

Time away from campus that is not sick leave or an apgrgsacation, is considered unpaid leave. In accordance
with section 316 of this handbook, all unpaid leaves meisigproved by the appropriate vice president or dean unless
otherwise provided by College policy. Therefore, staff mensinay not exhaust all of their sick leave and create an
unlimited bank of time off by choosing to receive no peteéad of using vacation leave. Staff members also may not
exhaust their vacation time and create an unlimited bank efdffrby choosing to receive no pay for unapproved time
away from campus.

Patterns of use of sick or vacation leave that would indicateeainay be reviewed by the supervisor. As noted in
sections 307 and 308, vacation time must be approved antihsickan be scrutinized if patterns of use indicate
potential abuse.

404 PAY STATEMENT CODES

The abbreviations and codes that are used in your paynstat are located in the appendix portion of this section.
See Appendix 2 for a complete listing. If you have anystjomes, call the Human Resources Department.

405 DIRECT DEPOSIT AND PAPER CHECKS

All current Bates employees are encouraged to enroll in diegisit. Direct deposit is safe, confidential, and
convenient. Payments made by direct deposit have neveldstern fact, there are a number of potential problems
with paper checks, refer to section 406 for informaéibaut lost checks. To enroll, employees must complBieect
Deposit Authorization Agreement form in the Human Resources Department and attach a voidekl wfith their form
(employees who bank with credit unions will have to piteva voided check and deposit slip). As of July 1126w
Bates employees and students are required to enroll in deposit at the time of initial employment.

An added benefit of being enrolled in direct deposihat paychecks processed through direct deposits can be
deposited into more than one bank account. Employees carhleavesatycheck divided and sent to multiple bank
accounts. Such arrangements are repeated automatically each gbodiang the employee greater flexibility and
control over managing his or her pay.

Employees enrolled in direct deposit will always receive a agraent that lists information identical to that
reported on traditional paycheck statements. The direcsiggmy statement lists how much was deposited into each
account and how much was deducted for taxes, benefitstlaitems.

Direct deposit statements and paper payroll checks are magdegh@mployee’s home. The Human Resources
Department cannot hold checks for individual employeespl&raes who are on vacation or otherwise desire that their
paper check be handled specially are encouraged to sign dipeftt deposit.

Direct deposit at Bates is made easier by the benefit of liankin Peoples Heritage Bank. As noted in section
329 of this handbook, employees are eligible to receive freekiiy with Peoples Heritage Bank to ensure that there are
no costs to have direct deposit paychecks. Enrollingréctideposit is free, safe, and convenient.

The College transmits direct deposit two days before thedlsitdd pay date. Your banking institutions will make
your payment available at some time on the actual pay date. Sok®will make it available as early as 12:01 a.m.,
whereas other banks will post your payment later in the day

Therefore, Payroll will not take action on direct depfasiing to appear in your account until after 2:00 p.m. on
payday, as it is likely that your bank has the money anddtamade it available for withdrawal yet. Please call Human
Resources at x-8218 for more information about enroilirdjrect deposit.
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406 PAY CORRECTIONS AND LOST CHECKS

Bates College takes all reasonable steps to ensure that empkxneies the correct amount of pay in each
paycheck and that employees are paid promptly on the sctgghyday. In the unlikely event that there is an error in
the amount of pay, the employee should promptly bringligeepancy to the attention of the Human Resources
Department. When Bates College is responsible for the @reawill make every effort to correct mistakes as quickly as
possible. However, if the amount of the error is less $%9, the College reserves the right to correct the eribiei
following scheduled pay period.

When an error is made in reporting time accurately ont#ftrsember's timesheet, a delay may occur in processing
the change. Therefore, it is imperative that the staff meenzbthe staff member’s supervisor verify the accuracyeof th
staff member’s timesheet prior to submitting it to therBlhpffice. Paychecks for late timesheet submissions will be
processed on the Friday after each payday. Exceptions fmotltg will require the approval of the Director of Human
Resources. For more information on timesheets, see secfi@mn4Bis handbook.

On occasion, an employee loses their actual paper paychedirgraycheck is lost in the mail. Experience shows
that every pay period there are one or two paychecks thatagkeitently delayed by the U.S. Postal Service.
Therefore, the Payroll Office will not take action on a dethgheck until the following Monday since most delayed
paychecks appear in the employee’s mail on Friday or Satuftiayent employees are encouraged to enroll in direct
deposit to avoid the inconvenience of having a delay inviecgiheir pay.

407 DEDUCTIONS FROM PAY

There are a number of deductions that will occur from rawgtloyee's compensation. Among these are applicable
federal and state income taxes. Social Security deductions @atal#s from each employee's earnings up to a
specified limit that is called the Social Security "wage basei$ déduction is noted on the employee’s pay statement
as FICA (actual social security deposits) and FICA MED (domiions to Medicare) and are combined to equal 7.65%
of the employee’s taxable pay. Bates College matches the aoidamtial Security taxes paid by each employee; Bates
College’s match of 7.65% of the employee’s taxable earninystésl on the pay statement as well.

In addition to legally mandated deductions, each benefibldigmployee will have deductions from their paycheck
according to the benefits selected from the Bates College #ebdriefits program. Employees make their benefit
selections during their initial employment processing owaily during the benefits Open Enrollment period. Blai
employees authorize deductions from their paychecks to dueeost of participating in these programs. For more
information on benefit deductions, please refer to secti@ro#this handbook.

Other wage deductions, such as garnishments or tax lenagsdye made to fulfill legal requirements when
appropriate. International employees may be exempt from certais daxl social security withholdings according to
appropriate tax treaties and IRS regulations.

Questions concerning paycheck deductions should be ditectieel Human Resources Department.

408 OVERTIME

Overtime compensation is paid to all nonexempt staff neesnib accordance with federal and state wage and hour
guidelines. Bates College also grants overtime for nongixstaff members for hours taken as vacation or sick leave.
Time off for holidays, personal leave or any leave of abseilteatbe considered hours worked for purposes of
performing overtime calculations.

Overtime is paid for all hours over 40 per week. Batete@elcalculates overtime on a weekly basis, therefore,
working 10 hours on one day does not count as overtinassithe total amount worked for that week exceeds 48.hour
The overtime pay rate is one and one-half times the staff Br&smwbgular rate, which includes special compensation
(shift differential, call-in pay, other premium pay, etc.).

All overtime work must receive prior approval of the staéfmber’s supervisor. When possible, staff members will
be given the opportunity to volunteer for overtime waskignments. In other cases, overtime assignmentsewill
distributed as equitably as practical to all staff membeafifapd to perform the required work. In certain sitaas,
overtime is expected or is required as a condition of empdoy. In such cases, it is usually noted at the timeref bi
in advance for major campus events or unusual departmental denmaxamples of mandatory overtime are working
during a weather emergency for essential personnel, Commenceeskandg, or at other times when College needs
prevail.
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409 HOLIDAY PAY

Regular staff members who are eligible to earn leave will recelidaly pay in accordance with section 305 of this
handbook. Holiday pay is based upon the number of tiberstaff member is normally schedutedvork, up to a
maximum of 8 hours. Half-time and three-quarter-time st&fifinbers will be paid 4 or 6 hours of holiday pay,
respectively.

Nonexempt staff members who work on a scheduled Colldgaiavill be paid time-and-one-half for the hours
actuallyworked on the holiday in addition to regular holigeay. However, staff members may elect to receive time-
and-one-half pay for the hours actually worked on the aplahd take another day during the same pay week as the paid
holiday; this arrangement is subject to approval by thémsinber’'s supervisor in advance.

410 EMERGENCY CALL-IN PAY

Certain nonexempt staff positions are eligible to receivddrcahy for coming to campus to respond to a bona fide
campus-wide College emergency. Designated positions are aetdrim advance by the Human Resources Department
and are routinely placed on call because of their job regaeines. Events designated as campus-wide emergencies for
the purpose of this policy are made by the Vice Presidetdaet Management and Treasurer.

The minimum pay for being called in before midnight is tvours of pay at time-and-a-half. The minimum pay for
being called in after midnight is three hours of pay at tamé-a-half, regardless of the length of the emergenchelf t
staff member works for more than the minimum two or thi@es, he or she is paid for the actual amount of time
worked. Shift differential does not apply to emergeca-in pay.

411 PAGER TIME OR WAITING TO WORK TIME

Certain nonexempt staff positions who are regularlgdaled to be in a waiting to work status are eligible to
receive pager pay for being on call 24 hours a day in casesingreged of the College emerges. Designated positions
are determined in advance by the Human Resources Department ematiagdy placed on call for designated periods
of time.

The pay for pager time is 4 hours of regular pay for eadkuwhe staff member is in a waiting to work status. If a
staff member comes in to respond to an emergency, he eviklalso receive Emergency Call-in pay in accordance
with section 410 of this handbook.

412 SHIFT DIFFERENTIAL

Bates College’s policy is to give additional compensatiomdgular nonexempt positions that routinely require
work to be scheduled outside of the normal daytime holirshift differential shall be paid to regular staffmigers
who are required by management to work certain evening, mighteekend hours. Eligible hours are those that occur
when one or more hours are worked between 6:00 p.m. @adgn., Monday through Friday, or for any work
occurring after 6:00 p.m. Friday evening, all day Saturdagagl Sunday, and until 6:00 a.m. on Monday morning.
Work arrangements that are approved on the basis of cemeento the staff member, shall not be considered an
assigned evening, night, or weekend shift for the med this policy. Student and temporary employees are not
considered regular employees and, therefore, are not eligitdedive a shift differential.

Only regular, nonexempt staff members, who are regulardsiéd to work in positions that normally require the
individual to work evening, night, or weekend hours, @igible to receive shift differential pay.

Eligibility: Typically, shift differential pay is approved for pasits in departments that require around-the-clock
coverage or operations that consistently require late evamgitg, or weekend coverage. Eligibility for a shift
differential is tied to the position and time period keat, and is not an entitlement of individual staff mersb
Positions that are eligible to receive a differential are aggkdy Human Resources in advance.

A shift differential is paid in addition to the regulasurly rate when at least one full hour is worked duperiods
of time covered by the shift differential. For partialins of 30 minutes or more, a full differential is paidyided that
one full hour has been worked prior to the partial hour

If a staff member who typically works the evening, nigintweekend shift is temporarily assigned to the ¢y, s
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he or she will not receive any shift differential for trmurs worked during the day shift. A staff member ledy
assigned to a rotating shift, a split shift, or whautagy rotates shifts, shall be paid the shift differertially when
working the specific position and hours for which aetiétial has been approved.

Rate: The standard rate at which Bates College compensates forftalvaitki is fifty cents ($.50) an hour in
addition to the staff member’s regular base rate of @dne shift differential rate for overtime hours will beadhted at
1 ¥ times the shift differential rate. Shift differentialyps not included in the pay of staff members who arpaith
leave, such as vacation, sick leave, or holidays, etc., aridshzaid only for hours that are actually worked. The
maximum shift differential that can be paid for any hourkedris fifty cents per hour.

Shift differential pay is subject to the same payroll dddns and payroll charges as regular salary or wages, but
is not used in the calculation of benefit credits. Thealségstaff member’s supervisor is responsible for enguttiat
the staff member’s timesheet correctly reflects the appropmagevtorked and notes the hours where the shift
differential applies.

Special Circumstances: Staff members who are asked to comerig the evening, night, or on the weekend by a
manager to work in a position that is normally eligibledshift differential will receive the appropriate diffetiah
Staff members who are asked by a manager to work oveailadllreceive the differential if he or she works for one hou
or more into the eligible shift differential period.

Emergencies declared by the Senior Emergency Response Groopemed by sections 138 and 414 of this
handbook and such emergencies are not eligible for a dffitetfitial, but are governed by the pay provisions of that

policy.

413 PAY ADVANCES

Under rare circumstances, employees may receive an advance agamesedrnings in the form of emergency and
vacation advances. All pay advances are taxable wages at thodf threeadvance. The following guidelines govern
advances when they occur:

1. The employee must have an emergency situation or a finaaekimat cannot be met by other sources. Emergency
situations do not include regular monthly expenses ansubiect to the approval of the Payroll Manager.

2. Requests for advances may not exceed the net amouateshioyee’s next two paychecks.

3. The employee must authorize in writing that the advaiitbenpaid back through a payroll deduction within a two-
month period of time.

4. Vacation advances will be authorized for employees whde&von vacation during the week of a scheduled payday.
A vacation advance is limited to the amount of net pay the@melwould receive on the scheduled payday. Vacation
advances must be paid back on the regular scheduled p&aydely.requests must be submitted to the Payroll Manager
at least one week prior to departing for vacation. Emplogmeencouraged to plan for their vacations and enroll in
direct deposit in order to have access to their paycheck whilg filam campus.

5. All emergency and vacation requests require the apprbtre &ayroll Manager.
6. Employees who have outstanding debts to the Collegeoteligible to receive a pay advance.

7. Due to the rare nature of such advances, only one advrageedless of the kind of advance) is granted incalffis
year.

Requests for advances that are larger than two months, salgugsts to pay back advances over a longer period of
time, or more than one request in a fiscal year, must hawappiteval of the appropriate vice president or dean, as well
as the approval of the Vice President for Asset Managementraadufer. Such requests should be submitted to the
Payroll Manager before being submitted to the appropriagepresident or dean.
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414 PAY FOR COLLEGE EMERGENCIES (including Weather Emergencies)

The excerpts below are taken from @mlege Emergency Procedures and Policies (also known as thgenior
Emergency Response Group Policy) and govern pay for weather emergencies only. Fog mformation on this policy,
please refer to section 109 of this handbook.

When Bates College declares a weather emergency, only "essensalimarshould report for work as scheduled.
Employees not asked to report to work (except temporapjayees) will receive their regular pay. If an employee is
on vacation or sick leave during a declared weather emergencg¢tlade offices are closed), the day(s) of emergency
will be added to the employee's vacation or sick leave balance.

Regulamonexemptemployees who are required to work during a weather emergéthcgceive pay at 2 %2 times
the straight time rate of pay. This is figured by adding times pay (the overtime rate) and an added 1 time (gtraigh
time) pay to make allowance for the excused time pay receivethbyrmnexempt employees during the emergency.

Temporary employees may be required to report for worikgluveather emergencies if they are declared essential.
Temporary employees who work during the weather emergencigenificeive time-and-one-half pay for hours worked,
in accordance with the normal pay policies and practicesdCtilege.

If Bates does not declare that College offices are closed adteofesweather emergency, weather conditions
nevertheless may cause employees to be concerned about travalmgftom work depending on the distance of travel,
the hazards of driving, or other subjective factors.ubhsases, the employees will have to make their own judgments
about whether to stay home or to leave work early. An emptogleelsion, based on individual circumstances, will be
respected when shared with his or her supervisor. éfigrioyee chooses not to travel or decides to leave work early
because of concerns about the weather, he or she may use acdivadation time, make up the time on other days
within the samevork week (or its practical equivalent) if approved by the superyisotake leave without pay.

415 PAY WHILE ON LEAVE (Unpaid Leave, Workers’ Compensation, Short-Term Disability, etc.)

This section provides information in addition to polizesection 300 of this handbook which governs leaves and
benefits. This section also provides detailed informatimutpay administration with regard to leaves.

415.1 Unpaid Leave- Typically, when on an approved unpaid leave, employékesot receive any pay or
benefits from Bates College. Furthermore, employees wiilhocrue vacation or sick leave or receive any benefits that
are reserved for active employees.

During the period of unpaid leave, all benefits are suggbrakcept that the employee may elect to continue
participating in the College’s flexible benefits program bsuasing the entire cost of his or her participation. The
employee may elect to remain on certain benefits by payingdhedunal’'s and the employer’s share of costs, where
appropriate for the benefit elections that the employee has chosen

Depending upon the circumstances that have necessitategaid le&ave, and in accordance with federal
regulations governing benefit elections, an employee may bdabhange his or her benefit elections during this period
of time. For more information please refer to sectionl3fStatus Changes or call the Human Resources Department.

415.2 Short-Term Disability (STD) — In accordance with the Bates College STD program noteelction 317 of
this handbook, the College pays 75% of a staff membass salary after a 30 calendar day elimination period of STD
Leave.

During a period of STD, employees do not accrue vacatisitk leave, but the employee’s benefits continue at the
normal rate. For more information on matters pertainirghtort-Term Disability, please refer to section 317 «f thi
handbook.

415.3 Workers’ Compensation- In accordance with the state laws that govern this prognaployees are
provided with 80% of their average after tax weekly corspgan after a seven day or 56 hour elimination period.

During a period of Workers’ Compensation, employeesat@accrue vacation or sick leave, nor earn pension
benefits. Employees receiving Workers’ Compensation bemfiteowever continue on the College’s health insurance
and life insurance plans if enrolled in these plans poidvecoming eligible for Worker's Compensation benefits.

For more information on matters pertaining to Workerghensation, please refer to section 341 of this handbook.
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416 COMPENSATORY TIME AND SCHEDULE CHANGES

As a private employer, Bates College cannot offer compendat@y Nonexempt staff members must be paid for
time worked when it is worked in accordance with goverfigigral and state laws. Compensatory time is allowed by
law only for public sector employees.

However, staff members and their supervisors may useiblfiescheduling arrangement for the rare occasions
when work demands are not of a routine nature. Thedbl8earrangements allow changes in time worked during a
calendar week. An example under this arrangement, the stafbenenight work two days of ten hours, two days of
eight hours, and one day of four hours for a totallofidurs worked that week. Any hours worked in exced$ ¢fours
in one week for a nonexempt employee must be paid as ogertim

For exempt employees, and in accordance with section 2Bi&dfandbook, there is an expectation that full-time
exempt employees work at least 40 hours per week. Variatidgimse worked should be arranged by agreement and
approval of the individual exempt staff member and hisesrsupervisor. However, any extended or permanent change
in the arrangement that results in less than an averaifehaurs per week worked will require approval of the
appropriate vice president or dean and/or the President.

417 VACATION LEAVE PAY OUT

Any staff member terminating employment, who has woeketie College for at least 6 months, is entitled to all
accumulated and unused vacation pay. This vacation pay wiltheléd in a final check that will normally be paid in
the pay period following the staff member’s last day ofkwprovided that the staff member has completed exit
processing according to section 237 of this handbook. mBoe information on vacation leave accrual, please refer to
section 307 of this handbook.

418 LAST PAYCHECK

The employee’s last check for vacation leave pay out, wilklid qn the nearest pay period to the resignation or
departure notice. Before an employee receives their last cleeok she must complete appropriate exit processing as
noted in section 237 of this handbook.

Employees must return all College property on or before ldtiday of work. As appropriate with applicable
laws, Bates College may withhold from the employee's finathpegk the cost of any items that are not returned when
required. Bates College may also take all action deemed appedprigcover or protect its property as well as
withhold any indebtedness to the College.

The employee’s last check will not be released until botletf@oyee and the employee's supervisor have
completed their portion of thgates College Termination Procedure Checklist. Among other items, this checklist
ensures that the employee has completed all of his or hgrregéssing and confirms that the employee has returned all
Bates College property. Employees are asked to ensure thaugpeivisor has verified that all of their appropriate exit
processing has been completed. Giving appropriate attentibaBates College Termination Procedure Checklist will
ensure that the employee receives his or her last paychedkieharmnanner.

PAY AND SALARY ADMINISTRATION (FOR STAFF MEMBERS)
419 SALARY ADMINISTRATION

The goals of the salary administration program at Batdsg#goare to achieve consistent pay practices, comply with
federal and state laws, mirror our commitment to Equall&ynpent Opportunity, and offer competitive salaries withi
our labor market(s). Bates College recognizes that recraitidgetaining talented staff members is critical to the
College’s success. ltis, therefore, committed to pagtaffi members equitable wages that reflect the requirements and
responsibilities of their positions and are comparabthdgay received by similarly situated staff members in like
organizations. Generally, the compensation for positioBats College is determined by several factors, including job
analysis and evaluation (Job Classification), the essentiabdand responsibilities of the job, and salary survey diat
pay practices of other employers.

To facilitate the goals identified above, Bates College w#lnapt to classify positions appropriately and to attach
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appropriate market-based salary ranges to each positefer te section 210 Job Descriptions and Job Classifickdion
more information. Market wages will be determined by thenein Resources Department using recent salary survey
data from reputable sources. Generally, Administrative paetavill be compared to appropriate national markets,
professional positions will be compared to regional marketssupport staff positions will be compared to local and
state markets. Salary ranges will be adjusted every 3¢ar to reflect changes in the economy and marketplace.

Bates College will periodically review its salary administnaprogram and restructure it as necessary to achieve
the aforementioned goals. All pay and salary actions are rediaithin the context of the overall compensation goals
of the College which are designed to support the missidngoals of the College.

The Human Resources Department is available to answer speeifiboms about the salary administration
program Staff members who have particular questions aboutphgishould bring their pay-related questions or
concerns to the attention of their immediate supervisors,ast responsible for the fair administration of departnhenta
pay practices.

420 POSITION SALARY RANGES

Consistent with the Pay Equity process started in 1®@7College generally establishes a salary range for staff
positions within a 40% salary range band. Minimurarsas are established as 20% below the market median/average
wages and maximum salaries are established at 20% abovarttet median/average wages for each position.
Individual faculty and staff salaries are confidential and atguablished.

421 STARTING SALARY RANGES

Starting salaries for staff positions are usually themmimn or near the lower end of the salary range. Starting
salaries shall also take into consideration internal eqlmtgrnal equity is the potential starting salary of a caatdids
compared to current Bates staff members. An aim of the@®H compensation practices is to ensure the wages of
current and new staff members are equitable with coragidarto the qualifications and experiences of each.
Nonetheless, individual staff member salaries are confidentizh@not published.

Starting salaries fgrositions are established after a classification evaluation has occurgukfore the recruiting
process has begun. Requests for a starting salary facaptenally qualified candidate that is outside of the
established starting range for the position are requestedtingiby the hiring manager with proper justificationthe
Director of Human Resources. The request will be revidwete Director of Human Resources who will comment on
the relative merit of the request in comparison to appatgorarket data, internal equity considerations, departmental
and College needs, and other dynamic considerations relatextuiing and employment at that time. After this
review, the request is forwarded to the Vice PresiderA$eet Management and Treasurer for action.

422 ANNUAL SALARY INCREASES

Annual salary increases, when authorized, will be based hpaetommendation of each department head. Each
recommendation for annual increases will be forwarded to amelwed by the appropriate vice president or dean. Final
approval of each salary recommendation is made by the Presihdaty increases, when granted, will become effective
on July 1st each year for staff members, and on Augtirifaculty members.
423 OTHER PAY- OR POSITION-RELATED CHANGES

Generally, changes to pay, employment status, or bewefiur at the beginning of each fiscal year. Exceptions to
this policy must include justification as to the compellirrasons for making a change outside of the timeframe and

cycle of other College pay related matters. All other pay-relzdtadges are governed by the following protocol:

1. Changes to the pay of any staff member must be requesteiting by the department head, director, or other
official who has budget authority.

2. This request shall be submitted to the appropriatepriesident or dean.
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3. After the approval of the appropriate vice presidenean, the request should be submitted to the Vice President
Asset Management and Treasurer via the Director of Human Resou

4. The Director of Human Resources will comment on the réguigsconsideration as to the relative advantages or
disadvantages of the request in context with other Golley-related practices, in comparison to internal equitgsssu
and in consideration of the overall compensation goalseo€bllege.

5. The request is submitted to the Vice President for Adaetgement and Treasurer for review and action.

424 INTERNATIONAL EMPLOYEES AND THE IMMIGRATION RE  FORM AND CONTROL ACT OF 1986

In accordance with the Immigration Reform and Control #986, it is Bates College policy to hire only those
individuals who are authorized to work in the Unitedt&. Pursuant to this law, all individuals who are effer
employment will be required to submit documentary pafdheir identity and employment authorization. Employees
will be required to complete, and sign under oath, Imnimnand Naturalization Form 1-9. This form requires
candidates for employment to attest that they are authorizedrkoon the job for which he or she may be hired aatl t
the documents submitted are genuine. In addition toniequall off campus applicants hired for employment to cgmp
with this law, it will also apply to on campus applicantso are offered and accept employment in which there is a
status change, i.e. temporary part-time to regular pagtttmegular full-time.

If an individual is authorized to work in this counfor a limited period of time, before the expiration luditt period,
he or she will be required to submit proof of employnarhorization and sign another Form 1-9 in ordeetoain
employed. Bates College will not discriminate based ujadional origin and citizenship.

424.1 INTERNATIONAL STUDENTS - According to the federalideline established by the Immigration and
Naturalization Service, an international studeamnot work more than 20 hours a week while classes are in sedsign
both the student’s and the supervisor’s responsilidigomply with this federal guideline. International studemust
first come to the Student Employment Office to fill metcessary paper work before they can apply for any jobs. T
payroll department will determine if a student is subjeetrnip tax treaties that may exempt them from tax payments.

424.2 INTERNATIONAL STAFF - International staff are teged to come to the Payroll Department to
determine their tax status. The Payroll department will requcopy of the employee’s visa, their Form IAP-66 ifon
J-1 visa or Form 1I-20 if on an F-1 visa, their social sgcaard (if you need to apply for one, the Payroll Dépant
can assist in this process), their offer letter or contract.

424.3 TN VISAS FOR CANADIAN AND MEXICAN PROFESSIONZS - TN is a temporary, nonimmigrant
status available on a yearly basis for Canadian or Mexitizeres only. TN status is employer-specific and must be for
professions, which are listed by INS as being eligibielHis status. TN dependents are classified as "TD" antbare
eligible for employment. The procedures for Canadian citiaedsMexican citizens to obtain TN status are quite
different. Canadian citizens are not issued visa stampsatehd are admitted to the United States in TN status when
they present appropriate documentation to INS inspeatdhe point of entry. Their TN status is then noteéfam
[-94. For Mexicans, the employer must send documentatithetbOL and INS for approval in advance. Mexican
citizens must then obtain TN visa stamps before being athtdtthe United States with the TN notation on Form.1-94
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SAMPLE PAYCHECK
PAY APPENDIX 1

Employee Name Employee ID Social Security Number |Pay Period Begin| Pay Period End Check Date | Check Number
Bates, Norman 000000406 123456789 04/09/00 4/22/00 4/27/00 123458
This Pay Year To Date Tax Information
Period
Gross Earnings Total Net Pay Gross Earnings Total Net Pay State Tax Filing Extra State Federal Tax Extra Federal
Deductions Deductions Status Withholding Filing Status Withholding
1114.68 342.16 772.52 9967.85 3060.21 6907.64 M3 5.00 M4 10.00
Sick and Direct Deposit Information
Vacation
Hours Hours Bank Peoples Heritage Peoples Heritage Fleet Bank Total Direct Deposit
Accrued Available
Vacation 6 96 Account Type Savings Checking Savings
Sick 2 20 Amount 100.00 250.00 422.52 77252
Earnings Deductions
Description Hours Rate Amount This Amount Year to |Description Your Cost This Your Amount |Employer Cost| Employer Cost
Check Date Check Year To Date This Check Year to Date
Regular 80 10.00 800.00 7200.00|Health HMO 90.25 812.25 335.34 1341.36
Overtime 20 15.00 300.00 2700.00|Life-Bas 0.35 3.15
Dental Credit 1 7.69 7.69 32.90|LTD 6.58 32.90
Life & AD&D Credit 1 0.41 0.41 2.05|AD&D Emp 0.06 0.54
LTD Credit 1 6.58 6.58 32.90|Sup AD&D 0.18 1.62
AD&D Chi 0.15 1.35
AD&D Sps 0.15 1.35
Dep Care 4.16 37.44
Dep Subs 0.00 0.00 104.00 416.00
HC Reimb 10.00 90.00
Total 1114.68 9967.85|GSRA % 110.00 990.00
Bulletin 1% Match 0.00 0.00 11.00 99.00
Pension 0.00 0.00 67.00 603.00
Rowe Fund 0.00 0.00 3265.00 3265.00
SS FICA 62.14 559.26 62.14 559.26
SS Med 14.53 130.77 14.53 130.78
Me Tax 16.73 159.82
Fed Tax 26.88 239.76
Total 342.16 3060.21 3859.01 6414.40

YOUR CHECK/DIRECT DEPOSIT NOTICE WOULD BE HERE
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PAY STATEMENT DEDUCTION CODES
APPENDIX 2

CODE DESCRIPTION CODE DESCRIPTION
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ABB

ABM

ADB

ADC

ADK

ADN

ADO

ADP

ADS

ADV

ADX

AFB

AFM

ASB

ASM

AUT

DAD

DCD

DCS

DEV

DL

EIC

EOU

F15

FIC

FIM

FIT

GRC

Pre-tax Basic AD&D - Biweekly
Pre-tax Basic AD&D - Monthly
AD&D Child Biweekly

Computer Purchase

AD&D Child Monthly

AD&D Spouse Biweekly

Advance Other

Advance Personal Account
Advance Student

Vacation Advance

AD&D Spouse Monthly

AD&D Family Biweekly

AD&D Family Monthly
Supplemental AD&D — Biweekly
Supplemental AD&D - Monthly
Personal Use of Company Vehicle
Dependent AD&D

Dependent Care Deduction
Dependent Care Subsidy

Bates Contribution

Dependent Life Insurance Taxable
Earned Income Credit

Employee A/R Not Paid - Taxable
International Tax

FICA Social Security Tax

FICA Medicare Tax

Federal Withholding Tax

Garnishments-Court Ordered

General Policies
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GRD

GRI

GRO

GRT

HAB

HAM

HB1

HB2

HB3

HCD

HM1

HM2

HM3

HME

HMS

HOP

LBB

LBM

LSB

LSM

LTB

LT™M

MSC

PB1

PB2

PB3

PCC

Garnishments-DHS

Garnishments-IRS

Garnishment-Others

Garnishment-Tuition

Health Taxable - Biweekly

Health Taxable - Monthly

Health Insurance - HMO Biweekly Full Time
Health Insurance - HMO Biweekly 1/2 Time
Health Insurance - HMO Biweekly 3/4 Time

Health Care Reimbursement Account
Deduction

Health Insurance - HMO Monthly Full Time
Health Insurance - HMO Monthly 1/2 Time
Health Insurance - HMO Monthly 3/4 Time
Health Married Employees

Health Unusual - Pre-taxed

Health Insurance Opt Out

Pre-tax Basic Life Insurance - Biweekly
Pre-tax Basic Life Insurance — Monthly
Supplemental Life Insurance - Biweekly
Supplemental Life Insurance - Monthly

Long Term Disability Biweekly

Long Term Disability Monthly

Miscellaneous

Health Insurance - POS Biweekly Full Time
Health Insurance - POS Bi-Weekly 1/2 Time
Health Insurance - POS Bi-Weekly 3/4 Time

Personal Use of Company Car



PEM 1% Matching Match 403(b)

PEN Pension

PM1  Health Insurance - POS Monthly Full Time
PM2  Health Insurance - POS Monthly 1/2 Time
PM3  Health Insurance - POS Monthly 3/4 Time
PN1 College Pension Plan 401A

PN2 College Pension Plan 401A2

REF Money Owed

RNT  Rent

ROW Rowe Fund

SCG  Senior Class Gifts

SDP Security Deposit

SHO  Show Allowance

SIT Maine State Tax

SRF Group Supplemental Retirement Account - Fixed
SRP Group Supplemental Retirement Account - Percent
TSF Tax Sheltered Annuity (403B) - Fixed
TSP Tax Sheltered Annuity (403B) - Percent
UCC  Community Health Charities of Maine
ULA  L/A Arts Annual Giving

UMS  Maine Share

uw United Way



ENVIRONMENTAL HEALTH AND SAFETY

500 COLLEGE SAFETY STATEMENT

In 1994, the College adopted the following policy:

“The safety and health of all personnel at BateléeGe is of major importance.
Therefore, the College accepts the primary respditgiof lessening accidents in
order that each employee may work in a safe anlihifieleenvironment and return
home each day without injury, illness, or finanddes.

Injuries are always disturbing, often calamitous and cdsttize individual, his/her family and the College.
Consequently, we have instituted a policy to promote safgtipes that can help to prevent accidents and
diminish unsafe conditions.

An organized college-wide safety committee has been establsleatiance safety through awareness training,
engineering and supervision.

Each employee plays an important part in this safety anchipgalgram, and is expected to join in making this
a successful, accident free and healthy environment.”

In support of this policy, the College’s Safety Officecailaboration with other Bates Departments, has developed
policies and procedures for safe practices at the College miafion on safety policies are distributed to those-areo
directly affected by them, and they are available for revietiverHuman Resources Department. We expect that these
guidelines will reinforce the College’s commitment to the sadéiil members of our community.

501 SAFETY

To assist in providing a safe and healthful work emvinent for employees, students, and visitors, Bateg@oll
has established a workplace safety program. The Human ResDegasment has responsibility for implementing,
administering, monitoring, and evaluating the safety @nmgrlts success depends on the alertness and personal
commitment of all.

Bates College provides information to employees about aw&safety and health issues through regular internal
communication channels such as supervisor-employee medtinigsin board postings, memaos, or other written
communications. A Safety Committee has been establishedisbiaghese activities and to facilitate effective
communication between employees and supervisors about workafateand health issues.

Each employee is expected to obey safety rules and to exercise dauatl work activities. Employees must
immediately report any unsafe condition to the approprigtersisor. Employees who violate safety standards, who
cause hazardous or dangerous situations, or who fail aat i@ where appropriate, to remedy such situations,leay
subject to disciplinary action, up to and including termdamabf employment. Refer to sections 112 and 231 farem
information.

In the case of accidents that result in injury, regardiekssw insignificant the injury may appear, employees should
immediately notify the Human Resources Department or the ajgie@pupervisor as soon as possible, but not later than
within 24 hours of the injury. For information amjry reporting, refer to section 509 Workers' Compeasaind
Incident Reporting.

Bates College is committed to providing a safe and healtidtking environment. In this effort, Bates College
makes every effort to comply with relevant federal and statapational health and safety laws and to develop the best
feasible operations, procedures, technologies, and programigabee to such an environment.

Bates College’s policy is aimed at minimizing the expostimipemployees, students and visitors of our facilities
to health or safety risks. To accomplish this objectiieBaties College employees are expected to work diligently to
maintain safe and healthful working conditions and to adteproper operating practices and procedures designed to
prevent injuries and illnesses.



The responsibilities of all employees of Bates College sw#fgard include:

Exercising maximum care and good judgment at all timpeeteent accidents and injuries.

Reporting to supervisors and seeking first aicfionjuries, regardless of how minor.

Reporting unsafe conditions, equipment, or practiceagervisory personnel.

Using safety equipment provided by Bates College &itadk.

Observing conscientiously all safety rules and reguiatat all times; and

. Notifying their supervisors, before the beginnifi¢ghe workday, of any medication they are taking that mayecaus
rowsiness or other side effects that could lead to infutiiem and their coworkers.

conpwnE

502 RIGHT-TO-KNOW (HAZARD COMMUNICATION)

The Hazard Communication plan of Bates College ensures tieatalbyees who handle or may come into contact
with hazardous chemicals are informed of the hazards of these cleandadf measures to protect themselves. This
program includes the following: maintaining a Hazardous Cterist; labeling containers of hazardous chemicals;
providing access to Material Safety Data Sheets (MSDS) for allogees regarding hazardous chemicals present in
their work environment; semi-annual listing of all hazasloemicals which are used on the campus; and training
programs for employees who use or may come into contacha#érdous chemicals.

All employees are required to receive two types of traininthé Right-To-Know Program. Basic training is
received during orientation and includes: explanation@tHazardous Chemical Protection and Right-To-Know Act;
how to read and interpret an MSDS; how to read and irtegpchemical label; the College's Right-To-Know policy;
and chemical hazard classification.

Employees working in areas that make it more likely that they come in contact with different chemicals are
required to have Chemical-Specific training. Department haadesponsible for ensuring that all new employees
receive Chemical-specific training prior to being requiredandle a hazardous chemical. Such training consists of, but
is not be limited to, the following: methods and evsitions that are or may be used to detect the release of a liazardo
chemical; the physical and health hazards of the chemicals irotieavea; and the measures employees can take to
protect themselves from these hazards.

503 MATERIAL SAFETY DATA SHEETS (MSDS)

Material Safety Data Sheets contain vital information about azdsrthat may be present in your work area.
Employees should read and familiarize themselves with thesserénts to ensure that they are knowledgeable about
potential dangers in the workplace. All departmentsmdintain a file/notebook containing MSDS'’s for all hazardous
chemicals in their respective work areas. Departments shalkagivigloyees as to the location and availability of the
departmental file/notebook. The departments shall revieMSIDS'’s in their area for completeness and accuracy. The
departments shall notify any manufacturer who sendsagpiopriate MSDS and request a revised and complete
MSDS. A master list of MSDS's are located in the Envirental Health and Safety Office of the Human Resources
Department.

504 HAZARDOUS CHEMICAL LISTS

All department heads shall, on a semi-annual basis (Juneesember), supply the Environmental Health and
Safety Coordinator with a list of all hazardous chemicalscabducts used by their specific department. This product
list will contain the chemical name, its manufacturer, and taatity of the chemical on hand. This list shall include al
chemicals labeled as ignitable, corrosive, reactive, explosivexiot The Environmental Health & Safety Coordinator
serves as the point of contact for maintaining this listhefmicals.

505 HAZARDOUS WASTE

Hazardous wastes come in all shapes and forms. They miayiols,| solids, or sludges. They may be the end
products of a science teaching lab, a research project, photogiapblopment, an art class, Physical Plant operations



or simply commercial by-products--such as household clgdhiits or used batteries and fluorescent tubes--that have
been discarded. Whatever their form, proper managemenispudal of hazardous wastes are essential to protect our
environment and comply with existing State and Federal Lawsrder to regulate hazardous wastes, State and Federal
Governments first had to determine whsplecific wastes are hazardous since there are tens of thousands ofthatstes
can be hazardous for many different reasons. Only wastes betdrm be hazardous are subject to such regulations.

Environmental Protection Agency Regulations identify hazardemstes based on their characteristics and also
provide a list of specific hazardous wastes. The list Bnsxte. Determining which wastes are hazardous is a dynamic
process, influenced by new concerns, research data, adévekipment. The list is constantly expanding. The EPA
now adding certain types and classes of wastes to its hagandste lists, and is deciding whether to identify addifion
hazardous characteristics. The best source of information elfbemicals or products and any associated waste can be
obtained from its Material Safety Data Sheet.

The Office of Environmental Health & Safety within the HamResources department manages hazardous waste
for the College. Hazardous Waste generated by the Collegeyided or disposed of by a licensed (State and Federal)
specialty contractor. Questions regarding chemicals or pmdudttheir waste must be addressed to the EH&S
Coordinator at 786-6413 or 786-6140. Mismanagement of iazawaste represents significant regulatory and
financial liability for Bates as well as potential personnglriy, environmental harm, or property damage.

506 HAZARDOUS MATERIALS IN TRANSPORT

There are a number of restrictions in handling and tratisgdiazardous Materials and Waste. The number of
restrictions are too numerous to delineate in this handimavever the Environmental Health and Safety Coordinator
serves the campus point of contact for information relatehi$ issue. Should you have the need to transport these
materials call the Safety Office at 786-6413.

Many common items used everyday in the home or workplagebe seen as harmless, however, when transported
by air, they can be very dangerous. In flight, variatiortemperature and pressure can cause items to leak, generate
toxic fumes or start a fire. The Federal Aviation Adninaigon restricts the materials that can be transported by air o
mailed (mail may be transported by air). Do not packiggage or carry on board: Fireworks (signal flares kigaror
other explosives), Flammable Liquids or Solids (fugsnts, lighter refills, matches), Household items (dre@arérs
and solvents), Pressure containers (spray cans, butanscfuled, tanks, propane tanks, CO2 cartridges, self inflating
rafts), Weapons (firearms, ammunition, gunpowder, mace, &sasrgoepper spray), Other Hazardous Materials (Dry
Ice, gasoline-powered tools, wet-cell batteries, camping srripwith fuel, radioactive materials - except limited
guantities), poisons, infectious substances. The absiis hot inclusive and caution should be observed before
attempting to transport or mail any substance.

Hazardous materials must be declared to airline, air package catdeS. Postal Service. Violators of Federal
Hazardous Materials Regulations (49 CFR 171-180) may be simjecivil penalty of up to $25,000 for each violation
and, in appropriate cases, a criminal penalty of up to $50@0@/or imprisonment of up to 5 years. For questions,
contact the College's Mail and Print Office or speak witheveelt airline representative.

507 BLOOD BORNE PATHOGENS (BBP) AND INFECTION CONTROL

Blood borne pathogens pose a great risk toghkhhof employees if contact is made with another’s blodlilfbo
fluids. In general, if contact with another person’sbloer bodily fluids is possible, wear disposable glovekan-up
kits for dealing with blood/bodily fluid spills haveeen placed in several key locations on campus; each kit contains
disposable protective gloves, a disinfectant/fungicide/virusidietion, a biohazard disposable bag, and a copy of the
American Red Cross’ Preventing Disease Transmission Recomnuersdati

For more detailed and complete information in dealing wil? Bplease consult the Bates Collégfection
Control Plan. Security, Athletics, and the Student Health Center maintgpies of the full College-wide plan, and
maintain clean-up Kkits.

508 VIDEO DISPLAY TERMINALS

When one speaks of VDT usage in the office environmegtahe most commonly referring to a micro-computer
video screen or a computer remote terminal screen. The attMYT" means Visual Display Terminal. The



computer screen is also called a CRT or Cathode Ray Tube, hangearticles on this subject will talk about the CRT
user. Others may use the acronym "VDU" rather than VDT. abbeeviation of VDU stands for Visual Display Unit.
These three acronyms (VDT, CRT, VDU) are interchangeable.

Both the Federal Government and the State of Maine have efagteequiring Safety Standards for Operators of
Video Display Terminals. The law requires training of dlMoperators, defined as employees whose primary job, for
at least half of their typical workday (four consecutive Bpakclusive of breaks), involves work at a video display
terminal. All new operators must receive training withie amonth of their employment. Training is typically
accomplished at New Employee Orientation or through writtetenials obtained from the Environmental Health and
Safety Office.

The VDT user's comfort, performance, and productivity aextly related to the physical, psychological, and
emotional well being of the VDT user. The VDT openatiovolves complex interactions between VDT User/VDT
System/ Environment. A study of the key elements imgtide the ergonomics of the VDT user (Person), the
characteristics and ergonomics of the CRT screen and the fbBifufe, and the physical aspects of the space
(luminous, thermal, acoustical Environment).

Individual work site evaluations are conducted by the cargpgrsnomics Committee, which may be contacted
through the Human Resources Department.

509 WORKERS’ COMPENSATION (WC) AND INCIDENT REPORT ING

Workers’ Compensation (WC) is a no-fault, state-mandatdamce program providing health coverage and wage
replacement for employees sustaining injury or illness asult afgheir employment. The principal purpose of
Workers’ Compensation Law in Maine is to provide specificdéfined remedies for employment-related injury and
illness.

In the event of an incident, accident, or injury, an emggayust contact Human Resources, at 215 College Street,
786-6413, to report the incident to a Workers’ Congagion representative. If no one is available, please leave a
message with your extension number, so we may returncatiurinclude the following in your message: employee
name, department, nature of incident, and if the employee aaagspointment to be seen. If immediate help is needed,
call 786-6140.

This verbal report should be followed by Accident/Incident Report within 24 hours of an incident. The
Accident/Incident report must be completed by the employedentlis supervisor and must be submitted whether or
not medical attention is needed.

In the event of an emergency call x-6111, or pick up a seqiridpe and Security and Campus Safety will respond
along with other agencies as needed. Employees are urgsel tteeir best judgment in determining what an emergency
is. In all other cases requiring non-emergency medical atterttie Human Resources Department will call one of our
medical providers and set up an appointment for the emptoymeseen.

After the accident or incident has been reported, the Emaeatal Health and Safety Office will communicate with
the College’s Workers’ Compensation insurer if necessang iffformation communicated to the insurer is taken
largely from theAccident/Incident Report, therefore an accurate and timely submission of this reporitical to
establishing both employee and employer rights under Maine ISiat and for establishing a date of injury necessary
for initiating WC coverage.

Workers’ Compensation provides for 80% income replacementaaitatay or 56-hour elimination period for
employees injured on the job. Employees receiving Workasgipensation benefits will remain enrolled in the
College’s Health, Life, and Long Term Disability benefibgrams if they are eligible and enrolled at the time of their
injury. Employees receiving Workers’ Compensation bengfitsiot accrue sick or vacation time or earn College-
contributed pension benefits while in a non-working Veosk Compensation status.

510 MEDICAL PROVIDERS FOR WORK-RELATED INJURIES

Maine Workers’ Compensation Law entitles employers tecsélealth care providers to service injured/ill
employees within the first ten days of treatment. Batee@elhas selected two local, hospital-affiliated providers for
this purposeQccupational Health and Rehabilitation (OH&R) at 59 East Avenue, Lewiston, or 777-8816; Wk
Med at 77 Bates Street, Suite 10 Lewiston, or 753-308@& Qdllege requires that all employees needing medical care
for work-related injuries or ilinesses to be evaluated byobieese providers.

Both organizations have expertise in the preventieattnent, and management of work-related injuries and



illnesses. Both are full service providers and are auien¢to the College. Visits and appointments with timesdical
care providers for work related injury/iliness should be enduting normal business hours. For emergencies, call the
Security and Campus Safety office at x-6111 or pick up aisgptione, Security will respond appropriately, to ingud
dispatching ambulance services, if needed.

511 RETURN-TO-WORK PROGRAM

It is the intent of Bates College to provide our employetes have sustained injury or illness, whether or ndthén
course of employment, with the best available recovery prodranaliows a return to work as quickly as possible.

Bates College will make an effort to create opportunityafbinjured or ill employees to return to work to fal
partial employment, within the limitsf her/his medical condition, at the earliest point in tirfiais will be
accomplished through assignment of modified work, refeoed fight duty or restricted work, and the continuous
monitoring of injured or ill employees.

The College will attempt to modify work for employeesonegring from injury or iliness, and to perform dutibatt
medical providers have deemed safe during a recovery prockssagive or modified job assignments will be
structured to meet the physical capabilities and therapy wéd#us employee. Modified worilk defined as temporary
assignments within an employee’s physical abilities, knogdednd skills. These activities will be monitored Hoy t
employee’s supervisor and a human resources representative.

It may include responsibilities and tasks taken from thd@rap’s regular job, when the employee cannot perform
full duties or work a full day. Assignments may includieer appropriate tasks within the employee’s department or
assignments within the College if suitable employment iotierwise available in the employee’s home department. |
all cases, the assignment must be approved by the emplsypeivisor and be consistent with the employee’s medical
restrictions. Work restrictions, as defined by the tregiimgsician, will be strictly adhered to.

Employees who do not participate in the Return-To-Worlgfaa are not eligible for the College’s short-term
disability coverage. For more information on STD, rédesection 317 of this handbook.

512 ERGONOMICS

Ergonomics is a branch of science which investigates huhbilitrea and limitations in relation to work demands,
and applies that knowledge to improve interactions witlllpets, systems, and environments.

In the 50 years since the advent of ergonomics, itrhaasiglly become clear that to be used safely and effectively,
systems and products need to be designed with humaationg in mind. This discipline affects all aspects of sl
such as work, sports, and leisure. Design processesigh&alinto account the variability of people’s physical size,
strength, vision, hearing, thermal comfort, motion, aitom, and workloads. If any of these variables are nouated
for in a particular environment, it may result in discorhéord/or injury.

Bates College has developed an ergonomics program to mirdMuieulo-Skeletal Disorders (MSDs) in the
workplace. The primary elements of the ergonomics progrelide: (1) worksite evaluations, (2) control of exposures
that may have caused musculo-skeletal disorders, and (3joenges training of employees. The ergonomics program
also focuses on educating employees on their personal resfigrisilensure good work habits (such as posture and
body mechanics) and adequate fitness for work.

Musculo-Skeletal injuries, identified and diagnosed bgemsed physician that can result from a job, process,
operation, or poor work habits, where employees perfoensdime repetitive motion tasks. Examples of repetitive
motion tasks include, but are not limited to, sustairedputer keyboard and mouse usage; assembling materials and
products; or lifting, carrying, and loading objects.

When a MSD has been reported at Bates College that resuait@fjob, process, operation, or poor work habits, a
worksite evaluation will be conducted. The evaluation ifiestpotential exposures that may have caused MSDs and
determines the methods Bates College will use to controlramize them. Affected employees will be informed of the
potential exposures and trained in the control measures.

Every reasonable effort will be made to correct exposuresinmely manner that may have caused MSDs or, if the
exposure is not capable of being corrected, to minimizetite@xtent feasible. In determining how to correct or
minimize exposures, Bates College will consider reasonableeffestive engineering or administrative controls.
Employees are provided with training that includes an exptamafithe ergonomics program, exposures that have been
associated with MSDs, the symptoms and consequencesiiésnfaused by repetitive motion, the importance of
reporting symptoms and injuries, and the methods usethionize MSDs.



There are three primary risk factors that contribute teamo-skeletal disorders, otherwise known as repetitive
motion injuries, or cumulative trauma disordexaskward posture, force, and repetition. One or all combined is at the
root of most workplace problems, whether health, produgtior quality.

All of us can significantly reduce our risk of injuf we can adhere to the following ergonomic principBsAll
work activity should permit the use of several differteut equally safe postures to complete a task, 2) where muscula
force must be exerted it should be done by the largest@gomuscle groups available (legs versus back for lifting)
and, 3) work activities should be performed with that@at about mid-point of their range of movement, dpislies
particularly to the head, trunk, and upper limbs, 4) kimaps close to your body and avoid reaching. These disorder
may take a lifetime of activity to develop. It is, therefamgortant to catch them at an early stage.

All employees are encouraged to immediately report to theadResources Department all suspected MSDs,
MSD symptoms, or other ergonomic concerns. Employeeas maport all workplace MSDs as soon as possible after
they have been identified and diagnosed by a licensed pnysici

Post-offer medical examinations may be required for positio which there is a bona fide job-related physical
requirement. They are given to all persons entering thasiggns only after conditional job offers to help eresthey
are able to perform their duties safely, refer to secti@a2this handbook. All medical records are confideratial
will be kept separate from personnel files.

Appointments for ergonomic evaluation can be made in theaduResources Department. Interested employees
who would like to serve on the campus wide Ergonomiasi@ittee, please call the Safety Office within Human
Resources at 786-6140.

513 PREPLACEMENT, RETURN TO WORK AND FIT FOR DUTY MEDICAL EVALUATIONS

Bates College reserves the right to require health evaluatiorn§ employees as necessary to the safe
performance of work. Pre-placement (post-offer) evaluations arealid, job-specific evaluations of the abilities of
the conditionally hired employee to perform the essential factions of the job safely and efficiently, and are
compliant with ADA guidelines. A standardized evaluatiorprotocol is used based on job descriptions provided
by the employer. This service can help reduce injuries by determingnif an employee is capable of performing
the job he/she was hired for in a safe and efficient mannewer a period of time. The screening can also help
determine whether or not any type of accommodation may be neediéo reduce risk of future injury. See section,
216 Post-Offer Physicals for more information.

A return-to-work evaluation involves a comprehensive exaination of the musculoskeletal system, which
includes a basic neurological assessment, directed toward detening the worker's ability to return to his/her
job. Specific functional capabilities, e.g., lifting andther material handling techniques are tested based on job-
specific needs. The results of this examination determine tieenployee's ability to return to work safely with or
without accommodations. This evaluation will normallybe utilized for return to work after absence from work
for any injury/iliness reason (workers’ compensation, shorbr long term disability) or other leave or period of
absence.

Fit for duty evaluations of incumbent employees may bewtrd in order to determine physical or
mental/psychological ability to perform ongoing job taskd a motivating stimulus for employees to take resporigibili
for their own health. It identifies health changes thatgthe worker at increased risk for injury or illness.pkeyees
may be tested for cardiovascular status, body fat/lean masdletibility, strength, and coordination, or other
physiological or psychological tests. A copy of the exatidim results will be provided to the employee and théeGel
by the physician performing the evaluation.

514 WELLNESS

Wellness is the promotion of a healthy lifestyle in theaarof environmental, physical, social, mental, and
occupational wellbeing. The environmental piece is not consttamthe physical environment, but also includes the
inner life or emotional terrain each of us exists in daflysafe, healthy workplace is a requirement, as are the tools t
cope with the ever-increasing pressures of life. By émgan environment safe from both physical and mental deanger
the College protects itself, the students and employees.

Wellness is a continual process of acknowledging and amtiredpoices that leads to a more fulfilled, healthy, and
successful existence. The success is determined by eachuatibvéded on their own accomplishments, aspirations,
and belief system. It is a process because we can never reziohat prhich there can be no improvement. A process



that seeks to continually expand our knowledge and thénebyariety of options from which we can select to achieve
our goals. Wellness is multidimensional, personal, aed @vanging.

Employees may receive assistance in meeting their wellness melegigads from the College’s Human Resources
department, from the College’s healthcare provider (the i@\&/onders program), and assistance for mental health
issues through the Employee Assistance Program, refer tors882 for more information on EAP. Additionallpet
College will often provide wellness activities and progranmas support the wellness of the College community.

515 INTEGRATED CONTIGENCY PLAN

An Integrated Contingency Plan has been designed to imenmazards to human health and the environment
potentially caused by fires, explosions, natural disadterab threats, and any unplanned release of hazardous material
to air, soil, surface water, or groundwater at or from thiéitfacThe provisions of this plan will be carried ouhenever
there is a fire, explosion, or release of hazardous materiafrano the facility that could threaten human health or the
environment.

This plan serves as a reference document which employeesjsitators, environmental managers, emergency
responders, and environmental regulators are encouragsd to learn Bates’ emergency action and response, hazard
communication, and oil spill prevention and responskipgs| procedures, and programs. This plan also provides
guidance on the ways in which Bates’ employees are traindtkesa policies and procedures. The procedures specified
in this document should be implemented whenever an enmmrgeours.

This plan is intended to be an evolving document. Agaaroperations and personnel change the document will
be revised accordingly. Bates College Administration fellpgports the implementation of this plan, and will make
available the necessary resources to carry out the proviitinis plan. Copies of the Plan are maintained at theesffi
of Environmental Health & Safety, Security, and Physical Plant

516 ENVIRONMENTAL STATEMENT

To be added at a later date.



