
EMPLOYEE HANDBOOK

Effective date:

March 1, 2024

Revised February 2024





COMPENSATION AND WORK HOURS
Payroll and Paydays 9

Compensation Practices 9

Attendance and Punctuality 10

Timekeeping 10

Breaks and Meal Periods 11

Accommodation for Nursing Mothers 12

Overtime Procedures 12

Make-Up Time 12

Compensatory Time Off 13

Exempt Employee Salaries 13

Employee Requested Telecommuting, Reduced or Flexible Work Schedule 14

Flexible Workplace Management 14

STATE AND FEDERAL MANDATED BENEFITS APPLICABLE TO ALL EMPLOYEES
California Sick Leave 15

California State Disability Insurance Benefits 15

Workers Compensation Insurance 15

Paid Family Leave Benefits 15

Consolidated Omnibus Budget Reconciliation Act (COBRA) 16

ELIGIBLE EMPLOYEE BENEFITS
Benefits Eligibility 17

Group Benefits Insurance 17

Vacation 18

Vacation Accrual Schedule 18

Maximum Accrual 18

Taking Vacation 18

Personal Days 19

Summer Personal Days 19

Holidays 19

Campus Closure / Emergency 19

Sick Leave 20

Accrual of Sick Leave 20

Use of Sick Leave 20





Use of Social Media 33

Use of Mobile Devices 34

Gifts 34

Personal Property 34

EMPLOYEE CONDUCT
Drugs and Alcohol 34
Personal Appearance 35
Outside Employment/Conflict of Interest 35
Standards of Conduct 36

Policy Changes





II. GENERA



Additionally, the University will consider whether an accommodation can be made for employees whose

medical conditions are temporary or deemed not to meet the definition of a medical disability under the ADA.

If you believe that you need reasonable accommodation because of a disability, please speak with the Human

Resources Office. Human Resources coordinates the interactive process among the employee, the medical

provider, and the department. Accommodations are assessed and the Human Resources Office notifies all

parties of the final decision. Requests to change classroom assignments for academic courses are included in

this process.

D. Harassment-Free Workplace

Dominican University does not tolerate harassment in the workplace. Please refer to the Discrimination,

Harassment, and Retaliation Prevention Policy (DHRP). This policy is provided at the time of hire and available

online or from the Human Resources Office.

1. Prohibited Harassment

The University is committed to maintaining a positive learning, working, and living environment. Each

individual has the right to work, learn, and live in a professional atmosphere that promotes equal

opportunity and prohibits discriminatory practices, including sexual and other forms of prohibited

harassment. Such prohibited harassment is unacceptable and will not be tolerated. This policy applies

to all Dominican community members – not only employees but also to contractors, consultants,

vendors, interns, volunteers, and students. This policy both protects our community and governs

conduct.

Dominican prohibits harassment of any its employees based on an individual’s race (including hair

texture and hairstyle), color, national origin, ancestry, sex (including pregnancy, childbirth and any

related medical condition,
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http://www.campusconduct.com/incident.aspx


F. Open Door Policy

Dominican strives for an open environment that encourages employees to participate in decisions affecting

�ocᠰ



for overtime work (as described in the overtime section of this Handbook).

Employees who have questions about whether they are correctly classified or who believe they have
been misclassified should bring their concerns to the attention of their supervisor or to the Human
Resources Office as soon as possible. Dominican will re-evaluate the position and make any corrections
that are warranted.

3. Temporary Eamthatare



explicitly communicated that they are not s



A. Job Responsibilities and Performance Evaluations

The first three months of employ.



Employee compensation is reviewed annually. Salary reviews take into account job descriptions, equity

considerations and current market rate basis for compensation. Position market rates are based on an

independent Bay Area compensation assessment and are adjusted annually.

Each fiscal year, pending financial ability, the University will consider an across-the-board salary increase to all

employees. This institutional salary increase will be contingent on the fiscal pS figfo th
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Accurately recording time worked is the responsibility of every non-exempt employee. Federal and state laws

require Dominican to keep an accurate record of time worked to calculate employee pay and benefits.

Non-exempt employees must record their work hours accurately daily and note the time they begin and end

their workday. Employees must log out before they leave their desks for lunch or leave the office for the day.

All non-exempt employees are required to record exact start and end times for their work hours. Non-exempt

employees must submit all hours in the timekeeping system for approval according to pay

ro

ro



An employee who believes that work responsibilities are preventing the employee from taking a meal period,

or who does not receive an additional meal or rest break when a break is interrupted due to business needs,

must notify the supervisor so arrangements can be made. Non-exempt employees must record the time they

leave for and return from the meal period in the timekeeping system. Employees who violate this policy will

be subject to disciplinary action.

Employees may not forego breaks or lunch periods in order to leave work earlier.

E. Accommodation for Nursing Mothers

Dominican will provide nursing mothers with a private lactation room (other than a restroom) .鉱  an



An employee who wishes to make up time for a personal absence must submit a written request to their

supervisor in advance of working make-up time. A written request is always required for which make-up time

is requested. The request must state what day the absence occurred, the length of the absence, and the

requested make-up time schedule. The make-up time must be scheduled in the same week as the personal

absence. Employees and supervisors must work with Payroll to accurately reflect make-up time in the

timekeeping system. All make-up time requests are subject to approval by the employee’s supervisor. For

purposes of make-up time, an employee’s regular rate of pay will be used up to 11 hours in a single day where

make-up time is scheduled.

H. Compensatory Time Off

Dominican does not provide compensatory time off to employees who work beyond their normal work

hours. Non-exempt employees will receive overtime pay when they work overtime, and may not take time

off in lieu of receiving overtime pay. If time needs to be missed and the employee wishes to make the time

up, refer to the Make-Up Time policy. Exempt employees receive a fixed salary intended to cover all

compensation to which they are entitled, and Dominican does not maintain any compensatory time off plan

or arrangement that provides them additional paid time off when they work long hours.

I. Exempt Employee Salaries

In compliance with state and federal law, exempt employees are paid on a salary basis, meaning they receive a

predetermined salary each week that is not subject to reduction based on quantity or quality of work, except

as legally allowed. Exempt employees who are absent from work for an entire workweek will not be paid for

that week unless they use paid leave.

Exempt employee pay is subject to reduction only in the following circumstances:

Absences for Illness: Exempt employees who � pt
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A dedicated office space is the traditional single use office space dedicated to an individual employee.
These spaces should be prioritized for employees who need ongoing dedicated office space for
confidentiality needs and/or who are working on campus most of the time.

Employees who are working in-office for 60% of their time or more will be guaranteed a
dedicated office space.

VI. STATE
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A. Benefits Eligibility

Full-time employeplo

http://benefits.filice.com/dominican/




Supervisors may deny requests for vacations during peak business periods, for times of the year when

numerous vacation requests are received, or for vacation lengths that cannot be accommodated.

Employees may not use vacation time before it is accrued.

D. Personal Days
Annually on January 1, eligible employees receive three personal days to use as floating holidays. These

personal days may be used to celebrate holidays not observed by the University, or to celebrate a

birthday or anniversaryc



H. Sick Leave

1. Accrual of Sick Leave





K. Sick Leave Sharing Program

See separate Administrative Policy.

L. Tuition Benefits

See separate Administrative Policy.

M. Retirement Plans

Dominican offers eligible employees the opportunity of tax-sheltered contributions for retirement benefits

through a 403(b) plan. Employees should refer to the Summary Plan Description for further information, or

contact the Human Resources Office.

VIII. LEAVES OF ABSENCE

A. Family, Medical, and Pregnancy Disability Leaves

Dominican provides several types of leaves of absence to meet the individual needs of employees and their

families, and as required by various state and federal laws. Eligibility, benefits, length of leave, and job

protection vary, depending on the reason for leave and the length of time the employee has worked for

Dominican.

One type of leave is available under the Family and Medical Leave Act (“FMLA”) and California’s equivalent

statute, the California Family Rights Act (“CFRA”). A “FMLA Eligible” employee, as defined in this policy, means

an employee who (1) has been employed by Dominican for at least yearࡎ (� h
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Under those regulations:

1. “An employer may deny job restoration to a key employee if the denial is

necessary to prevent substantial and grievous economic injury to the operations of the

employer.”

2. “A key employee is a salaried FMLA-eligible employee who is among the highest

paid 10 percent of all employees employed by the employer within 75 miles of the

employee� yee



B. Violence-Free Workplace

As part of its commitment to workplace safety, Dominican is committed to providing a workplace free of

threats or acts of violence and to protecting its employees from such conduct on its premises. In keeping with

this commitment, we established a strict policy that prohibits any employee from engaging in behavior that is

violent, threatening, or intimidating while on duty or working on ing in



As a condition of employment, employees are required to acknowledge this obligation by signing a

Confidentiality Agreement.

Dominican University of California supports the protection of individual privacy and is committed to ensuring the

confidentiality of personally identified information provided by its students, faculty, and staff. All Dominican

employees are reminded to adhere to all applicable laws and University policies, including the Family Educational

Rights and Privacy Act (“FERPA”). Pursuant to FERPA, the education records of all students, regardless of

immigration status, are protected from disclosure to outside parties. This includes students’ transcripts, grades,

and class schedules, information on their family members, information on immigration status, and similar

information. Pursuant to Dominican’s FERPA Policy, the University cannot release information from student

education records to outside parties, including federal agents, without permission from the student, a judicial

warrant, a subpoena, a court order, or as otherwise permitted by law. For more details on FERPA, please visit

http://www.dominican.edu/academics/resources/registrar/academic- information/ferpa.

Care should be taken to protect confidential information from disclosure. It should be marked “confidential,”

kept out of sight, and stored in locked cabinets or drawers when not in use. Any proprietary information not in

use should be shredded.

D. Service

All employees are encouraged to participate in campus-wide events, activities and service opportunities.

Staff may have the opportunity to serve on campus committees and task forces if
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J. Use of Mobile Devices

Business calls and/or text m



The leg退



D. St


