Staff Handbook Changes in the March 2011 Version
p. 16 

Holidays:

Clarification:  The personal holiday must be used in a single block of time.  A personal holiday not used from September 1- August 31 will be lost.  
Clarification:  If an individual is a regular, full-time employee, he or she will be eligible for holiday pay.  Holidays will be pro-rated based on weekly FTE and will not exceed 8 hours.   

Veteran’s Day addition:   An employee who is a veteran may take time off on Veteran’s Day, November 11.  Employees must provide reasonable notice to their supervisor if they intend to take this day off.  It will be unpaid unless the employee uses vacation time.
p. 18

Vacation:

Vacation not taken during the vacation year will be lost.  Exceptions will only be granted by VP approval.
p. 19

Continue vacation section:

If an individual’s employment at the college is terminated, whether by the employee or the college, he or she will be paid for a pro-rated number of that year’s vacation days, provided that he or she has not already used that amount of vacation for the year.  Employees whose employment terminates prior to completing the first 60 days of work will not receive any vacation pay.  If the employee has used more than the “earned” hours, the difference will be deducted from his or her last paycheck.  Unused “earned” hours will be paid in the final payroll check.  (This applies to both exempt and non-exempt staff.)

p. 23
Non-Exempt Employees:

During the first 20 working days of medical leave an employee may use accrued sick hours…
p. 26
Military Family Leave Entitlements  (new section)

Eligible employees with a spouse, son, daughter, or parent on active duty or call to active duty status in the National Guard or Reserves in support of a contingency operation may use their 12-week leave entitlement to address certain qualifying exigencies. Qualifying exigencies may include attending certain military events, arranging for alternative childcare, addressing certain financial and legal arrangements, attending certain counseling sessions, and attending post-deployment reintegration briefings.

Family medical leave also includes a special leave entitlement that permits eligible employees to take up to 26 weeks of leave to care for a covered service member during a single 12-month period.  A covered service member is a current member of the Armed Forces, including a member of the National Guard or Reserves, who has a serious injury or illness incurred in the line of duty on active duty that may render the service member medically unfit to perform his or her duties for which the service member is undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is on the temporary disability retired list.

p. 17

Funeral Leave

…A one-day leave on a scheduled workday will be allowed a regular employee for attending the funeral of a grandparent, grandchild, niece/nephew, brother/sister-in-law, or aunt/uncle of either employee or spouse…

p. 23-24

Paid Parenting Leave

The college recognizes the need for parents to have time away from work following the birth or adoption of a child.  Accordingly, a paid parenting leave of five working days will be granted to employees holding a .75 or more FTE to care for a newborn or newly adopted child.  This leave is available to either parent and is in addition to maternity leave taken to recover from childbirth.  If both parents work for Luther College, the maximum amount of paid leave (maternity leave plus paid parenting leave) is 6 weeks.  Paid parenting leave must be taken within twelve weeks after the newborn leaves the hospital or after the arrival of an adopted child.  Earned vacation and unpaid leave may be taken to extend the leave with the approval of the appropriate vice president.
p. 24 
Adoption Leave

Employees with a .75 or more FTE and one year of service are eligible for a paid adoption leave.  The paid leave will be for the five weeks immediately following the adoption.  Earned vacation and unpaid leave may be taken in addition to the adoption leave, for a period up to twelve weeks in conjunction with the Family Medical Leave Act.  Adoption leave will be extended by the number of holidays that fall during the paid adoption leave period.  Holidays that fall during an unpaid leave will be without pay.   
p. 28

Study or Training Leave (This paragraph replaces previous paragraph.)

The purpose of a leave is to provide an opportunity for study, research and creative activities that foster professional growth and revitalization, thereby enhancing Luther College.  Sabbaticals or study leaves need to be directly related to the staff member’s job responsibilities.  (See Sabbatical Leave Exempt Staff Policy at http://www.luther.edu/hr/policies/)
P. 33
Retirement Plan – Contributions

Under this plan, the college will make regular monthly contributions to TIAA/CREF equal to 10% of an employee’s base salary up to 1.0 FTE.  …

p. 34

Tax Deferred Annuity (TDA) Plan

All employees are eligible to participate in a tax deferred salary reduction program.  This allows employees to receive a tax advantage while saving for their own retirement.  The annuity may be purchased from a qualified commercial insurer or a separate IAA/CREF supplemental retirement annuity (SRA) may be established.  Contact the Office of Human Resources for more information and a summary plan description.
p. 37
Tuition Exchange Benefit Programs (new paragraph)
Luther College participates in the Associated Colleges of the Midwest (ACM) Tuition Remission exchange Program (TREP).  Eligible dependents of employees may attend another participating ACM college (receiving institution) through this program.  Dependents receive a benefit equivalent to 80% of the receiving institution’s tuition.  Applications for the ACM Tuition Remission Exchange Program are processed through the Vice President for Enrollment Management’s office.  The application must be turned in by November 1 each year with notification of approval of this benefit by January 15 each year. 
p. 43

Inappropriate Conduct and Anti-Harassment Policy 

All members of the college community are responsible for the maintenance of an atmosphere that fosters openness, tolerance, and diversity.  Toward this end, the college is committed to maintaining a campus environment that is free from discrimination and harassment.  Discrimination, harassment, and other inappropriate conduct on the basis of age, color, creed, disability, gender identify, genetic information, national origin, race, religion, sex, sexual orientation, veteran status, or any other basis protected by federal or state law is against college policy and will not be tolerated.  (The remainder of the paragraph is the same.)

p. 43

Prohibited Conduct Defined

For the purpose of this policy, prohibited conduct relates to another person’s age, color, creed, disability, gender identify, genetic information, national origin, race, religion, sex, sexual orientation, veteran status, or any other basis protected by federal or state law.  (The remainder of the paragraph is the same.)
p. 49

Drug and Alcohol Policy (Federal Drug Free Workplace Act)
The last sentence of the first paragraph was amended as follows:  
This policy will be shared annually with all students and employees by the Student Life Office and Human Resources offices, respectively.
p. 50

Last paragraph of Drug and Alcohol Policy (Federal Drug and Alcohol Policy)
The Director of the Nena Amundson Lifetime Wellness Program will coordinate a biennial review of the policy with representatives from Office of Human Resources, Student Life, Academic Affairs, Health Services, Student Financial Aid, and President’s offices.
