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About This Handbook 

This handbook is designed to provide guidance and information to administrative and support staff and 

faculty. The policies and information contained herein outline Respect Graduate School’s (hereafter 

referred to as the RGS) commitment to fostering a safe and positive work environment, treating 

employees fairly, and operating in compliance with BoTsh the letter and the spirit of applicable federal 

and state laws. 

While this handbook does not constitute an employment contract, it serves as a means of 

communicating the general guidelines and work rules governing employment at RGS. 

Any oversights or errors in the drafting or publication of this document do not establish new practices or 

policies. In such cases, established institutional policies and practices shall prevail. RGS reserves the right 

to amend, modify, or eliminate any policy at its discretion, with or without prior notice. 

Minor edits made for clarity may be implemented without formal notification to employees. Substantive 

changes, however, will be communicated via email or through other campus-wide communication 

channels. Although the Human Resources (hereafter referred to as HR) office is responsible for 

maintaining and updating this handbook, other offices may exercise oversight over specific content 

areas. 

While every effort has been made to provide comprehensive policies, information, and guidance, this 

handbook cannot anticipate every situation or circumstance. Employees who have questions, 

suggestions, or require additional information regarding their employment at RGS are encouraged to 

contact the HR Office at 610-419-1751. 

All RGS handbooks require approval by the Board of Trustees (hereafter referred to as the BoTs). The 

institution remains committed to the ongoing evaluation of its policies and benefits and expressly 

reserves the right to review, interpret, modify, or discontinue any policies, programs, or procedures in 

accordance with the amendment processes outlined below. 
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1. Respect Graduate School — Governance and Administration 

1.1 Respect Graduate School 

RGS is a legally incorporated graduate school in the Commonwealth of Pennsylvania. It is independent of 

any other entity or organization. The institution is governed by its BoTs. The Board’s authority, duties and 

functions are indicated in the RGS By-laws. The By-Laws are published on the RGS website, are on file in 

the RGS Library, and may be obtained on request from the Director of Operations and HR. 

1.1.1 Degree granting Authority 

The Pennsylvania Department of Education gave RGS the authority to grant the Master of Arts in Islamic 

Studies in June 2023. 

1.1.2 Accreditation 

RGS is currently engaged in the Middle States Commission on Higher Education‘s (MSCHE) process for 

determining its eligibility for accreditation (pre-accreditation). MSCHE is an institutional accrediting 

agency recognized by the U.S. Secretary of Education and the Council for Higher Education Accreditation 

(CHEA). MSCHE accepts complaints and third-party comments for institutions engaged in the applicant 

and candidacy processes. MSCHE provides an online form for the submission of complaints or third-party 

comments on the Complaints page of its website https://www.msche.org/complaints/. Please visit 

MSCHE’s website at www.msche.org for more information. 

1.1.3 Graduate Level Education 

RGS provides a graduate level of education in Islamic Studies. RGS expects its faculty and students to 

engage successfully in the rigors of graduate level study and research, to be knowledgeable about 

traditional positions as well as recent developments in the relevant subject areas, and to communicate 

their understandings and ideas effectively. As freedom of expression is essential in stimulating genuine 

thought, RGS faculty encourages the exchange and critique of ideas as fundamental to a graduate 

education. The aims of our graduate education include gaining broad and deep knowledge of the central 

fields of Islamic studies, demonstrating capabilities in research and further learning, and formulating 

positions and perspectives that withstand analysis and critical engagement. 

1.2 Mission 

https://www.msche.org/complaints/
https://www.msche.org/
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RGS is an academic institution which specializes in Islamic Studies aiming at excellence in teaching, 

learning and scholarship. With genuine appreciation for and study of traditional Islamic disciplines, RGS 

applies interdisciplinary and creative approaches to equip students to respond to contemporary social 

and intellectual challenges in the global context. Fostering respect and dialogue with diverse 

communities, RGS also offers moral and spiritual service to all. 

1.2.1 The Goals of RGS 

In alignment with the RGS mission, the institutional goals are as follows: 

1. To endow students with broad and deep knowledge in Islamic Studies from BoTsh traditional and 

modern perspectives. 

2. To prepare students to conduct research in Islamic studies and related fields by providing them 

with the necessary analytical, critical, methodological, and interpretive skills. 

3. To provide the broader society with life-long learning opportunities and beneficial services. 

To accomplish its mission, goals, and commitments, RGS offers a graduate program leading to the degree 

of Master of Arts in Islamic Studies. In addition, RGS serves the wider community by offering a large array 

of continuing education courses and spiritual development events and has a mosque open to the 

community where daily congregational prayers are performed as well as Friday congregational prayer. 

1.3 RGS’ Education and Service Philosophy 

RGS is an academic institution in which people of diverse backgrounds put their different and, at times, 

opposing ideas into respectful dialog. The name of our school expresses our foundational commitments 

in the present and for the future. Respect for people, ideas, and differences are essential for everything 

we do at our institution. Respect begins with relationships among students, faculty, and staff. We 

endeavor to center decisions, plans and actions on our students to stimulate their intellectual growth, 

personal well-being, social responsibility, and positive social interactions. 

RGS students are expected to be respectful members of the Lehigh Valley and Bethlehem communities 

and to behave positively.  

1.4 RGS Foundational Commitments 
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1.4.1 RGS Support of Difference, Dialog, Diversity, and Pluralism 

RGS is committed to maintaining an academic environment that fosters dialog, pluralism, mutual respect, 

appreciation of divergent views, and awareness of the importance of individual rights. To this end, the 

institution reasserts the importance of civility and the valuable contribution that diversity in race, 

ethnicity, religion, and culture brings to the community. 

1.4.2 Statement on Diversity, Equity, and Inclusion 

Inspired by the inclusivity of the Islamic tradition, RGS is committed to promoting excellence through 

diversity, equity, and inclusion as aligned with Islamic social teaching. We will work intentionally to 

create inclusive and equitable approaches that support our unique experiences and identities, while 

being home to a diverse community of learners, practitioners, and scholars that is reflective of our local, 

national, and global communities. This commitment is essential to our mission which creates a campus 

community that aims at “fostering respect and dialogue with diverse communities,” and “offers moral 

and spiritual service to all.” 

1.4.3 Wholistic Student Development 

We endeavor to center decisions, plans and actions on our students to stimulate their intellectual and 

spiritual growth, personal well-being, social responsibility, and positive social interactions. 

1.4.4 Service to All 

We believe that beneficial knowledge bears fruit through its practice; and knowledge is actualized 

through service is elevated to the level of wisdom. Islamically understood, the best place to put 

knowledge into action is in service of local and global communities, in short, humanity, for the best 

among us are those who benefit society the most. 

1.4.5 Respect for Individuals 

The faculty, staff and students are expected to behave in a way that acknowledges and demonstrates 

respect for others. Actions that harass, demean, or subject others to any form of physical threat, 

psychological stress, or humiliation are unacceptable. Honesty is always expected, Both within academic 

pursuits and in all other interactions. While exercising respect for all individuals, the faculty, staff and 

students are responsible for asserting their own rights and for communicating feelings and concerns to 

others by appropriate means. 
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1.5 Governance and Administration 

1.5.1 The Board of Trustees 

The "President and Trustees" constitute the ultimate corporate authority responsible before the law for 

the College's policies and programs. A current trustee serves as the chair, the presiding officer of the 

Board, and the president is an ex officio member of all its committees. There are twelve (10) board 

members currently. In addition to a religiously, racially, and ethnically diverse BoTs drawn from the wider 

community, a faculty member and an RGS master’s student serve on the BoTs. The Board meets four 

times a year. The current Trustees are identified on the Trustee Webpage, located on the President's 

Office homepage. 

1.5.2 The President 

Reporting to the Board as the senior executive officer of the College is the President, who is also a 

member and the presiding officer of the faculty of the College. Reporting directly to the President are the 

Dean of Academics; the Dean of Students, Institutional Planning and Accreditation; the Vice President of 

Operations and Finance; the Head of Continuing Education and Certificate Programs; the Chief Public 

Affairs and the Imam of RGS mosque. 

The President is a non-voting member of the BoTs, responsible for the management and governance of 

the institution, setting the direction and tone of the institution, and carrying out and interpreting the 

policies of the Board. In this capacity, the president works with diverse groups of RGS stakeholders 

including trustees, faculty, staff, students, alumni, and a diverse group of community members. The 

president is the chief spokesperson for RGS and responsible for the vision of the institution and its 

strategic plan. 

1.5.3 The Vice President of Operations and Finance 

The Vice President of Operations and Finance is responsible for institutional finance and accounting, the 

institutional budget, institutional marketing, debt financing, acquisitions, and the physical campus of RGS 

as well as other administrative operations. The Vice President oversees several administrative offices 

including Facilities, Business Operations, Bursar and HR, Outreach and Fundraising, Information 

Technology and Services, and Digital and Social Media Marketing. 

1.5.4 The Dean of Academics 
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The Dean of Academics is a full-time faculty member with time reassigned for administrative duties. 

He/She reports to the President and leads the Division of Academic Affairs and its Master of Arts in 

Islamic Studies (MAIS) degree program. The dean leads and collaborates with MAIS faculty on curriculum 

development and related matters, faculty recruitment and development, and evaluation of teaching 

effectiveness. In the area of program review and outcomes assessment, the dean directs and participates 

in course and program review as well as developing and overseeing academic support services, and 

academic advising. The dean collaborates with faculty in academic policy development and the 

development of the annual academic division budget. 

The Dean is responsible for the policies and procedures affecting all academic departments. The Dean 

oversees the annual budgets of the academic division and its programs and activities; leads curricular and 

faculty development; and, in consultation with the faculty, makes recommendations on the membership 

of committees to the President. The Dean also works closely with the Office of the Vice President on 

budgetary and compensation matters. In addition, concerns about professional conduct of faculty 

members are the Dean of Academics' responsibility. 

1.5.5 Head of Continuing Education and Certification Programs 

The Head of Continuing Education and Certificate Programs plays a dynamic leadership role at RGS and is 

responsible for the strategic development, implementation, and oversight of comprehensive continuing 

education initiatives and certificate programs. This position involves collaborating with various 

stakeholders to identify market needs, designing and refining curriculum content to meet industry 

standards, and ensuring the quality and relevance of educational offerings. The head manages program 

budgets, leads student recruitment efforts, and fosters partnerships with industry professionals, 

businesses, and external organizations. Additionally, the role involves staying informed about regulatory 

requirements, conducting data analysis to assess program effectiveness, and facilitating professional 

development opportunities for faculty and staff. The Head of Continuing Education and Certificate 

Programs plays a pivotal role in advancing the institution's commitment to lifelong learning and 

professional development overseeing the Quran School, the Family School, Risale and Hizmet Studies, 

the Spiritual Care and Counselling program and Friends of Respect Department. 

1.5.6 The Dean of Students, Institutional Planning and Accreditation 

The Dean of Students, Institutional Planning and Accreditation has primary responsibility for several 

areas of student life, including spiritual enrichment and personal advising. Reporting to the Dean is the 
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Registrar/Admissions Officer, overseeing student recruitment, admissions, and registration. The 

Librarian/Library also reports to the Dean of Students. The Dean provides guidance and advocacy to the 

Student Government and Student Activities and organizations and advocates. The Dean serves as a 

member of the Admissions Committee, the Committee on Academic Standing, the Discipline Committee, 

the Committee on Institutional Diversity and Equity and on ad hoc committees as needed. The Dean, in 

collaboration with the President of Respect and the BoTs Chair, and other members of the senior 

management team, leads institutional planning. The Dean also directs and responds to communication 

with the Pennsylvania Department of Education and leads the accreditation effort as the Accreditation 

Liaison Officer between RGS and the Middle States Commission on Higher Education. 

2. Employee Classifications (PL.HR.22) 

RGS has established various employee classifications to clarify employment statuses. Note that these 

classifications do not guarantee employment for any specific duration. The primary employee 

classifications within RGS are as follows: 

2.1 Full-Time, Part-Time, Hourly Employees and Contractors 

Full-time regular employees are not on temporary or introductory/probationary status and are regularly 

scheduled to work thirty-five (35) hours per week for which they receive an annual salary.  

Part-time regular employees are not assigned temporary or introductory/probationary status and work 

less than 35 hours per week.  

Hourly employees are individuals who work for an hourly rate and may work up to 35 hours per week.  

Temporary-Contract Employees: 

Temporary-Contract employees may be hired for interim positions, or to provide temporary workforce 

supplementation, or to contribute to specific project completion. Employment in this category has a 

predetermined duration. Any extension of employment beyond the initially specified period does not 

imply a change in employment status or guarantee of continued employment. 

Introductory/Probationary Employees: 

Introductory/Probationary employees are new employees whose job performance is under evaluation to 

determine whether their continued employment with RGS is appropriate. The probationary period of six 
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(6) months may be extended. 

2.2 Exempt and Non-Exempt Employee Classifications 

Each employee of Respect Graduate School is classified as either Non-Exempt or Exempt in accordance 

with applicable federal and Pennsylvania wage and hour laws. 

Non-exempt employees are entitled to overtime pay in accordance with federal and state law for all 

hours worked in excess of forty (40) hours in a workweek. Non-exempt employees are typically paid on 

an hourly basis and may be employed on either a full-time or part-time basis. 

Exempt employees are excluded from certain overtime provisions of federal and state wage and hour 

laws based on their job duties, salary basis, and applicable legal criteria. Exempt employees are typically 

paid on a salaried or contractual basis and are not eligible to receive overtime pay. Exempt status is not 

determined by full-time or part-time designation alone. 

2.3 Student Workers 

Student workers are currently enrolled and regularly attend classes at RGS. Their employment by a 

department, whether on or off campus, is supplementary to their primary objective of pursuing 

academic studies. 

2.4 Volunteers 

A volunteer at RGS is defined as an individual who offers their services, without financial compensation, 

to assist the school in various capacities. Volunteers may include students, alumni, community members, 

and other individuals willing to contribute to the RGS community. 

3. Starting the Employment Process (PR.HR.16) 

3.1 Employment Applications and Other Forms 

RGS places significant importance on the precision of the details provided in employment applications 

and other documentation, as well as the accuracy of information provided at various stages of the hiring 

process and throughout employment. It is mandatory for all newly hired employees and rehires to fulfill 

the obligation of completing the I-9 section I before the first day of employment. I-9 Section II needs to 

be completed within the first three days of commencing their employment. 
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Furthermore, as part of the onboarding procedure, there may be a need for additional forms to be 

completed. These forms can encompass, but are not restricted to, the following: 

1. Disclosure of Criminal History 

2. W-4 Employee Withholding Allowance Certificate 

3. Acknowledgment of the Confidential Information Policy 

4. Acknowledgement of Administration and Staff Handbook and Rules of Conduct 

5. Acknowledgement of Worker Compensation Rights and Responsibilities 

6. Other related new hire documents 

Current employees may be required to update or execute any of the above forms. Any employee who 

misrepresents information on the above forms fails or refuses to complete the above forms or to provide 

RGS with requested documentation may be subject to discipline, up to and including termination from 

employment. 

3.2 Background Checks Policy (PL.HR.3) 

RGS recognizes the importance of maintaining a safe and secure environment for its students, staff, and 

community. As part of our commitment to safety and integrity, RGS conducts background checks for 

individuals recommended for hire in specific positions. This policy outlines the purpose, scope, and 

procedures for conducting background checks at RGS. 

3.2.1 Purpose of Background Checks 

The purpose of conducting background checks is to assess the suitability and qualifications of individuals 

being considered for employment in designated positions. Background checks help verify the integrity 

and safety of candidates and are conducted in compliance with applicable laws and regulations. 

3.2.2 Positions Subject to Background Checks 

Background checks may be required for individuals applying for any position. 

Types of Background Checks 

Depending on the nature of the position, background checks may include one or more of the following: 

1. Criminal history check 
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2. Civil litigation check 

3. FBI clearance 

4. Motor vehicle driving record and accident history 

5. Office of the Inspector General (OIG) check 

6. Child abuse history check 

Compliance with Child Protective Services Law (CPSL) 

Individuals holding positions that involve interaction with minors are subject to background checks as 

required by the Child Protective Services Law, Title 23 Pa. Cons. Stat. Chapter 63, Section 6344 (the 

"CPSL"). 

These include: 

Teachers, student teachers, school staff, clergy, coaches, volunteers, or anyone having contact with 

children are required by law to be cleared through this background check prior to beginning work at the 

institution. 

3.2.3 Evaluation of Background Check Results 

Information obtained through the background check process will not automatically disqualify an 

applicant from further consideration or eventual hiring. The results of any background check will be 

evaluated considering the surrounding circumstances, including, but not limited to: 

1. The nature and gravity of reported incident(s) 

2. The time that has passed since the incident(s) 

3. Remedial actions taken by the individual 

4. The nature of the position and the potential impact of the incident(s) on the person's ability   to 

perform job duties safely and effectively 

3.2.4 Confidentiality 

All information collected and obtained through background checks will be treated with the utmost 

confidentiality and will be used exclusively for employment-related purposes. 

3.3 Accuracy of Personnel Information Policy (PL.HR.2) 
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RGS emphasizes maintaining the accuracy and integrity of personnel information. This policy outlines the 

expectations and consequences regarding the accuracy and truthfulness of information provided by 

employees in connection with their employment and the employment of others at RGS. 

Truthfulness and Accuracy Obligation 

All employees and applicants must provide truthful, complete, and accurate information in all matters 

related to their employment at RGS. This includes information provided on application materials, 

resumes, references, and during employment. 

Falsification or Misrepresentation 

Falsification or misrepresentation of information in connection with application materials or during 

employment is considered a serious offense and may result in disciplinary action, up to and including 

termination of employment or non-selection of an applicant. 

Reporting Criminal Offenses 

RGS employees are required to promptly notify the HR Department if they plead guilty to or are 

convicted of a felony or if they are convicted of any drug-, alcohol-, or sex-related offense. Failure to 

disclose such convictions on an application or report them to the HR Department may also result in 

disciplinary action, up to and including termination of employment. Additionally, supervisors must 

immediately notify the HR Department upon learning of any employee's felony plea or conviction. 

Falsification of Information 

Falsification of any information, including providing false or dishonest information regarding another 

employee, is considered a serious breach of trust and is grounds for disciplinary action, up to and 

including termination of employment. 

Confidentiality 

RGS is committed to maintaining the confidentiality of employee information and will handle all 

information provided in connection with personnel matters with discretion and in accordance with 

applicable laws and regulations. 

3.4 Pre-employment Health Assessments and Employment Eligibility 
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Policy (PL.HR.4) 

Pre-employment Health Assessments (PL.HR.4) 

RGS may require a pre-employment health assessment, which may include a drug screening or other 

blood, or urine tests as deemed appropriate by the institution. This assessment is conducted to 

determine whether the applicant can perform the essential functions of the position, either with or 

without reasonable accommodation. 

RGS is committed to providing reasonable accommodation for qualified individuals with disabilities upon 

request by an applicant. 

The results of a pre-employment health assessment will be evaluated in the context of the essential job 

functions. However, the actual report will remain confidential and not become part of the official 

personnel file. 

3.5 Employment Eligibility (PL.HR.1) 

The Immigration Reform and Control Act mandates that RGS verify the identity and work eligibility of all 

employees. 

Within three working days of commencing employment, all employees must provide the HR Department 

with proof of employment eligibility and identity, and complete and sign the I-9 form. 

Failure to provide the necessary, original, unexpired documentation to HR within three days of 

employment commencement will result in suspension without pay, pending termination. A list of 

acceptable documents that establish identity and/or employment verification is available from the 

Operations and HR Department. 

3.6 Identification Cards and New Employee Orientation Policy (PL.HR.6) 

Identification Cards 

The Operations and HR Department will issue a photo identification card to all employees upon their 

appointment. 

All employees are required to visibly display their RGS identification card when entering RGS buildings, 



27 

27 

 

 27 

offices, and facilities. 

Any employee refusing to present their RGS ID when requested will be subject to disciplinary action, 

which may include termination from employment. 

The RGS identification card remains the property of RGS and must be returned, along with all other RGS 

property, when an individual leaves RGS for any reason. 

3.7 New Employee Orientation (PL.HR.18) 

Upon hiring, the HR department will give new employees a mandatory new hire orientation program to 

be completed within the first 14 days of employment. 

The orientation program will provide information about RGS policies, including non-discrimination and 

anti-harassment, and other general information about the institution. 

Academic units are responsible for providing new employees with a more specific orientation pertaining 

to the details of their individual job assignments as well as general information about the institution and 

its policies. 

All new employees must sign a confirmation that they have read and understood the handbook relevant 

to their position. 

4. Starting the Job 

4.1 RGS Office Hours (PL.A.34) 

The office hours of administrative offices may vary at the discretion of RGS. RGS is generally open from 

9:00 AM to 5:00 PM for administrative staff. Faculty work schedules are worked out with the Dean of 

Academic Affairs to accommodate course offerings and the academic calendar. Most Master of Arts in 

Islamic Studies Classes are held in the evening to accommodate local working students. 

4.2 Regular Work Schedules 

1. RGS maintains a typical work week of 35 hours per week. Time off for lunch is not included in 

working hours. 

2. Scheduled work hours for employees may vary between units and departments. 
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3. Full-time employees adhere to a Monday through Friday schedule, comprising 35 hours 

distributed across five seven-hour workdays, unless otherwise specified in the employee's 

employment letter or as arranged mutually between employees and their supervisors according 

to departmental needs. 

4. Exempt employees are hired to perform specific duties associated with their positions without 

regard to specified hours. Exempt employees are expected to work the hours necessary to 

complete their assigned work to their supervisor's satisfaction, regardless of scheduled hours and 

without anticipation of additional compensation. 

5. Schedules involving fewer than 35 hours per week are considered part-time. 

6. Lunch breaks should be taken, are unpaid, and are not included in the calculation of hours 

worked in each pay period. While a one-hour unpaid lunch period is allowed, the minimum lunch 

duration should be at least 30 minutes. Departments hold the responsibility and flexibility to 

determine lunch schedules. 

5. Time Away from The Job 

5.1 Holidays (PL.HR.44) 

RGS recognizes the following paid holidays for all full-time employees: 

1. New Year’s Day 

2. Memorial Day 

3. Independence Day 

4. Labor Day 

5. Thanksgiving Day 

6. Christmas Day 

7. Martin Luther King, Jr. Day 

8. Eid al Fitr 

9. Eid al Adha 

Regular part-time employees are paid provided the holiday falls on a day that they are regularly 

scheduled to work. Hourly employees are not paid on holidays if they do not normally work on these 
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days. 

Any employee who does not work the workday before or after the holiday is not entitled to holiday pay 

unless arranged in advance in writing with one’s supervisor. It is the supervisor's responsibility to ensure 

that the department is adequately staffed to continue providing effective services. 

Employees who leave RGS are not entitled to receive pay for any unused holidays. 

5.2 Personal Days (PL.HR.45) 

Regular full-time employees who have passed the introductory/probationary period are allowed two 

paid (2) personal leave days per fiscal year. Personal days not taken cannot be rolled over to the next 

fiscal year, nor are they paid if not taken prior to termination of employment. 

5.3 Vacation Policy (PL.HR.46) 

1. RGS provides eligible full-time employees with paid vacation time each fiscal year based on their 

length of service and employment classification. 

2. Vacation requests require approval from the employee's supervisor. 

3. Both supervisors and employees are responsible for planning vacation schedules that do not 

disrupt the operational requirements of their respective offices or departments. 

4. Employees must ensure accurate recording of any time not worked as vacation time. RGS 

reserves the right to designate unrecorded time as vacation if the employee fails to do so. 

New Hires 

During the first year of employment full-time employees are not entitled to paid vacation time. They 

accrue twelve (12) paid vacation days following their first anniversary of employment. 

Vacation Policy (Existing Employees) 

Annual Vacation Benefit 

1. Existing full-time employees are eligible to accrue an annual vacation benefit of 12 paid vacation 

days per fiscal year. 
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2. Employees may take vacation days in half-day increments or more. 

3. Vacation time is accrued monthly, provided the employee is paid through the 15th of the month. 

Vacation time does not accrue during any month the employee is not paid. 

Allocation and Rollover 

1. Employees who have successfully completed their introductory/probationary period will have 

vacation time advanced effective July 1 of each fiscal year. 

2. If employment terminates before June 30 of the fiscal year, the allocation of vacation time will be 

determined on a pro-rated basis according to the active service completed during that year. 

3. An employee must work the entire calendar month to earn the vacation accrual for that month. 

4. Employees may roll over up to half of their annual vacation entitlement each year. Rolled-over 

vacation time must be used during the current fiscal year and will not be paid out if the 

employee leaves before using it. 

Vacation Scheduling and Usage 

1. Vacation pay in lieu of time off is not permitted. 

2. Supervisors are responsible for ensuring that employees can use their eligible vacation time and 

accurately record vacation time used. 

3. Supervisors must monitor the vacation schedule to ensure adequate staffing for uninterrupted 

services. 

Resignation and Payment for Unused Vacation 

If an employee has used more vacation time than earned when employment is terminated, an 

adjustment for the overage will be made in the final paycheck, as permitted by law. 

5.4 Sick Leave Policy (PL.HR.47) 

Applicability 

1. RGS acknowledges that staff employees and faculty may have unforeseen absences from work 
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due to their own illness or the illness of an immediate family member. For the purposes of this 

policy, "family members" include: 

a. the employee's spouse/certified domestic partner, 

b. the employee's parent, 

c. the employee's natural or adopted child or dependent stepchild. 

2. Only in the current fiscal year sick time may be used for family members. Banked sick time may 

only be used for an employee's own illness. 

Sick Leave Entitlement 

1. To provide employees with continued income during unexpected absences due to illness, each 

full-time employee will receive ten (10) sick days per year. 

2. Introductory/probationary employees will accrue sick days at the rate of one day per month, up 

to 10 days during their first fiscal year of employment. Part-time employees in the introductory/ 

probationary period do not accrue sick days. 

3. After their first anniversary of employment, part-time employees who regularly work more than 

20 hours per week are entitled to sick days on a pro-rated basis, calculated based on the number 

of hours they work. 

4. Hourly employees who are not regular part-time employees are not entitled to sick days. 

Usage and Compensation 

1. All sick days are intended for illness and are not extra days off with pay. Therefore, RGS does not 

compensate employees for unused sick days. 

2. Unused sick days are contributed to a paid sick leave bank at the end of the year, which can be 

used in subsequent years for an employee's own illness. 

3. Employees who leave RGS are not entitled to payment for any unused sick days. 

Pregnancy and New Parenthood 

1. In the case of giving birth, an employee is entitled to be paid sick leave only for the period of 
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medical disability, typically six to eight weeks. Sick time will not be paid beyond this point unless 

there are medical complications. 

2. Employees who become new parents through traditional or gestational surrogacy, adoption, or 

foster care may use their current sick leave allotment (up to 10 days) to care for and bond with 

their new child during the first year of parenthood. 

Responsible Use 

1. Employees are advised to use sick days judiciously. 

2. Except when on FMLA leave, RGS medical leave, or other RGS-approved leave in accordance with 

this handbook, any sick time usage that violates work rules or demonstrates a pattern of abuse 

will be subject to progressive discipline, up to and including termination of employment. 

Documentation Requirement 

RGS reserves the right to request documentation for any absence. 

Sick Leave Bank 

There is no cap on the total number of sick days that an employee may bank. 

5.5 Bereavement Leave Policy (PL.HR.48) 

Eligibility 

Full-time and regular part-time employees are eligible for paid bereavement leave. 

Bereavement Leave 

1. Bereavement leave is granted to allow employees to attend the funeral or mourn the recent 

death of a family member. 

2. Bereavement leave may be taken between the date of passing and the day after the funeral 

ceremony, memorial service, or burial. 

3. The following bereavement leave allowances apply based on the relationship to the deceased: 
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4. Spouse, Parent, Child, Dependent Stepchild, Sister, Brother: 4 days of paid leave 

5. Grandparent, Grandchild, Father-in-Law, Mother-in-Law: 3 days of paid leave 

6. Grandparent-in-Law, Sister-in-Law, Brother-in-Law, Son-in-Law, Daughter-in-Law: 1 day of paid 

leave 

Notification and Documentation 

1. Employees must notify their supervisor before taking bereavement leave. 

2. RGS reserves the right to request proof of the death and the relationship to the deceased for 

which leave is being taken. 

5.6 Jury Duty Policy (PL.HR.49) 

Excusal from Work Duties 

RGS will excuse any employee who is called to jury duty from their assigned work duties on the days they 

report to court. 

Documentation Requirement 

Employees called to jury duty must provide a statement issued and signed by the Clerk of the Court 

stating the number of days they were on jury duty. 

Paid Leave 

Provided that the employee provides the required documentation, RGS will treat the absence due to jury 

duty as paid leave. 

Retention of Fees 

RGS does not require the employee to turn over any fees paid to them by the court for jury duty. 

5.7 Family and Medical Leave Policy (PL.HR.50) 

Eligibility 

1. RGS provides Family and Medical Leaves of Absence (FMLA) to eligible employees as defined by 
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the Family and Medical Leave Act (FMLA). 

2. To be eligible for FMLA, employees must meet the following criteria: 

a. Have worked 1,250 hours during the past year. 

b. Have 12 months of service over the past seven years. 

Leave Entitlement 

1. Qualified employees may take up to 12 work weeks of FMLA leave for the following purposes: 

a. To care for a newborn or newly adopted child. 

b. To recuperate from a serious health condition. 

c. To care for a seriously ill family member. 

For a qualifying exigency arising out of the necessity that the employee's family member is on covered 

active duty (or has been notified of an impending call or order to covered active duty) in the regular 

Armed Forces Reserves or National Guard. 

2. If the employee is an eligible family member or next of kin of a covered service member, they 

may take up to 26 workweeks during a single 12-month period to care for a covered service 

member. 

3. FMLA leave may be taken on a continuous, intermittent, or reduced-hour basis. 

Notice Requirements 

Employees are required to provide at least 30 days' notice for foreseeable events or provide notice as 

soon as practicable when the need for leave is unforeseeable. 

Use of Paid Leave 

RGS requires covered employees to use all unused sick days (if appropriate and in accordance with the 

Sick Leave Policy, Section 6.3), vacation, and personal holidays during any FMLA or disability leave. 

If the employee has exhausted all paid leave and is not receiving disability benefits through RGS, the 

balance of the FMLA leave is unpaid. 

Insurance Coverage 
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During an FMLA leave, an employee who is covered under one of RGS’ insurance (benefit) plans is 

responsible for paying their share of the cost of such coverage. 

Return to Work 

FMLA entitles an employee to return to the same or a similar position held prior to the leave. 

5.8 RGS Medical and Personal Leave Policy (PL.HR.51) 

Eligibility 

Full-time or regular part-time (20 hours or more) employees who have exhausted their FMLA leave or do 

not qualify for FMLA leave may apply for RGS Medical or Personal Leave. 

Leave Duration 

The combined duration of FMLA leave, vacation, sick days, personal days, and RGS Medical or Personal 

Leave may not exceed one year. 

Approval and Return to Work 

Approval of a request for medical or personal leave is at the discretion of RGS. 

RGS Medical or Personal Leave does not guarantee that an employee may return to their position. If the 

employee returns from the leave within a year from the date the leave started, RGS will make reasonable 

efforts to place the employee in an open position for which they are qualified. If no positions are 

available, the employment relationship will end. 

Leave and Benefits 

1. Vacation, personal days, and paid sick time do not accrue during any unpaid leave. 

2. Benefits will continue while an employee is on unpaid leave if they pay the entire cost of such 

coverage. 

3. Benefits will be terminated for non-payment of premiums. 

Eligibility for Medical Leave 
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To be eligible for medical leave, employees must have six months of continuous service and are either 

exhausted or are not eligible for FMLA leave. 

Eligibility for Personal Leave 

To be eligible for personal leave, employees must have completed at least one year of continuous 

service. 

5.9 Leave Due to Domestic or Sexual Violence Policy (PL.HR.52) 

Eligibility 

1. Employees may be entitled to up to eight work weeks of time off for leave due to domestic 

violence, sexual assault, stalking, or other related crime. 

2. To be eligible for this leave, an employee, or someone in their family or household, must have 

been the victim of domestic violence, sexual assault, stalking, or other related crime. 

Paid Time 

Although the ordinance stipulates this time as unpaid, RGS employees will be charged paid time in 

accordance with RGS’ sick, vacation, and personal time policies before reverting to non-paid time. 

Concurrent FMLA Leave 

When applicable, this leave may run concurrently with FMLA leave. 

5.10 Pregnancy Accommodation Leave Policy (PL.HR.53) 

Eligibility 

Women who have exhausted their FMLA leave or who are not eligible for FMLA leave may request a 

pregnancy accommodation leave. 

Accommodation 

Accommodation may be granted for time off for pre-natal and post-natal care and recovery. 

5.11 Military Leave Policy (PL.HR.54) 
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Eligibility 

1. RGS provides Military Leaves of Absence to employees as defined by the Uniformed Services 

Employment and Reemployment Rights Act of 1994. 

2. This policy covers any employee called to or who enlists for active duty in the Army, Navy, 

Marine Corps, Air Force, Coast Guard, Public Health Service Commissioned Corps, the reserve 

components of these services, and the National Guard. 

Notice and Documentation 

1. Employees applying for military leave must provide notice as soon as practicable. 

2. "Official orders" must be submitted as soon as possible. 

Use of Accumulated Leave 

An employee may use accumulated vacation or personal days prior to beginning their military leave of 

absence. 

6. Employee Benefits Policy (PL.F.5) 

6.1 Eligibility 

Benefit coverage is available to regular full-time employees and full-time faculty members. 

Specific benefit plan eligibility is based on job classification, and the effective dates of coverage will vary 

depending on the type of benefit.  

6.2 Enrollment Process 

Regular full-time staff and regular full-time faculty members must complete the applicable enrollment 

process for coverage to be in effect. 

6.3 Plans and Costs of Healthcare Insurance 

Employees should contact the HR Department at 610-419-1751 for detailed information about plans and 

costs. 
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6.4 Notice of Privacy Regarding Personal Health/Medical Information 

Employee Data Privacy 

RGS values every employee, and the protection of employee data privacy is of utmost importance. 

In conducting business, the HR Department may create and maintain records that contain health- related 

information for each employee. 

Privacy Protection Measures 

The HR Department protects every employee’s privacy by maintaining health-related information 

separate from the main personnel file. 

HR limits disclosure of this information to those on a need-to-know basis. 

Release of Information 

RGS will release this information to a third party upon receipt of a duly executed consent by the 

employee or a lawfully served subpoena or court order. 

6.5 Personal Data Changes Policy 

Data Accuracy and Currency 

Each employee must ensure that all personal data is kept current and accurate. 

Required Information 

Employees are required to provide permanent residential addresses to HR. 

Home and work addresses, telephone numbers, names, and birth dates of dependents, emergency 

contact names and numbers, and other such information may be updated electronically. 

Name Change Procedure 

In the event of a name change, a copy of the employee’s new Social Security card must be submitted in 

person to the Operations and HR Department to change the name on the payroll. 
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6.6 Health Insurance Benefits Policy (PL.F.6) 

The HR Department aids all full-time employees in finding affordable healthcare plans that encompass 

prescription drug coverage, dental insurance, and vision care benefits. 

6.7 Retirement Plan and Voluntary Simple IRA Contributions Policy 

(PL.F.7) 

Simple IRA Retirement Plan 

The RGS offers a Simple IRA retirement plan to its regular full-time employees including faculty members. 

Employees and faculty members should contact the HR Department for information regarding the terms 

and conditions of the Simple IRA plan. 

Contribution Limits 

The maximum amount an employee may contribute to their Simple IRA retirement account in any 

calendar year is limited by IRS regulations. 

Institutional Contribution 

RGS contributes 3% of the employee's monthly gross salary as the institutional contribution for the 

retirement account. 

6.8 Workers’ Compensation Policy (PL.F.8) 

RGS provides workers’ compensation insurance coverage to employees as defined by the Pennsylvania 

Workers’ Compensation Act. 

Coverage 

For purposes of this section, faculty, staff, student workers, work-study students, and recognized 

volunteers are considered employees. 

Benefits 

This program provides medical and/or wage loss benefits to employees who suffer an injury or illness in 

the course and scope of their employment. 
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Reporting Work-Related Accidents and Illnesses 

Employees including faculty, full or part- time, must report all work-related accidents and illnesses 

immediately to their supervisor, even if they do not require medical treatment. 

The supervisor and the employee will then complete and submit a workers’ compensation incident 

report to the Workers’ Compensation Department for processing. 

Medical Treatment 

For medical benefits to be paid under this program, employees must seek treatment as required by 

Worker’s Compensation policies. For information on Worker’s Compensation policies, contact the HR 

office. 

Attendance at Medical Appointments 

Employees whose claim for workers’ compensation is accepted are required to attend all scheduled 

appointments until they are discharged from care. 

7. Employee Pay Policy 

7.1 Payroll Taxes and Tax Reporting Policy (PL.F.9) 

RGS is required to comply with federal, state, and local laws regarding the withholding of applicable taxes 

from employee payments and the issuance of appropriate tax documents annually. 

Withholding Allowances 

Upon hire, each employee is required to complete a W-4, Employee’s Withholding Allowance Certificate, 

which determines the amount of federal income tax withheld from each pay based upon the filing status 

and the number of withholding allowances claimed by the employee. 

Compliance 

RGS will withhold the applicable taxes from each payment made to an employee at the time it is actually 

or constructively paid, in accordance with federal, state, and local tax laws. 

Reporting 
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RGS will issue the appropriate tax documents annually to employees in compliance with tax reporting 

requirements. 

7.2 Payroll Schedules and Overtime Policy (PL.F.10) 

Payroll Schedules 

RGS pays its employees monthly. 

The monthly pay cycle runs from the first calendar day of the month through the last calendar day of the 

month. RGS employees on a monthly payroll schedule receive their compensation on the last working 

day of the month. 

7.3 Time Records Policy (PL.F.12) 

Responsibility 

Discrepancies in time records should be reported promptly to one’s supervisor for resolution. 

Any discrepancies not reported within two pay periods or by the end of the fiscal year cannot be 

corrected. 

Confidentiality 

Employee attendance information must be maintained with utmost accuracy and confidentiality. 

Falsification of Time Records 

Falsification of time records is a serious offense. 

Any employee found falsifying their own time record or the time record of another employee will be 

subject to disciplinary action, including potential termination of employment. 

RGS may report such incidents to the appropriate authorities for further investigation. 

7.4 Distribution of Pay Policy (PL.F.13) 

Employee Pay Statements 

RGS provides employees with electronic Employee Statements of Earnings and Deductions (paystubs) on 
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each payday. 

Paystubs are accessible through the ADP HR platform online, which is available to RGS employees. 

It is the responsibility of each employee to promptly report any errors in their pay amount to 

management. 

Electronic Pay Policy 

RGS has an electronic pay policy, requiring all employees to enroll in direct deposit at the time of hire. 

Direct deposit is the primary method for distributing pay to employees due to its safety, security, and 

efficiency. 

Employees can manage and make changes to their direct deposit information using the ADP Portal. 

Choice of Financial Institutions 

Regular full-time and part-time employees are allowed to select any bank or credit union within the 

United States, provided that the financial institution is a member of the National Automated Clearing 

House Association (NACHA). 

Employees grant permission for RGS to correct erroneous deposits to a bank account. 

Confidentiality of Pay Information 

Employees responsible for handling pay-related information must exercise the utmost care in distributing 

pay documents due to the confidential nature of the information contained therein. 

Overpayments 

Employees who receive overpayment must immediately notify their supervisor and payroll and arrange 

for repayment. 

Failure to report an overpayment may lead to corrective actions by RGS, including disciplinary measures. 

7.5 Voluntary Deductions from Wages Policy (PL.F.14) 

Voluntary Wage Deductions 
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Regular full-time and part-time employees at RGS can authorize voluntary wage deductions, which are 

withheld from their paychecks on a pay-period basis. 

Voluntary wage deductions are typically made in accordance with the specific terms of the program or 

type of deduction, as documented on the appropriate enrollment form. 

Employees may initiate, modify, or terminate voluntary deductions by contacting the relevant RGS office 

responsible for managing these deductions. 

Eligibility for Voluntary Payroll Deductions 

Only deductions related to RGS-sponsored programs or initiatives are eligible for voluntary payroll 

deduction. 

7.6 Involuntary Deductions: Garnishment and Wage Assignments Policy 

(PL.F.15) 

Involuntary Deductions 

Involuntary deductions refer to deductions over which neither the employer nor the employee has 

control. 

RGS is legally obligated to make involuntary deductions from an employee's paycheck when served with 

a withholding order. This withholding order mandates that a specific amount of the employee's pay be 

sent to a person or governmental agency to fulfill the employee's debt or obligation. 

If an employee believes that a garnishment or withholding order has been issued in error or is otherwise 

invalid, it is the employee's responsibility to obtain an order from the appropriate agency or court, 

directing RGS to cease the withholding. 

Administration of Involuntary Deductions 

Involuntary deductions, such as garnishments and wage assignments, are administered and remitted by 

RGS' Payroll Management to the respective agency or entity, in accordance with the terms of the 

withholding order or garnishment. 

Any changes or release from the attachment must be authorized by the issuing agency or court that 



44 

44 

 

 44 

issued the garnishment or wage assignment order. 

Discontinuation of Involuntary Deductions 

RGS will not discontinue an involuntary deduction without proper notice and authorization from the 

issuing agency or court. 

Administrative Fees 

Payroll Management reserves the right to charge administrative fees as permitted by state law and the 

terms of the garnishment. 

7.7 Overtime Policy (PL.F.11) 

Policy Statement 

RGS complies with the Fair Labor Standards Act (FLSA), which establishes minimum standards governing 

the payment of overtime, minimum wage, equal pay, record keeping, and child labor provisions for non-

exempt employees. 

Overtime Compensation for Non-Exempt Employees 

Non-exempt employees working more than their scheduled hours but fewer than 35 hours in a 

workweek will receive compensation at a minimum of their straight hourly regular rate of pay. Non- 

exempt employees may work a maximum of 35 hours a week. 

Exempt Employees 

Exempt employees are not eligible for overtime compensation. Compensatory time may be arranged 

through written communication if the supervisor consents. 

7.8 Supplemental Payments Policy (PL.F.16) 

Policy Statement 

RGS classifies all payments to employees that are not regular wages as "supplemental wages" in 

accordance with the Internal Revenue Service (IRS) regulations. These supplemental wages are subject to 

income tax withholding based on the federal supplemental tax rate applicable at the time of the 
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payment. 

Types of Supplemental Payments 

Supplemental wages include but are not limited to the following types of payments: 

1. Severance 

2. Dismissal pay 

3. Bonuses 

4. Non-qualified moving expenses 

5. Tuition Remission 

Compliance with IRS Regulations 

RGS will ensure strict compliance with IRS regulations concerning the taxation of supplemental wages. 

7.9 Salary Docking of Exempt Employees Policy (PL.F.17) 

RGS adheres to the provisions of the Fair Labor Standards Act (FLSA) and applicable state and local wage 

laws concerning the compensation of exempt employees. Exempt employees are paid a fixed salary 

regardless of the number of hours worked in each workweek. Unauthorized deductions from the salary 

of exempt employees are prohibited, except as permitted by applicable laws. 

Deductions from Exempt Employees' Salary 

RGS may make deductions from the salary of exempt, salaried employees in the following circumstances, 

in accordance with federal and state wage laws: 

Personal Absences: When an exempt, salaried employee is absent from work for one or more full days 

for personal reasons (other than sickness or disability) and has already used their 2 personal leave days, 

and has no available paid time off, the employee's salary for that week may be reduced for each day of 

absence. 

Sickness or Disability: When an exempt, salaried employee is absent from work for one or more full days 

due to their own sickness or disability, including work-related accidents or injuries, the employee will be 

compensated according to RGS's sick leave, disability, or workers' compensation policies, as applicable. If 

the employee has no available sick time and is not eligible for disability benefits, the employee's salary 
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for that week may be reduced for each day of absence. 

Family and Medical Leave Act (FMLA): When an exempt, salaried employee takes unpaid leave under 

FMLA, including intermittent leave, the employee's salary may be reduced for each hour (or fraction of 

an hour) of unpaid leave taken, in compliance with FMLA regulations. 

Suspension: When an exempt, salaried employee is suspended for violations of RGS policies or workplace 

Rules of Conduct, the employee's salary will be reduced for the duration of the suspension. 

Exclusions 

This policy does not cover deductions from exempt employees' salaries that are made in accordance with 

federal, state, and local laws, deductions related to RGS' benefit plans, or voluntary deductions 

authorized by the employee. 

Reporting Improper Deductions 

Exempt, salaried employees who believe that an improper deduction has been made from their salary 

should report the deduction immediately to their supervisor and/or the HR Office. RGS will promptly 

investigate the employee's complaint, and if an improper deduction is confirmed, RGS will reimburse the 

employee for the improper deduction. 

7.10 W-2 and 1042-S Forms Policy (PL.F.18) 

RGS complies with Internal Revenue Service (IRS) regulations concerning the distribution and retention of 

tax-related forms, including Form W-2 Wage and Tax Statements and Form 1042-S. 

Electronic Distribution of W-2 and 1042-S Forms 

RGS provides employees with electronic Form W-2 Wage and Tax Statements for reporting wages and tax 

information. 

Form 1042-S, which is used to report income paid to nonresident aliens, is issued electronically using the 

RGS's third-party Online Nonresident Alien Tax Compliance System. Users of this system will receive 

direct email communications with instructions regarding these documents' distribution. 

Record Retention 
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RGS complies with IRS record retention requirements for employers. The organization maintains tax- 

related documents for four calendar years past the federal and state income tax due date. 

8. Position Descriptions Policy (PL.HR.8) 

RGS recognizes the importance of having clear and consistent position descriptions for all employees. 

Position descriptions are essential for defining job roles, responsibilities, and expectations. 

8.1 Maintenance of Position Descriptions 

The HR Department is responsible for maintaining position descriptions for all job levels and, when 

necessary, for specific job titles. 

Position descriptions must accurately reflect the key responsibilities and duties associated with each 

position. 

Review and Updates 

Position descriptions should be reviewed and updated periodically to ensure they remain current and 

accurate. 

Any proposed changes to position description should be communicated to the employees in their 

respective positions for their input and feedback. 

Accessibility 

Position descriptions are made accessible to employees to provide them with a clear understanding of 

their roles and responsibilities. 

Review and Opening of Jobs/Positions Policy (PL.HR.9) 

RGS conducts regular reviews of positions within the organization to ensure that they are aligned with 

the institution's goals and objectives. The process of opening new positions is initiated based on the 

needs identified through these reviews. 

Regular Position Reviews 

The HR Department is responsible for conducting regular reviews of existing positions within RGS. These 
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reviews are conducted without any form of discrimination based on race or perceived race, ethnicity, 

sex, age, or disability, or any other category protected by federal, state, or local statute. 

Position reviews are based on evaluations by executive management to assess the relevance and 

alignment of each position with the institution's mission and objectives. 

Opening New Positions 

When it is determined that a new position is necessary to meet the needs of the RGS, the process for 

opening that position is initiated. 

The supervisor or department head must seek appropriate department and senior management 

approvals before contacting the HR Department to begin the process for a new position. 

8.2 Wage/Salary Structures for Positions Policy (PL.HR.23) 

RGS is committed to ensuring that positions within the organization are compensated appropriately. 

Prior to posting any new job opening or making changes to existing positions, the HR Department 

conducts evaluations to determine the appropriate wage/salary structure. 

Position Evaluation 

Before posting any internal or external job opening, the HR Department conducts a comprehensive 

evaluation of the position in question. 

This evaluation considers several factors, including job responsibilities, required qualifications, and 

market salary data. 

Communication with Employees 

Employees who wish to apply for a posted position with a different wage structure than their current 

position is encouraged to consult with the HR Department. 

The purpose of this consultation is to provide employees with information on how the posted position 

may affect their compensation and benefits. 

Salary Structures and Hiring Rates Policy (PL.HR.24) 
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RGS is committed to establishing competitive salary structures and hiring rates for its employees. These 

structures and rates are regularly reviewed and adjusted to align with market wages for various job 

levels. 

Salary Structures 

The HR Department is responsible for maintaining and adjusting salary structures as needed to ensure 

that RGS remains competitive in the job market. 

Market Research 

RGS conducts regular market research to gather data on salary and compensation trends in relevant 

industries and geographic areas. 

The data collected through market research serves as the basis for establishing and adjusting salary 

structures and hiring rates. 

Reporting to Executive Management 

The HR Department must document and report market research results to executive management. 

These reports provide insights into the organization's compensation practices and assist in making 

informed decisions regarding salary structures and hiring rates. 

8.3 Annual Increases to Salary Policy (PL.F.19) 

RGS may, at its discretion, provide annual salary increases for its employees. 

The provision, amount, and eligibility standards for annual salary increases will be determined based on 

market conditions and employee performance. 

Eligibility for Salary Increases 

Eligibility for annual salary increases will be assessed based on performance and other relevant factors, in 

accordance with RGS' performance appraisal and evaluation processes. 

Market Conditions 

RGS will consider market conditions, industry standards, and economic factors when determining the 
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provision and amount of annual salary increases. 

8.4 Performance Bonuses Policy (PL.F.20) 

RGS may award performance bonuses to employees based on their demonstrated performance efforts 

that result in significant cost/benefit/quality improvement and/or revenue enhancement, at the sole 

discretion of RGS management. 

Eligibility for Performance Bonuses 

Eligibility for performance bonuses will be determined based on an employee's exceptional performance 

and contributions to the organization, as assessed through RGS' performance appraisal and evaluation 

processes. 

Discretionary Awards 

The awarding of performance bonuses is at the sole discretion of RGS management, and there is no 

entitlement or guarantee of receiving a performance bonus. 

8.5 Additional Compensation Policy (PL.F.21) 

RGS may provide additional compensation to employees for temporary duties that are outside the 

normal scope of their regular responsibilities and at a higher level, subject to the approval of the 

appropriate department and senior management. 

Eligibility for Additional Compensation 

Eligibility for additional compensation will be determined based on the additional duties and 

qualifications of the employee. These duties must be temporary in nature and not part of the employee's 

regular responsibilities. 

Compensation Determination 

Compensation for additional duties will be determined in advance through consultation between the HR 

Department, the department head requesting additional compensation, and the employee. 

Hourly Rates 
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Hourly rates for additional compensation will be identified based on the nature of the tasks and the 

qualifications of the performing employee. 

8.6 Current Positions at RGS 

Active positions at RGS are specified on the RGS Organizational chart which is available on the RGS 

Portal. 

9. Career Building At RGS 

9.1 Employment Selection and Placement Policy (PL.HR.12) 

RGS is committed to providing equal employment and career opportunities for talented individuals and 

complies with all federal, state, and local laws and guidelines related to employment practices. This 

policy outlines the procedures for identifying vacant non-faculty positions and hiring qualified individuals 

for those positions. 

Compliance with Laws and Guidelines 

RGS ensures compliance with federal, state, and local employment laws and guidelines, including those 

enforced by the Department of Labor and the Office of Federal Contract Compliance Programs (OFCCP). 

Responsibilities 

Managers with hiring authority at RGS are responsible for implementing and complying with the 

procedures outlined in this policy. 

HR Support 

The HR Department provides guidance and consultation to managers to ensure that RGS' employment 

needs are met effectively. 

9.2 Open Positions Policy (PL.HR.10) 

RGS is committed to providing equal employment opportunities and strives to ensure that all vacant non-

temporary administrative and staff positions are widely advertised to current employees and the public. 

RGS follows the provisions of its Affirmative Action Plan and promotes diversity and inclusivity in its 

recruitment efforts. 
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Internal Communication 

RGS utilizes internal communication channels, including email and the Teams app, to inform current 

employees of open positions. 

External Job Posting 

Vacant non-temporary administrative and staff positions are posted on the RGS website and other 

relevant job posting websites including those commonly used in higher education to inform the public 

about employment opportunities. 

Diversity 

RGS seeks to hire a diverse faculty and staff while maintaining the highest quality standards. 

Internal Job Applications Policy (PL.HR.11) 

RGS encourages all employees to actively manage their careers within the organization and apply for 

open positions that align with their career goals. RGS gives employees the opportunity to maintain their 

resume and profile in a confidential HR system to facilitate the internal job application process. 

Minimum Qualifications for Internal Applicants 

In addition to meeting the minimum qualifications specified in the job posting, internal applicants for 

positions must meet the following criteria: 

1. Have been employed in their current position for at least one year, including any introductory or 

probationary period. 

2. Maintain a satisfactory work record. 

3. Demonstrate satisfactory job performance that meets the job expectations established by RGS. 

Confidential Application Process 

Any RGS employee can apply for an internal position confidentially without prior consent or approval 

from their current supervisor. 

9.3 Interview Process Policy (PL.HR.13) 
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RGS follows a structured interview process to ensure fair and objective candidate selection for vacant 

positions. The process involves screening applications, conducting interviews, and obtaining necessary 

approvals for making a job offer. 

9.3.1 Application Screening 

The HR Department reviews application materials for positions and forwards qualified applications to the 

appropriate hiring committee. The hiring committee is established based on the position as defined in 

the RGS bylaws. 

9.3.2 Interview Scheduling 

The HR Department is responsible for contacting and scheduling interviews with selected candidates in 

coordination with the hiring committee(s). 

9.3.3 Interview Conduct 

Interviews are conducted by the hiring committee(s) to assess candidates' qualifications and suitability 

for the position. 

9.3.4 Candidate Selection and Approval 

Following the interview process, the hiring committee may recommend a candidate for the position. The 

BoTs and/or the Executive Management team review the selection and decision process and approve the 

candidate selection when appropriate. 

9.4 Offer of Employment (PL.HR.14) 

An official offer of employment can only be extended by the Operations and HR Department after 

obtaining all required approvals. 

9.4.1 Offer of Employment Policy (PL.HR.14) 

RGS has established procedures for making official offers of employment to internal and external 

candidates for vacant positions. These offers are made in a structured manner and are contingent upon a 

range of factors, including qualifications, background checks, and eligibility verification. 

9.4.2 Salary Determination 
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The HR Department collaborates with the hiring committee to determine an appropriate salary for offers 

based on the position, applicant qualifications, and market standards. 

9.4.3 Offer Process 

All offers of employment, whether to current employees or external applicants, are extended solely by 

designated representatives of the HR Department. These offers are accompanied by a formal letter 

outlining the terms of the offer. 

9.4.4 Internal Employee Transition 

Current RGS employees awarded a vacant position must transition to their new role within a mutually 

agreed-upon period, not exceeding four weeks from notification. Employees must promptly inform their 

current supervisor of the internal offer acceptance and the proposed start date. Any transition conflicts 

are resolved through discussions between supervisors of the hiring and releasing departments, in 

consultation with the Operations and HR Department. 

9.4.5 Contingent Offers 

Offers to external new hires are contingent upon several factors, including a pre-employment health 

assessment, drug screening, background checks, academic credential verification, professional license 

confirmation, and satisfactory work reference checks. New hires are also required to provide proof of 

identity and eligibility to work in the United States within three days of their start date. 

9.5 New Employees: Introductory/Probationary Period Policy (PL.HR.19) 

RGS requires all new employees to complete an introductory or probationary period of six (6) months. 

This period allows employees to become familiar with their positions and the work environment while 

providing opportunities for performance evaluation and feedback. 

9.5.1 Duration of Introductory/Probationary Period 

The introductory/probationary period for staff and administrative employees is six months. In cases 

where performance concerns exist, this period may be extended for an additional six months after 

discussion with the employee. 

9.5.2 Performance Expectations 
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During the introductory/probationary period, the immediate supervisor collaborates with the employee 

to define performance expectations. Employees receive feedback regarding any performance 

deficiencies before the introductory/probationary period concludes. 

9.5.3 Termination 

RGS reserves the right to terminate an employee at any time during the introductory/probationary 

period for misconduct or policy violations, with approval from the HR Department. 

9.5.4 Attendance During Introductory/Probationary Period 

While RGS recognizes that introductory/probationary employees may experience unexpected work 

absences due to illness, excessive absenteeism during this period may lead to an extension of the 

probationary period. The HR Department may review such cases and impose disciplinary actions, 

including termination. 

9.5.5 Paid Time Off 

New employees in the introductory/probationary period are entitled to the paid time off for RGS 

recognized holidays. They only accrue personal paid time off and vacation time after their first 12 months 

of employment at RGS. They accrue 1 paid sick leave day per full month worked up to 10 days during 

their first year of employment. 

9.6 Existing Employee: Introductory/Probationary Period Policy 

(PL.HR.20) 

RGS requires that current employees who accept a new position undergo an introductory/probationary 

period lasting six months in their new role. This period allows employees to transition into their new 

positions and provides opportunities for performance evaluation and feedback. If they have already been 

employed by RGS for more than twelve (12) months in a previous position retain their accrued sick, 

personal leave, and vacation time off. 

9.6.1 Duration of Introductory/Probationary Period for Current Employees 

Current employees who accept a new position at RGS will be subject to a six-month 

introductory/probationary period in their new role. 
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9.7 Performance Evaluation and Feedback 

During the introductory/probationary period, the employee supervisor in the new role provides regular 

performance feedback. 

9.7.1 Return to Previous Position 

If an employee does not perform satisfactorily in the new position or requests to return to their former 

position within the introductory/probationary period, the HR Department may transfer the employee 

back to their previous position, provided it is still vacant, and no offer has been made to fill it. If the 

former position is unavailable, the HR Department will work with the employee to identify another 

vacant position for which they are qualified. 

9.7.2 Benefits During Introductory/Probationary Period 

During the introductory/probationary period, employees are eligible for all benefits, including vacation, 

sick time, and personal holidays, as if they had remained in their prior positions. 

9.7.3 Vacation Approval 

Employees moving to new positions should discuss vacation plans with their supervisor and obtain 

approval for their vacation. 

9.8 Rehiring by RGS Policy (PL.HR.21) 

RGS may rehire former employees, subject to certain conditions. The rehiring of employees will be based 

on the needs and requirements of RGS. 

9.8.1 Rehiring Eligibility 

An employee rehired by RGS will receive past service credit only for vacation eligibility if they previously 

worked for RGS within the last year. 

10. RGS Employment Standards 

10.1 Non-Discrimination Policy (PL.HR.25) 

RGS is a welcoming community. We embrace and value the diversity of all members of the campus 

community. RGS does not discriminate against any person based on actual or perceived race, color, sex, 
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religion, ancestry, genetic information, national origin, sexual orientation, gender identity or expression, 

familial status, marital status, age, mental or physical disability, use of guide or support animals and/or 

mechanical aids, or on any other basis protected by applicable local, state, and federal laws. 

RGS is committed to maintaining a diverse and inclusive academic community that values the dignity and 

equality of all individuals. RGS prohibits discrimination and harassment in any form, whether it occurs in 

the workplace, academic setting, or any RGS programs or activities. This policy ensures equal opportunity 

and fosters diversity while complying with federal regulations as a Federal Contractor. 

10.1.1 Reporting Discrimination 

Any employee who believes they have experienced discrimination should report it immediately to their 

supervisor or the HR Department. A prompt investigation will be conducted, maintaining confidentiality 

as much as possible. 

10.1.2 Protection Against Retaliation 

RGS prohibits retaliation against employees who participate in investigations related to discrimination 

allegations. 

10.1.3 Consequences of Discrimination 

Any employee found engaging in discrimination in violation of this policy may face disciplinary action, 

including termination of employment. Supervisors who fail to address discriminatory behavior may also 

face disciplinary action, up to and including termination of employment. 

10.2 Anti-Harassment and Sexual Harassment Policy (PL.HR.27) 

RGS is committed to providing a work environment and academic community free from all forms of 

harassment. This includes harassment based on federally protected identities including race, ethnicity, 

sex, age, or disability or any other category protected by federal, state, and local statute. Harassment of 

any type is prohibited Both by law and by RGS policy. 

RGS strives to maintain an environment where all employees and students are free from harassment. 

The school will not tolerate harassment of any type. No employee or student will be discriminated or 

retaliated against for bringing alleged issues of harassment to the attention of the school, and employees 

and students are encouraged to do so. Employees of the school are encouraged to consult with the Vice 
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President of Operations and Finance in determining if they have grounds for an EEOC or sexual 

harassment complaint. Students are encouraged to consult the Dean of Students or Dean of Academic 

Affairs for assistance. These individuals have been trained in issues involving EEOC and sexual 

harassment. 

RGS will respond promptly to complaints of harassment. In keeping with this, the Institution strongly 

encourages any member of the community who believes he or she has been the target of harassment or 

inappropriate conduct to promptly report, in writing, the harassing or improper conduct. In addition, 

every member of the community is strongly encouraged to report, in writing, any harassment or 

inappropriate conduct he or she observes, whether he or she is the target of harassment or not. A 

prompt written report will enable the institution to respond rapidly in investigating the allegations and, 

where it is determined that harassment or inappropriate conduct has occurred, to take the necessary 

steps to eliminate the objectionable conduct or condition and to impose corrective action where 

appropriate. 

10.2.1 Definition of Sexual Harassment 

Sexual harassment is defined as any unwelcome sexual advances, requests for sexual favors, distribution 

of sexually offensive or suggestive written, recorded, or electronically transmitted messages, and other 

verbal or physical conduct of a sexual nature when it: 

Explicitly or implicitly makes employment or academic status a condition of an individual's compliance. 

Use submission to or rejection of such conduct as a basis for decisions affecting employment, education, 

or other opportunities. 

Substantially interferes with an individual's work, educational performance, or equal access to RGS 

resources. 

Creates an intimidating, hostile, or abusive work or educational environment. 

10.2.2 Reporting Harassment 

Any employee or student who believes they have experienced harassment should report it immediately. 

RGS will aid individuals who need to report harassment occurring outside the RGS environment. 

10.2.3 Consequences of Harassment 
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Any employee found to engage in harassment in violation of this policy shall face disciplinary action, 

including termination of employment. Supervisors who fail to address harassing behavior or report it to 

the HR Department may also face disciplinary action, up to and including termination of employment. 

10.2.4 Protection Against Retaliation 

RGS prohibits retaliation against individuals who report harassment or participate in investigations 

related to harassment allegations. 

10.3 Procedures for addressing harassment or inappropriate conduct 

(PR.HR.11) 

If any community member believes they are being harassed or subjected to inappropriate conduct, they 

may directly and immediately notify the offender that the behavior is unwelcome and offensive and must 

stop. However, if for any reason a community member does not wish to discuss the matter directly with 

the offender, or if the discussion does not successfully end the harassment or inappropriate conduct, it is 

the community member’s duty to report the conduct immediately to the appropriate member of the RGS 

senior administration. The institution is committed and required by law to act if it learns of alleged 

harassment or inappropriate conduct, even if the aggrieved community member does not wish to 

formally file a complaint. 

Depending on the identities of the complaining community member and the individual alleged to have 

engaged in prohibited conduct, a report should be made to the HR Director, the Vice President, or the 

Dean of Students. If a community member is not comfortable reporting the conduct to the designated 

individuals, they may contact another member of the administration. 

A complaint of harassment will be investigated promptly in a fair and expeditious manner. To the extent 

practicable, care will be taken to protect the identity of the complaining party and of the accused party 

or parties, consistent with a thorough and appropriate investigation. 

The institutional investigation will include a private interview with the person reporting the complaint 

and any witnesses. It will also include an interview with the person alleged to have engaged in the 

harassment or inappropriate conduct. It is vitally important that all community members and others 

refrain from discussing all aspects of the investigation, whether on or off campus. If, after the 

investigation, it is determined that harassment and/or inappropriate conduct has occurred, the 
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institution will act promptly to eliminate the offending conduct and, where appropriate, will impose 

corrective action.  

The institution will, to the extent appropriate, inform the person filing the complaint and the person 

alleged to have engaged in the harassment or inappropriate conduct, of the results of the investigation 

and what corrective actions will be taken. The complaining party may not be informed of the specifics of 

any discipline imposed, to the extent that revealing this information might constitute an invasion of the 

privacy of the alleged perpetrator. 

False statements made in connection with a complaint of harassment or inappropriate conduct, or during 

the course of an investigation, whether by a complaining party, a person alleged to have engaged in 

harassment or inappropriate conduct, or any other community member, will constitute the basis for 

appropriate corrective action, up to and including termination of the individual’s relationship with the 

institution. 

This policy includes full-time and part-time faculty, staff and students; and independent contractors, 

consultants, visitors and others working on RGS premises and/or with them. The scope of this policy 

includes, but is not limited to, all settings in which members of the campus community may find 

themselves in connection with their employment, education and other institutionally related activities, 

such as off-site meetings, conferences, social events, etc., including the time spent traveling and 

socializing on the way to and from, and while at, such events. It also extends to other interactions 

between or among members of the RGS community, to the extent that a community member’s right to a 

campus community free from harassment or other inappropriate conduct is involved. 

11. Reasonable Accommodation for Disabilities Policy 

(PL.HR.30) 

RGS is committed to providing reasonable accommodations to qualified applicants and employees with 

disabilities in accordance with the Americans with Disabilities Amendments Act (ADAA) and the 

Pennsylvania Human Relations Act. RGS will make reasonable modifications to its policies, practices, and 

procedures to ensure that individuals with disabilities can perform essential job functions. 

12. Requesting Accommodations (PR.T.2) 

Contact the HR Department at 610-419-1751 to initiate the accommodation process and to request 
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reasonable accommodation. 

12.1 Assessment of Reasonableness 

RGS will work with employees and applicants requesting accommodation to assess the reasonableness of 

the requested modification and determine if it will enable the individual to perform essential job 

functions. 

12.2 Confidentiality 

Information related to disability and accommodation will be kept confidential to the extent permitted by 

law. 

12.3 Reporting Concerns 

Employees who believe they have not received appropriate accommodation should report their concerns 

to the HR Department. 

13. Employee Dispute Resolution Policy (PL.HR.55) 

RGS is committed to resolving complaints and disputes arising from employment with RGS fairly and 

efficiently. Employees are encouraged to use the available dispute resolution options to address 

concerns related to their employment. 

13.1 Dispute Resolution Options 

Employees may consider the following options for resolving complaints or disputes: 

1. Discuss the issue with their supervisor. 

2. Discuss the issue with their unit manager or the next-level supervisor. 

3. Consult with the HR Department. 

13.2 Involvement of Operations and HR Department 

Supervisors and managers should involve the HR Department when a complaint or dispute involves a 

potential violation of any RGS policy. 

13.3 Confidentiality 
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RGS will maintain the confidentiality of information related to complaints and disputes to the extent 

permitted by law. 

13.4 Unresolved Complaints 

Anyone who has not been able to resolve a dispute at RGS through the dispute resolution process 

outlined in this handbook, may file a complaint with the Pennsylvania Department of Education by 

submitting their complaint at this link. https://paggdc.powerappsportals.us/pdecontactus/ You may also 

write to The Department of Education of PA at the Forum Building, 607 South Drive, Harrisburg, PA. 

17120. 

13.5 Staff Grievance Policy and Procedure 

13.5.1 Purpose 

Respect Graduate School (RGS) recognizes that disputes may occasionally arise in the workplace. Such 

disputes may involve concerns about: 

• Unfair or inequitable treatment; 

• Violation or misinterpretation of institutional policies or procedures; 

• Infringement of academic freedom; 

• Violation or misinterpretation of an employment contract or handbook provision; or 

• Other actions that a staff member reasonably believes are unfair or inconsistent with RGS 

policies. 

RGS encourages all parties to resolve concerns promptly, respectfully, and in good faith before they 

become formal grievances. 

13.5.2 Informal Resolution 

Before filing a formal grievance, staff members are encouraged to make reasonable efforts to resolve the 

matter informally. 

The normal sequence is: 

1. Meet with the individual involved. 

The staff member should first discuss the concern directly with the person involved and attempt 

to reach an amicable resolution. 
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2. Meet with the supervisor. 

If the matter cannot be resolved directly, the staff member should discuss the concern with their 

supervisor. 

3. Meet with the Vice President of Operations and Finance. 

If the supervisor is unable to resolve the matter, the staff member should meet with the Vice 

President of Operations and Finance to discuss the concern and possible solutions. 

4. Proceed to the formal grievance process. 

If the staff member remains dissatisfied after reasonable informal resolution efforts, the staff 

member may initiate the formal grievance procedure described below. 

Staff members are encouraged to use the formal grievance procedure for significant concerns that 

cannot reasonably be resolved through informal discussion. 

13.5.3 Definition of a Grievance 

A grievance is a written complaint by a staff member alleging one or more of the following: 

• A violation of RGS policies or procedures; 

• A misinterpretation or inequitable application of a provision of the Staff Handbook; 

• A violation or misinterpretation of the staff member's employment contract; 

• A violation of another published RGS policy or procedure; or 

• Unfair or inequitable treatment related to the staff member's employment. 

13.5.4 Eligibility and Applicability 

The Staff Grievance Procedure is available to all RGS staff members. 

The procedure does not apply to: 

• Dismissal proceedings or final actions resulting from an established dismissal process; or 

• Matters for which RGS maintains a separate mandatory complaint or grievance procedure. 

If a grievance includes allegations of discrimination, harassment, or other conduct prohibited by law or 

by a specific RGS policy, the matter must first be handled through the applicable institutional procedure. 

Any remaining issues that are appropriate for consideration under this Staff Grievance Procedure may be 

addressed after completion of that process. 
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13.5.5 Formal Grievance Procedure 

Step One: Filing a Formal Grievance 

1. A staff member must initiate a grievance within three months of becoming aware of the event or 

action giving rise to the grievance. 

2. During this period, the staff member should make reasonable efforts to resolve the matter 

informally. 

3. If informal resolution is unsuccessful, the staff member must submit a written grievance to their 

supervisor. 

4. If the grievance concerns the staff member's supervisor, the grievance should instead be 

submitted to the Director of Operations and HR. 

5. The written grievance should clearly state: 

o The nature of the grievance; 

o The relevant facts and circumstances; 

o The person or persons against whom the grievance is raised; 

o Any relevant RGS policy, procedure, handbook provision, or contractual provision; and 

o The remedy or resolution being requested. 

Step Two: Review and Mediation by the Ad Hoc Staff Grievance Committee 

1. Upon receiving notice of a formal grievance by the office of the Operations and HR, the Vice 

President of Operations and Finance will appoint an Ad Hoc Staff Grievance Committee 

consisting of three staff members. 

2. The Vice President of Operations and Finance will designate one committee member to serve as 

Chair. 

3. The Director of Operations and HR will: 

o Coordinate meetings; 

o Provide administrative support to the Committee; and 

o Maintain grievance records in the appropriate HR files. 

4. The Committee will act in a neutral and impartial manner. 

5. The primary purpose of the Committee at this stage is to assist the parties in reaching a mutually 

acceptable resolution. 

6. The Committee may recommend possible solutions but will not make formal findings regarding 

the merits of the grievance during mediation. 
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Initial Review 

1. The Committee will first meet with the grievant and review the grievance. 

2. The grievant may be accompanied by an advisor who is a member of the RGS community. 

3. Following the initial review, the Committee will determine by majority vote whether: 

a. The complaint falls within the definition of a grievance; and 

b. The complaint is sufficiently substantial to proceed. 

4. If all or part of the complaint does not qualify for consideration under this policy, the Committee 

will inform the grievant and the appropriate supervisor or HR representative. 

5. If only part of the grievance qualifies, mediation will continue only regarding the qualifying 

issues. 

Mediation 

1. The Committee may meet with: 

a. The grievant; 

b. The staff member's supervisor; 

c. The person whose actions are the subject of the grievance; and 

d. Other individuals who may have relevant information. 

2. The Committee may require relevant RGS employees to participate in meetings when their 

participation is reasonably necessary to assist in resolving the grievance. 

3. If mediation has occurred without the supervisor's participation and the matter remains 

unresolved, the Committee will require the supervisor to participate in at least one mediation 

meeting. 

4. If the matter remains unresolved after the mediation meetings, the Committee Chair will arrange 

a meeting involving: 

a. The grievant; 

b. The Committee; 

c. The supervisor or Vice President of Operations and Finance, as appropriate; and 

d. Other relevant individuals when appropriate. 

5. The grievant may bring one member of the RGS community to this meeting as an advisor. 

6. If no resolution is reached, the Committee may provide the parties with a proposed resolution. 

7. If no resolution is achieved within ten working days following the final Step Two meeting, or if 

the Committee determines that further mediation is unlikely to result in resolution, the matter 
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may proceed to Step Three. 

Step Three: Request for Further Review 

1. If the grievant is dissatisfied with the outcome of Step Two, the grievant may submit a written 

request for further review to the Chair of the Ad Hoc Staff Grievance Committee. 

2. The request must normally be submitted within 30 working days of the Step Two disposition, 

final meeting, or transmission of the Committee's proposed resolution, whichever is applicable. 

3. Failure to submit the request within this period will normally result in closure of the grievance. 

4. Within ten working days of receiving the request, the Committee will determine by majority vote 

whether the grievance should proceed to the President's Office. 

5. At this stage, the Committee does not decide the merits of the grievance. Instead, it determines 

whether: 

o The matter falls within the definition of a grievance; 

o The remaining issues are substantial and not frivolous; 

o The issues remain unresolved after the Step Two process; and 

o The requested remedy is within the authority of RGS to provide. 

6. If these requirements are not met, the Committee may close the grievance. 

7. If the Committee identifies concerns regarding RGS policies, procedures, or institutional practices 

during its review, it may provide recommendations to the appropriate supervisor and the 

President. 

8. If the Committee determines that further review is appropriate, the grievance will be referred to 

the President's Office. 

Step Four: Review by the President 

1. The Ad Hoc Staff Grievance Committee will notify the grievant and the appropriate supervisor 

that the grievance has been referred to the President. 

2. The President will receive and review the grievance record and all relevant supporting 

documentation. 

3. The President will normally schedule separate meetings with the relevant parties within ten 

business days of receiving the grievance for review. 

4. The President may invite the Vice President of Operations and Finance or another member of the 

President's Cabinet to participate in the review when appropriate. 

5. After the individual meetings, the President may schedule a joint meeting with the parties within 
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ten business days. 

6. During this meeting, the parties will have an opportunity to explain their positions and provide 

any final relevant information. 

7. The President will normally issue a decision within ten business days following the final meeting. 

8. The President's decision constitutes the final institutional decision under this Staff Grievance 

Procedure. 

13.5.6 Good-Faith Participation 

All persons involved in a grievance are expected to: 

• Participate honestly and in good faith; 

• Treat all participants professionally and respectfully; 

• Provide accurate and relevant information; 

• Cooperate with reasonable requests from the Grievance Committee or administration; and 

• Make reasonable efforts to resolve disputes at the earliest possible stage. 

13.5.7 Records 

The Director of Operations and HR will maintain appropriate records related to formal staff grievances in 

accordance with RGS record-retention practices and applicable institutional policies. 

13.5.8 Administrative Timeframes 

The timeframes contained in this policy are intended to promote timely resolution of grievances. When 

circumstances reasonably require additional time, RGS may extend a deadline and will inform the 

affected parties when practicable. 

14. Conflicts of Interest and Gifts Policy (PL.HR.34) 

RGS expects employees, including faculty, to conduct themselves with the utmost integrity and avoid 

conflicts of interest in all dealings related to their employment with RGS. This policy outlines the 

requirements regarding conflicts of interest and gifts. 

14.1 Conflict of Interest 

Employees must act in the best interests of RGS in all transactions and avoid situations where their 

personal interests may conflict with the interests of RGS. 
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14.2 Gifts 

Employees are prohibited from accepting gifts intended to influence the conduct of business with RGS. 

Any gift received by an employee that exceeds the value of $50 from any firm or individual doing 

business with RGS must be disclosed to their supervisor. 

14.3 Monetary Gifts for Sponsorship 

RGS units may accept monetary gifts from vendors for the purpose of sponsoring educational events, 

provided that the sponsor has no control over the program and does not expect any special benefit in 

return. 

The unit accepting the sponsorship should not have decision-making authority over RGS's business 

relationship with the vendor. 

14.4 Reporting and Disclosure 

Employees must promptly disclose any potential conflicts of interest to their supervisors. 

14.5 Conflict of Interest: Employment of Relatives, Nepotism, and 

Consensual Romantic Relationships Policy (PL.HR.35) 

RGS recognizes that the employment of relatives or individuals in consensual romantic relationships 

within the same department, school, unit, or lab can create conflicts of interest. This policy aims to 

provide guidelines on such situations. 

14.6 Definitions 

"Relative" is defined as a spouse, domestic partner, child, parent, sibling, grandparent, grandchild, aunt, 

uncle, first cousin, or corresponding in-law or "step" relation, as well as any individual involved in a 

sexual or romantic relationship with another RGS employee. 

14.7 Hiring of Relatives 

RGS may hire qualified relatives of current employees if the employment does not create conflicts of 

interest, and the employee has no influence over the terms or conditions of the relative's employment. 
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Employees are prohibited from participating in the hiring decision of their relatives, other than 

recommending the relative for employment. 

14.8 Prohibited Relationships 

1. Relatives or persons involved in consensual romantic relationships may not work in the same 

department. 

2. They may not report directly or indirectly to each other. 

3. They may not interview each other. 

4. They may not evaluate each other's work. 

5. They may not participate in each other's performance planning or review. 

6. They may not influence each other's salary or classification. 

7. They may not make recommendations affecting each other's terms and conditions of 

employment. 

14.9 Conflicts of Interest: Types 

Some relationships involve inherent conflicts of interest that cannot be eliminated. Romantic 

relationships between instructors and students currently in their classes and between faculty and/or staff 

advisors and their current advisees are always prohibited. 

Relationships between supervisors and their subordinates are prohibited when the working relationship 

makes it impossible to eliminate the conflict of interest. 

14.10 Consensual Relationships and Sexual Harassment 

Consensual sexual or romantic relationships may lead to claims of sexual harassment due to the power 

differential. The voluntariness of consent may be questioned in such cases. 

14.11 Reporting and Consultation 

Supervisors are required to consult with HR if unsure whether a relationship between RGS employees or 

an RGS employee (including faculty) and a student violates this policy or other related policies. 

Employees who experience unwelcome, non-consensual behaviors by another employee should contact 

the HR Department for assistance. 
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14.12 Violations and Disciplinary Action 

Violations of this policy may result in disciplinary action, up to and including termination of employment 

or dismissal from an academic program. 

14.13 Faculty Conflicts of Interest Policy (PL.HR.33) 

RGS expects all full-time and part-time faculty members to avoid conflicts of interest or the appearance 

of conflicts between their personal interests and the interests of RGS. This policy addresses faculty 

members' responsibilities concerning potential conflicts of interest. 

14.14 Definition 

"Conflict of Interest" refers to situations where a faculty member's personal interests, financial or 

otherwise, may compromise their objectivity, professional judgment, or integrity in their role at RGS. 

14.15 Potential Conflict of Interest 

A faculty member shall be considered to have a potential conflict of interest when: 

1. The faculty member holds a position or ownership interest in an entity engaged in a transaction 

with or affecting RGS. 

2. The faculty member, their spouse, parents, children, siblings, or relatives hold positions, 

ownership interests, or roles in an entity involved in a transaction with or affecting RGS. 

3. The faculty member's independent judgment is, or may appear to be, compromised by a financial 

interest. 

4. The faculty member supervises or participates in decisions affecting a relative. 

5. An investigator plans to conduct a clinical trial using a tracer they developed for RGS and own the 

patent for. 

14.16 Disclosure and Consultation 

Faculty members with a potential conflict of interest must disclose the specific facts, giving rise to the 

potential conflict to the academic dean who will take appropriate action. 

14.17 Mitigation of Conflicts 
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Upon disclosure, RGS will work with the faculty member to determine appropriate steps to mitigate 

conflict of interest, which may include recusal from decision-making processes, divestment of monetary 

interests, or other actions as deemed necessary. 

14.18 Drug and Alcohol-Free Workplace Policy (PL.O.1) 

RGS is committed to maintaining a drug and alcohol-free workplace. This policy outlines RGS's 

expectations regarding drug and alcohol use and the consequences of violating this policy. 

15. RGS prohibits (PL.O.1) 

The unlawful sale, possession, purchase, manufacture, use, distribution, or dispensing of controlled 

substances, including drugs, as well as alcohol on RGS premises. 

Engaging in any of the above activities while conducting RGS business off premises. 

15.1 Violations and Consequences 

Violations of this policy will result in disciplinary action, which may include: 

1. Verbal or written warnings. 

2. Suspension from work. 

3. Termination of employment. 

4. Legal action as appropriate. 

15.2 Reporting Convictions 

All employees are required to: 

1. Report any convictions under a criminal drug statute for violations occurring on or off RGS 

premises while employed by RGS. 

2. Make this report to the HR department within five days after the conviction. 

15.3 Confidentiality 

All information related to an employee's compliance with this policy will be treated confidentially to the 

extent possible. 



72 

72 

 

 72 

15.4 Rehabilitation 

RGS may offer assistance and resources for employees seeking rehabilitation for substance abuse issues, 

and participation in rehabilitation programs may be considered in the disciplinary process. 

16. Drug and Alcohol Testing (PL.O.7) 

RGS reserves the right to require drug and/or alcohol testing for any employee it believes is in violation 

of this policy. Testing will be conducted in accordance with RGS's Drug & Alcohol Testing Policy. 

16.1 Compliance 

All employees are required to comply with this policy. Violations may result in disciplinary action up to 

and including termination of employment. 

16.2 Employee Responsibility 

All employees are expected and required to: 

1. Report to work on time and in an appropriate mental and physical condition for work. 

2. Assist in ensuring that RGS premises and activities remain drug-free. 

16.3 Individual Case Consideration 

Circumstances accompanying each individual case will be considered when determining consequences 

for policy violations, including compliance with federal, state, and local laws. 

16.4 Drug and Alcohol Testing Circumstances 

Pre-Employment Testing: Offers of employment at RGS are contingent on prospective employees being 

drug-free. Applicants who refuse to take a drug test, attempt to alter, or falsify results, or test positive for 

illegal drugs are not eligible for employment with RGS. 

Reasonable Suspicion Testing: RGS may request an employee to submit to a drug or alcohol test if there 

is a reasonable belief that the employee may be under the influence of drugs or alcohol at work in 

violation of RGS's Drug-free Workplace or Drug and Alcohol Abuse policies. This includes situations such 

as: 
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1. Evidence of drugs or alcohol on or near the employee. 

2. Unusual, erratic, or bizarre behavior suggestive of impairment. 

3. On-the-job accidents or injuries that suggest drug or alcohol influence. 

4. Excessive and unexplained absenteeism or tardiness. 

16.5 Consequences of Positive Test Results 

Employees who test positive for drugs or alcohol under this policy are subject to disciplinary action in 

accordance with RGS’s Drug-free Workplace Policy and/or Drug and Alcohol Abuse Policy. 

16.6 Lawful Use of Prescription and Nonprescription Drugs 

Employees must inform their immediate supervisor and the HR department if they are using a 

prescription or non-prescription drug that, at the current prescribed dosage, could impair work 

performance or pose a risk of harm to themselves, others, or property. Employees should consult with 

their physicians to determine if their medication can affect work performance or safety. 

If lawful use of prescription or nonprescription drugs limits or impairs an employee’s ability to perform 

essential job functions or poses a safety risk, the HR Department will work with the employee to assess 

reasonable accommodations. 

16.7 Compliance 

All employees are expected to comply with this policy and applicable federal, state, and local laws. 

17. Gambling in the Workplace Policy (PL.HR.41) 

RGS is committed to maintaining a professional and productive work environment for its employees. This 

policy outlines the guidelines regarding gambling activities in the workplace. 

17.1 Gambling Activities 

Prohibition: RGS employees are prohibited from engaging in gambling activities during work hours. 

Use of RGS Equipment/Facilities: Employees are also prohibited from using RGS equipment or facilities 

for gambling activities. 
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17.2 Compliance 

All employees are expected to comply with this policy. 

18. Political Activities Policy (PL.HR.37) 

RGS respects the political rights of its employees and acknowledges their right to engage in political 

activities. This policy outlines guidelines regarding political activities and affiliations. 

18.1 Political Activities 

Non-Restriction: RGS does not restrict employees from engaging in political activities or from holding 

public office. 

Interference with Duties: Political activities should not interfere significantly with the performance of an 

employee's assigned duties and responsibilities at RGS. Employees should make it clear that these 

activities are undertaken in a personal capacity and not as representatives of RGS. 

Use of Employee’s Own Time: Political activities, like other personal, non-official endeavors, should be 

conducted in the employee’s own time and should not disrupt RGS duties. 

18.2 Conflicts with RGS Duties 

If an employee is elected or appointed to an office that significantly interferes with their RGS duties, they 

must either resign from their position at RGS or petition for a leave of absence without salary, as per the 

RGS Personal Leave Policy. 

18.3 Political Contributions 

Employees may use their own funds to contribute to political parties, groups, candidates, or issues, 

subject to applicable state and federal laws governing political contributions. 

RGS resources or facilities may not be used in connection with political activities. 

18.4 Compliance 

All employees are expected to comply with this policy. 
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19. Software and Technology Usage Policy (PL.T.10) 

RGS is committed to responsible and lawful usage of software, hardware, computer-related equipment, 

and resources. This policy outlines guidelines for the proper usage of these resources by all individuals 

affiliated with RGS. 

19.1 Scope 

This policy applies to all RGS employees, visitors, students, consultants, and temporary employees who 

have access to or use the RGS network, electronic communications systems, and resources to conduct 

RGS business. 

19.2 Compliance with Policies 

Individuals must review and adhere to all RGS policies governing software and technology usage. 

19.3 Prohibited Activities 

Illegal Peer-to-Peer File Sharing: Using peer-to-peer file-sharing programs for illegal downloading or 

sharing of copyrighted materials, including music, games, and videos, is prohibited. 

19.4 Additional Policies 

Individuals using RGS computer equipment, software, or other computer resources must also adhere to 

the following policies: 

1. Use of Communications Systems Policy 

2. Voice Mail and Email Policy 

3. Internet Usage Policy 

4. Computer Games and Use of RGS Property Policy 

19.5 Compliance 

All individuals affiliated with RGS are expected to comply with this policy. 

20. Safety Policy (PL.O.4) 

RGS is dedicated to prioritizing the health and safety of all employees, students, visitors, and the 
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surrounding communities. This policy emphasizes the commitment to compliance with RGS policies and 

regulatory requirements concerning the safe use, handling, and storage of hazardous materials and the 

environment across all RGS locations. 

20.1 Scope 

This policy applies to all members of the RGS community, including employees, students, and visitors. 

20.2 Compliance with Policies and Regulations 

All RGS community members must comply with RGS policies and relevant regulatory requirements 

regarding the use, handling, and storage of hazardous materials and environmental safety. 

20.3 Responsibility 

Each RGS community member is responsible for prioritizing safety and adhering to safety policies and 

procedures. 

21. Social Security Number Usage Policy (PL.HR.5) 

RGS recognizes the importance of safeguarding personal and confidential information, including Social 

Security numbers (SSNs). This policy outlines the responsible and necessary use of SSNs within RGS to 

protect the security and confidentiality of individuals' personal data. 

21.1 Scope 

This policy applies to all RGS employees and individuals associated with RGS, including students, 

applicants for admission, and applicants for employment. 

21.2 Responsible SSN Usage 

RGS will avoid using Social Security numbers as a primary identifier for individuals associated with RGS, 

except as required by law or when practical necessity is approved by the President or designated RGS 

officers. 

21.3 Security and Confidentiality 

RGS is committed to safeguarding the security and confidentiality of personal and confidential 
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information, including SSNs, in accordance with applicable laws and regulations. 

21.4 Compliance and Violations 

All individuals associated with RGS must comply with this policy, the accompanying SSN procedures, and 

Confidential Information Policy. 

Violations of this policy or failure to comply with applicable SSN procedures may result in disciplinary 

action, up to and including discharge. 

22. Anti-Retaliation in Employment Policy (PL.HR.28) 

RGS is committed to providing a work environment free from unlawful discrimination, harassment, and 

retaliation. This policy outlines RGS's strict prohibition of retaliation against individuals who, in good 

faith, report or participate in the investigation of allegations of discrimination, harassment, or 

misconduct. 

22.1 Scope 

This policy applies to all RGS faculty, staff, students, and individuals associated with RGS. 

22.1 Prohibition of Retaliation 

RGS prohibits any form of retaliation against individuals who, in good faith, report, complain about, or 

participate in an investigation of alleged discrimination, harassment, or misconduct. 

22.3 Reporting Retaliation 

Any individual who believes they have experienced retaliation or threats of retaliation should 

immediately contact the HR Department. 

22.4 Encouragement of Reporting 

RGS encourages its faculty, staff, and students to make good faith disclosures of misconduct, policy 

violations, or actions that may be prohibited by law or regulation. Reporting is considered in good faith if 

the individual holds a reasonable belief that a violation of RGS policy, procedure, or Rule of Conduct has 

occurred or that an action taken is prohibited by law. 
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22.5 Consequences of False Accusations or Retaliation 

Knowingly making a false accusation of misconduct or policy violation or engaging in retaliation will result 

in disciplinary action, up to and including termination. 

22.6 Filing a Complaint 

An employee who believes they are subject to retaliation for reporting prohibited conduct or 

participating in an investigation may file a complaint with the Department of HR. 

22.7 Investigation and Action 

RGS will investigate all complaints of retaliation in a timely manner and take appropriate action. 

23. Unresolved Complaints 

Anyone who has not been able to resolve a problem at RGS through the complaint process outlined in 

this handbook, may file a complaint with the Pennsylvania Department of Education by submitting their 

complaint at  https://www.respectgs.us/master-of-arts-in-islamic-studies/degree-granting-authority/  

24. HIV/AIDS Non-Discrimination Policy (PL.HR.29) 

RGS is committed to providing equal employment opportunities and access to its programs and services 

without discrimination based on HIV/AIDS status. This policy reinforces RGS' commitment to non-

discrimination and outlines its stance on HIV/AIDS-related discrimination. 

24.1 Scope 

This policy applies to all RGS employees, students, and individuals associated with RGS. 

24.2 Non-Discrimination 

RGS shall not subject any person to adverse employment actions solely because of their HIV/AIDS status. 

This policy applies to all employees who can perform their job duties safely, with or without reasonable 

accommodation, without posing a health or safety risk to themselves or others. If accommodation is 

required, HR will work with the related department to explore reasonable accommodation options based 

on the current state of scientific knowledge about the disease. 
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24.3 Equal Access 

No person shall be denied academic admission, access to RGS programs, facilities, events, services, or any 

benefits provided by RGS solely based on their HIV status. 

HIV status includes actual or perceived HIV status, any condition related to Acquired Immune Deficiency 

Syndrome (AIDS), suspicion of having the virus or related conditions, or association with any person 

having or believed to have said virus or conditions. 

24.4 Confidentiality 

RGS shall maintain the confidentiality of all records and information concerning the HIV status or AIDS-

related conditions of RGS students and employees to the same degree of confidentiality afforded to 

other medical records. 

24.5 Compliance with Applicable Law 

This policy shall be applied consistent with applicable law and regulations. 

25. Ethics Reporting Policy and Procedure (PL.HR.31, PR.HR.24) 

RGS is committed to maintaining the highest ethical standards within its community. This Ethics 

Reporting Policy and Procedure provides guidance on reporting violations of laws, regulations, RGS 

policies, or instances of intentional reporting of inaccurate information. It also outlines the procedures 

for handling such reports and protecting whistleblowers. 

25.1 Scope 

This policy applies to all RGS employees and members of the RGS community. 

25.2 Reporting Violations 

Employees should report any suspected violations of laws, regulations, RGS policies, or instances of 

intentional reporting of inaccurate information that come to their attention. 

Violations may be reported through the following channels: 

Report to Management: Employees may report violations through standard management channels, 
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starting with their immediate supervisor. If reporting to the immediate supervisor is not appropriate for 

any reason, employees may escalate the report to higher levels of management within their academic 

unit or department. 

Report to HR: Violations may be reported to the HR Department at 610-419-1751. 

25.3 Confidential and Anonymous Reporting 

All reports of suspected violations may be made confidentially and anonymously. 

Providing more information in the report facilitates easier investigation. 

25.4 Non-retaliation 

RGS prohibits retaliation against individuals who report violations in good faith ("Whistle Blowing"). 

Disciplinary actions for proven violations or improper retaliation will be determined on a case-by- case 

basis and may include actions up to and including termination of employment. 

25.5 Investigation 

RGS is committed to investigating all suspected violations reported and taking necessary corrective 

actions. 

To protect the integrity of the internal investigative process, no RGS official specifically named in a 

complaint will be responsible for the internal investigation. 

25.6 Compliance 

RGS is committed to compliance with all applicable laws, regulations, policies, and procedures. 

26. Policy Against Misconduct in Research and Creative Work 

(PL.HR.32) 

RGS is committed to upholding the highest ethical standards in research and creative work. This policy 

aims to define and prevent misconduct in research and creative activities and to promote integrity and 

responsible conduct in all scholarly endeavors. 
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26.1 Scope 

This policy applies to all RGS personnel, including faculty members and students, engaged in research 

and creative work. 

26.2 Definitions 

Abuse of Confidentiality: Unauthorized disclosure of confidential research information. 

Falsification or Fabrication: Presenting data that has been intentionally altered or created falsely. 

Plagiarism: Appropriating words, ideas, data, techniques, or creations of others and presenting them as 

one's own without proper attribution. 

Non-Compliance: Failing to comply with legal, granting agency, or RGS requirements that affect research 

conduct. 

Dishonesty in Publication: Misrepresenting research findings or authorship in scholarly publications. 

Interference or Misappropriation: Unauthorized interference with, misappropriation of, theft, or 

destruction of equipment, supplies, data, text, works of art, or databases belonging to others. 

26.3 Responsibility and Compliance 

Faculty members and graduate students are responsible for understanding and adhering to ethical 

criteria and standards or principles specific to their disciplines. 

All RGS personnel must avoid engaging in misconduct as defined in this policy. 

26.4 Reporting Misconduct 

Suspected research or creative work misconduct should be reported to the appropriate RGS authority or 

committee. 

Whistleblowers will be protected from retaliation. 

26.5 Investigation 

RGS is committed to investigating all reported cases of research or creative work misconduct promptly 
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and impartially. 

26.6 Consequences 

Individuals found to have engaged in research or creative work misconduct may face disciplinary actions 

as outlined in RGS policies. 

27. Employee Conduct (PL.HR.38) 

27.1 Work-Related Behavior Expectations 

RGS maintains specific expectations concerning employee conduct and job performance, which are 

essential for the smooth and efficient operation of our organization. Failure to adhere to these standards 

or meet job performance expectations may result in disciplinary action. 

27.2 Corrective Action/Progressive Discipline 

Employees are expected to perform their work efficiently and effectively and to be mindful of the 

expectations of the institution and its employees. Supervisors are expected to set an example by their 

own conduct, attitude, and work habits. This policy applies to all employees. 

The employee’s supervisor is responsible for ensuring that each employee is aware of the employee’s 

role at RGS. If disciplinary action is to be taken concerning an employee, such action will depend upon 

the circumstances and gravity of the conduct at issue, the employee’s past record, and the 

responsibilities of the employee’s post. The kinds of disciplinary action that can be pursued include: 

1. A Verbal Warning, which may be given following a first minor offence arising from an employee’s 

2. Misconduct or from an unsatisfactory standard of work or performance. 

3. A Written Warning, which may be given for a more serious offence, or if a minor offence is 

repeated, or if the standard of work continues to be unsatisfactory 

4. A Second or Final Written Warning, which may be given for a serious offence, or repeated 

offences, or a continuing failure to improve. 

Partial List of Disciplinary Actions 
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Each situation is different. In the case of more serious violations, an employee may be terminated 

immediately without the benefit of prior corrective actions. The appropriate administrator, with the HR 

Director, may take less severe corrective action than that listed below if, in their judgment, different 

corrective action is appropriate. 

Examples of violations typically leading to progressive discipline include: 

Substandard quality of work; excessive use of telephones (including cellular phones), for personal 

matters; interference with other employees’ work; failure to maintain satisfactory working relations with 

employees, students, and the public; working on a personal matter during work hours; mishandling of 

department funds or documents; abusive sick leave use or excessive tardiness; unreported absences; 

deliberate violations of safety practices or rules; the loss of institutional keys; deliberate falsification of 

time sheets or work; and use of institutional facilities or equipment without permission. 

Examples of violations that may lead to discharge on first offense include: 

Unauthorized release of confidential information; physical violence; insubordination; unreported 

absences of 3 days or longer; working under the influence of alcohol or illegal drugs; use, sale, 

distribution or possession of alcohol or illegal drugs; theft; conduct reflecting unfavorably on the 

reputation of the institution or conduct that adversely affects or interferes with the normal operations of 

the institution. 

The above is illustrative only, and not intended to be inclusive of all situations that may require 

corrective action, nor are supervisors limited in applying corrective action to those personal conduct 

violations listed above or in the exact sequence indicated. 

For proper cause, any administrative or support staff employee, regardless of occupation, position, 

profession, or work performed, may be reprimanded, suspended, or terminated whenever such action is 

considered necessary by supervisors or other persons in positions of authority in conjunction with the 

Offices of HR and the President. RGS strives to ensure that the administration of disciplinary measures is 

fair and appropriate under the circumstances and is free of prejudice or favoritism. 

27.3 Corrective Action Appeal Procedure (PR.HR.20) 

An employee who believes a disciplinary action including termination has been taken unfairly may 

request an appeal using the Corrective Action Appeal Procedure. Use of this procedure is limited to full 
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and part-time employees who have been disciplined with written warnings, suspension without pay, 

and/or termination, except in the case of an employee terminated involuntarily for reasons of 

institutional restructuring or financial exigency. 

The request for an appeal must be put in writing and submitted to HR. The written appeal must be 

submitted within three working days from the date of the disciplinary action. The HR Director will 

schedule a meeting with the employee and supervisor, witnesses for either party, as well as the 

appropriate member designated by the President to discuss the appeal. This meeting will be scheduled, if 

possible, within three working days of the receipt of the written appeal. The Vice President or designee 

will analyze the information presented and investigate the matter thoroughly before rendering a 

decision. A written decision by the HR Director or designee will ordinarily be returned to the employee, 

with a copy to the supervisor and the President within one week after the meeting. 

If the employee desires a second appeal, a request for a second appeal must be made in writing by the 

disciplined employee to the HR Director within three working days after receipt of the answer to the first 

appeal. The HR Director will forward this request to the President along with copies of the original appeal 

form, the decision from the first appeal and all other supporting documents. 

The President will appoint an ad hoc committee that consists of one RGS faculty member, one 

administrator and one person proposed by the employee. The President will name the chair of this ad 

hoc committee within three working days after its appointment. All documents will be submitted to that 

committee for review. 

The ad hoc committee will review the facts and information, meet with the parties involved in the action, 

and make a recommendation regarding the appropriateness of that action to the President. The 

recommendation will be accompanied by all supporting documents. The president will accept or reject 

the recommendation of the ad hoc committee. The President’s final decision will be given in writing to 

the employee and will end the appeal procedure. 

27.4 Compliance with Policies and Procedures 

All employees must comply with RGS policies, procedures, and guidelines as outlined in the RGS 

Administrative and Staff Handbook and Rules of Conduct. 

27.5 Professionalism 



85 

85 

 

 85 

Employees must always conduct themselves professionally while representing RGS. 

27.6 Attendance and Punctuality 

Timely and regular attendance is essential. Employees should report to work on time and adhere to their 

designated work schedules. 

27.7 Performance Expectations 

Employees are expected to perform their job duties competently and efficiently. 

27.8 Cooperation and Collaboration 

Employees should work collaboratively with colleagues, supervisors, and other members of the RGS 

community. 

27.9 Confidentiality 

Employees must maintain the confidentiality of sensitive information and data acquired during their 

employment. 

27.10 Respectful and Inclusive Behavior 

All employees must treat coworkers, students, and others with respect and promote an inclusive and 

diverse work environment. 

27.11 Reporting Misconduct 

Employees are encouraged to report any violations of policies or any other misconduct to the 

appropriate RGS authority. 

27.12 Disciplinary Action 

The HR Department should be consulted prior to implementing disciplinary action. 

28. Weapons on Campus (PL.O.6) 

RGS prohibits the possession, carrying, storage, or use of weapons on any property owned or controlled 

by RGS, except for RGS police officers authorized by their position. This policy applies to all students, 
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faculty members, employees, contractors, vendors, and visitors, except for law enforcement personnel 

authorized to carry weapons. 

28.1 Definition of Weapons 

For the purpose of this policy, "weapons" encompass the following: 

1. Firearms: Including guns, pistols, rifles, stun guns, air rifles, pellet guns, and other similar devices. 

2. Explosive Materials: Including fireworks, ammunition, gunpowder, explosives, or any substance 

containing flammable materials. 

3. Knives: Any type of knife is used as a weapon. 

4. Other Hazardous Materials: Articles and substances that pose a risk to health and safety. 

5. Replicas: Any items that resemble weapons. 

28.2 Policy Compliance 

Individuals found in violation of this policy may face the following consequences: 

1. Removal from RGS property. 

2. Disciplinary action, including expulsion or discharge for students or employees. 

3. Arrest and criminal prosecution. 

4. This policy applies to all RGS locations, including offices, work sites, vehicles, and field locations. 

29. Violence in the Workplace (PL.HR.42) 

RGS is committed to maintaining a safe and healthy workplace, free from violence or threats of violence. 

Workplace violence includes any violent or threatening behavior that occurs within the workplace and 

affects RGS faculty, employees, students, and visitors. 

29.1 Prohibited Behavior 

RGS prohibits the following behaviors in the workplace: 

1. Violent conduct 

2. Threats of violence 

3. Harassment or intimidation, including stalking or bullying 
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4. Behavior that interferes with an individual's legal rights, such as freedom of movement or 

expression 

5. Behavior that disrupts the workplace, academic environment, or RGS's ability to provide services 

29.2 Consequences of Violation 

Individuals found engaging in any prohibited conduct may face the following consequences: 

1. Banishment from RGS property through a no-contact order 

2. Disciplinary action, which may include discharge or other appropriate measures 

3. Arrest and potential criminal prosecution 

4. This policy applies to all RGS work locations, including offices, work sites, vehicles, and field 

locations 

29.3 Violence in the Workplace Reporting Procedures (PR.HR.26) 

Employees, supervisors, and managers should immediately report any threats they have witnessed, 

received, or have been reported to them, including any threatening or violent behavior observed on RGS-

owned or leased property, to the HR Department at 610-419-1751. 

Any employee who obtains a protective or restraining order that designates an RGS campus as a 

protected area must provide a copy of the order to the HR Department, along with any identifying 

information of the individual subject to the order, if available. 

30. Faculty and Student Relationships (PL.HR.79) 

RGS recognizes the potential for exploitation and conflicts of interest that can arise in faculty and student 

relationships due to the power disparity between them. Therefore, RGS strictly regulates and, in some 

cases, prohibits consensual sexual or romantic relationships between faculty members and students to 

ensure a safe and equitable learning environment. 

30.1 Prohibited Relationships and Behaviors 

1. Sexual or romantic relationships between instructors and students currently enrolled in their 

classes are prohibited. 

2. Sexual or romantic relationships between faculty advisors and their current advisees are 
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prohibited. 

3. Any form of sexually suggestive, intimidating, or harassing behavior is prohibited. 

30.2 Definition of Student Status 

A student is considered a student of a particular instructor when: 

1. The student is registered in a course taught by the instructor and has not yet received a final 

grade. 

2. The student is assigned to be advised by the instructor or academic advisor, including graduate 

advising or membership in a thesis or dissertation committee. 

3. The instructor has a supervisory or evaluative role over the student's activities at RGS. 

30.3 Ethical Principles for Faculty 

In situations where faculty members indirectly affect a student's academic evaluation or career 

opportunities, the following ethical principles must be observed: 

1. Faculty members must refrain from expressing sexual or romantic interest in a student. 

2. Faculty members must not imply, explicitly or implicitly, that academic rewards or punishments 

could result from a student's response to sexual or romantic advances. 

3. If a consensual sexual or romantic relationship develops between a student and an instructor, 

the instructor must not participate in any activity involving the evaluation of the student's 

academic work or progress without prior permission from the student's dean. 

30.4 Reporting and Complaint Procedures (PR.HR.25) 

A student who believes they have experienced harassment or witnessed a violation of this policy can 

make an informal or formal complaint to the Dean of Students. A faculty or staff member who believes 

they have experienced harassment or violation of this policy can make an informal or formal complaint 

to the HR office. 

RGS is committed to maintaining a safe and respectful learning environment for all students and faculty, 

and this policy aims to prevent potential conflicts of interest and protect the rights of all members of the 

RGS community. 
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31. Confidential Information (PL.T.7) 

RGS recognizes the importance of protecting confidential information related to the school's operations 

and the privacy of its employees, students, applicants, retirees, and alumni. This policy outlines the 

responsibilities of employees and faculty regarding the handling and disclosure of confidential 

information. 

31.1 Definitions 

Confidential Information: Information not publicly available and considered proprietary to RGS, or 

personal confidential information related to individuals associated with RGS. This includes information in 

various formats such as electronic, print, verbal, and other media. 

31.2 Responsibilities 

Access to Confidential Information: Employees and faculty may have access to confidential information 

during their duties at RGS. Such information should only be accessed and shared when there is a 

legitimate business need. 

Protection of Confidential Information: Employees and faculty are responsible for taking appropriate 

measures to protect the confidentiality of the information to which they have access. This includes 

safeguarding physical documents, using secure methods for transmitting electronic information, and 

ensuring that confidential information is not discussed inappropriately. 

Compliance with Laws: Employees and faculty must comply with all applicable federal, state, and local 

laws governing the protection of confidential information, including but not limited to the Family 

Educational Rights and Privacy Act of 1974 (FERPA), the Health Insurance Portability and Accountability 

Act of 1996 (HIPAA), the Gramm-Leach-Bliley Act (GLBA), and other relevant laws and regulations. 

Unauthorized Disclosure: Any unauthorized disclosure, sharing, or misuse of confidential information is 

prohibited and may result in disciplinary action, up to and including termination of employment. 

31.3 Reporting Violations 

Employees and faculty who become aware of any violations of this policy or suspect unauthorized 

disclosure of confidential information must report such incidents to the appropriate department or 
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supervisor. 

31.4 Compliance and Enforcement 

RGS is committed to maintaining the privacy and security of confidential information. This policy is 

subject to enforcement, and any violations will be addressed according to RGS's disciplinary procedures. 

Any employee or faculty member who has access to confidential student information must review and 

abide by RGS’s Policy Regarding Confidentiality of Student Records in the Student Handbook and in the 

Faculty Handbook. Questions regarding this policy should be directed to the Registrar. 

All employees and members of the faculty must review and abide by RGS’ Comprehensive Information 

Security Program found at <https://www.respectgs.us/>. Questions regarding this policy should be 

directed to the Director of IT. 

All employees and members of the faculty must review and abide by RGS’ 

Computer/Internet/Email/Communications Usage policies, especially with regard to confidential 

information. Any questions should be directed to the Director of IT Services and Marketing. 

Any employee or faculty member who is asked to disclose confidential information to any person who 

does not have a legitimate business reason for obtaining such information, or any employee who is 

aware of other individuals who have disclosed confidential information in violation of this policy must 

report such an occurrence to his or her immediate supervisor or the Operations and HR Department. 

Failure to report a violation of this policy may result in disciplinary action, up to and including discharge 

of employment. 

32. Workplace Surveillance and Searches Policy (PL.T.6) 

RGS recognizes the need to maintain a safe and appropriate work environment and to ensure compliance 

with RGS policies and applicable law. This policy outlines the circumstances under which workplace 

surveillance and searches may be authorized and the rights and responsibilities of employees regarding 

these measures. 

32.1 Scope 

This policy applies to all employees and faculty of RGS. 
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32.1 Workplace Surveillance 

Reasonable Surveillance: RGS may authorize the use of reasonable surveillance measures to ensure a 

safe and appropriate work environment or in compliance with RGS policies and applicable law. 

Surveillance may include security cameras, access logs, and other monitoring methods. 

32.3 Workplace Searches 

Authorized Searches: Subject to legal requirements, RGS reserves the right to inspect and search all work 

areas, desks, computers, RGS-owned cell phones, file cabinets, lockers, lunch boxes, or other containers 

leaving RGS premises, as well as personal vehicles in RGS parking lots or public streets within campus 

boundaries or any other area within RGS control. 

Electronic Records: All records contained in computers (including voice mail and email) and storage 

devices (including removable media) are open to inspection by RGS in accordance with RGS policies, 

subject to applicable legal requirements. 

32.4 Employee Rights and Responsibilities 

Consent to Searches: By accepting employment or enrollment at RGS, employees and students agree to 

comply with this policy, including allowing authorized searches when required. 

Cooperation: Employees and students are expected to cooperate with any authorized searches or 

surveillance measures conducted by RGS in accordance with this policy. 

32.5 Confidentiality 

RGS will make every effort to maintain the confidentiality of information obtained through workplace 

surveillance and searches, except when disclosure is required by law or is necessary to ensure safety, 

security, or compliance with RGS policies. 

32.6 Enforcement and Violations 

Any violations of this policy may result in disciplinary action in accordance with RGS' disciplinary 

procedures. 
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33. Use of Communications Systems Policy (PL.T.13) 

RGS provides communication services and equipment for business-related purposes. This policy outlines 

the acceptable use of RGS communication systems and equipment by employees and faculty and 

addresses the ownership and management of communication services and messages. 

33.1 Scope 

This policy applies to all employees and faculty of RGS. 

33.2 Acceptable Use 

Cost Consideration: Employees should be aware of the costs associated with communication services 

and equipment and make choices that align with cost and efficiency needs for business communication. 

Ownership: All communication services and equipment, including messages transmitted or stored, are 

the sole property of RGS and may be accessed and reviewed by RGS in the normal course of business. 

Personal Use: Employees and faculty should not use RGS communication systems and equipment to 

receive personal communications. If personal use is allowed, it should not interfere with job duties or 

solicitations for commercial, religious, political, or non-job-related purposes. 

Official vs. Personal Correspondence: Care should be taken to ensure that personal correspondence 

does not appear to be official communication of RGS. RGS stationery and postage should not be used for 

personal letters. 

Telephone and Mobile Phones: RGS telephones and mobile phones should be used exclusively for RGS 

business. Employees and faculty are responsible for reimbursing RGS for all charges resulting from 

personal use. 

Computer Systems and Networks: RGS computers, computer systems, and networks may only be used 

and accessed by individuals approved by authorized RGS officials. Authorization and permitted uses 

should be directed to the Director of IT. 

33.3 Enforcement and Violations 

Violation of this policy may result in disciplinary action in accordance with RGS's disciplinary procedures. 
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34. Monitoring and Recording of Telephone Calls Policy 

(PR.T.1) 

RGS may monitor and record telephone calls for quality assurance, customer service training, and 

safety/security purposes. This policy outlines the procedures and employee rights related to the 

monitoring and recording of telephone calls. 

34.1 Scope 

This policy applies to certain RGS departments that engage in the monitoring and recording of telephone 

calls. 

34.2 Procedures 

Notification: Callers to RGS telephone numbers are informed through an initial recording message that 

their call may be monitored and/or recorded. 

Employee Consent: Employees or faculty members assigned to departments involved in call monitoring 

and recording should notify the HR Department in writing if they do not consent to being part of this 

process. 

Reassignment: If an employee or faculty member does not consent to monitoring and recording, the HR 

Department will assess whether reassignment to a non-monitoring position is possible. 

Termination: If reassignment is not feasible, the employee or faculty member may face termination. 

35. Voice Mail, Email, Email Lists, and Discussion Forums Policy 

(PL.T.14) 

RGS provides voice mail and electronic mail systems to facilitate RGS business communication. This policy 

outlines the acceptable use, privacy expectations, and content guidelines for voice mail, email, email 

lists, and discussion forums. 

35.1 Scope 

This policy applies to all RGS employees and faculty members who use voice mail and electronic mail 
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systems, including Listserv lists and discussion forums. 

35.2 Acceptable Use 

Expectation of Privacy: Users should not expect privacy regarding any voice mail or electronic messages 

(including email) created, sent, or received through RGS systems. 

Use for RGS Business: Voice mail and email systems are for conducting RGS business and performing job 

duties. 

Electronic Mail Lists and Discussion Forums: RGS permits the use of its systems for email distribution 

lists and discussion forums related to academic and administrative objectives. 

35.3 Content Guidelines 

Non-Solicitation: Users should not use these systems to solicit or advocate for commercial ventures, 

religious or political causes, outside organizations, or other non-job-related purposes. 

Prohibited Messages: Users must not create, send, forward, or store messages that violate RGS policies, 

including those on Non-discrimination and Anti-harassment, including Sexual Harassment. 

Unauthorized Materials: Users may not send or receive unauthorized copyrighted materials, trade 

secrets, proprietary financial information, confidential or personal information, or similar materials. 

35.4 Privacy and Monitoring 

Not Private: Users are advised that voice mail and electronic mail messages are not private or 

confidential. RGS reserves the right to review, audit, intercept, access, and disclose messages for 

legitimate RGS business purposes. 

Access Rights: RGS may access or disclose the contents of voice mail or electronic mail messages without 

employee permission. 

35.5 Security 

Email Encryption: Users must use encryption software approved by the Director of IT to protect email 

contents when necessary. 
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35.6 Personal Use 

Limited Personal Use: Limited, occasional, or incidental personal use of emails for non-business purposes 

is acceptable if it does not disrupt RGS operations. 

Caution with Unsolicited Email: Users should exercise caution when dealing with unsolicited emails and 

avoid responding to them. 

Correct Recipient: Users must ensure emails are addressed to the correct recipients, especially when 

forwarding emails. 

35.7 Confidentiality 

Treat as Confidential: Users must treat all voice mail and electronic mail messages as confidential and not 

retrieve or read messages not intended for them. 

36. Internet Usage and Computer Games Policy (PL.T.11) 

RGS provides computer systems to employees and faculty to facilitate job performance. This policy 

outlines guidelines for internet usage and computer game usage during working hours. 

36.1 Scope 

This policy applies to all RGS employees and faculty members who use RGS computer systems. 

36.2 Internet Usage Guidelines: 

Limited Personal Use: Employees and faculty members should limit personal internet usage to non- 

working time, such as lunch, authorized work breaks, and after working hours. 

Business Priority: Internet usage during working hours should primarily serve business-related purposes. 

Compliance: Users must comply with RGS policies, including the Non-discrimination Policy and Anti- 

harassment, Including Sexual Harassment, Policy when using RGS computer systems. 

Prohibited Content: Users should not download, create, forward, or send materials that violate any RGS 

policy. 
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36.3 Computer Game Usage 

Restrictions: Computer game usage during working hours is prohibited. 

36.4 Enforcement and Violations 

Violation of this policy may result in disciplinary action, up to and including termination. 

36.5 Reporting Violations 

Employees or faculty members who receive materials on their computer systems that they believe  

violate an RGS policy should contact the Operations and HR Department. 

37. Office Attire Policy (PL.HR.43) 

RGS maintains standards for office attire to contribute to a positive work environment and uphold a 

professional business image. Employees should dress in a neat, clean, modest, professional manner at 

RGS. “Business-casual” is normative in most institutions of higher education though “dress casual,” which 

is more common in tech and corporate America, is also becoming common in some higher education 

institutions. 

37.1 Scope 

This policy applies to all RGS employees. 

37.2 Office Attire Guidelines 

Clean Appearance: Employees must present a clean appearance during business hours and while on RGS 

business or premises. 

Personal Hygiene: Employees are expected to maintain acceptable personal hygiene standards. 

Departmental Variations: Standards for office attire may vary by department. The administrative 

department head should consult with Vice President of Operations before implementing specific office 

attire standards. 

Appropriateness: If an employee is unsure about the appropriateness of specific clothing, it is advisable 

not to wear it. 
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38. Outside Activities or Employment/Consulting Policy 

(PL.HR.36) 

RGS allows employees to engage in outside activities or employment, including consulting, if such 

activities do not conflict with their RGS job responsibilities and comply with this policy. 

38.1 Scope 

This policy applies to all RGS employees. 

38.2 Guidelines for Outside Activities or Employment: 

Non-Interference: Outside employment or activities must not interfere with an employee's work 

responsibilities at RGS. 

Conflict of Interest: Employees must ensure that their outside activities or employment do not create a 

conflict of interest with their RGS position. Any questions about potential conflicts of interest should be 

directed to supervisors and/or the HR Department. 

Performance Impact: If RGS determines that an employee's outside work negatively impacts their 

performance or the ability to meet RGS requirements, the employee may be asked to terminate the 

outside employment while remaining with RGS. 

Income and Material Gain: Employees may not receive income or material gain from outside individuals 

or entities for work related to their RGS position. 

RGS-Paid Fees: If RGS pays a fee required for an employee to perform a specific function (e.g., notary 

status), the employee may not personally retain any fee charged to RGS employees or departments for 

RGS-related business. 

38.3 Consulting Services 

Consulting Approval: Officers, professional administrative personnel, and faculty may enter consulting 

arrangements. Administrative personnel must obtain approval from their department head, while faculty 

must have their consulting activities approved by their dean. 

Time Accounting: Employees engaged in consulting services must account for time away from RGS 
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business using personal and/or vacation days. 

RGS Discretion: RGS may require an employee to cease consulting when it is inconsistent with RGS 

policies or interferes with the employee's job duties and responsibilities. 

39. Smoking in the Workplace Policy (PL.O.8) 

RGS is committed to providing a tobacco-free environment for the entire RGS community. This policy 

prohibits the use of all tobacco and related products on all RGS properties and during RGS-sponsored 

activities in facilities under RGS control. 

39.1 Scope 

This policy applies to all members of the RGS community, including students, employees, and visitors. 

39.2 Policy Details: 

Tobacco-Free Environment: All RGS properties, BoTsh indoor and outdoor, are designated as tobacco- 

free areas. This includes all combustible tobacco products, electronic smoking devices, and smokeless 

tobacco products. 

RGS-Sponsored Activities: RGS-sponsored activities that take place in facilities not owned or operated by 

RGS will also be tobacco-free in areas under RGS control during those activities. 

Promotion of a Healthy Environment: The goal of this policy is to promote a healthy and clean work 

environment for students, employees, and visitors. 

Smoking in RGS Vehicles: Smoking in vehicles owned or leased by RGS is prohibited. 

40. Solicitations and Distribution of Literature Policy (PL.A.40) 

RGS prohibits the distribution of literature or printed materials, selling merchandise, soliciting financial 

contributions, or soliciting for any other cause during working time or in working areas unless it is related 

to RGS business or has been approved in advance by RGS. The use of RGS email for such purposes is also 

prohibited unless prior approval by RGS has been granted. 

40.1 Scope 
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This policy applies to all RGS employees. 

40.2 Policy Details 

Prohibited Activities: Employees are not allowed to engage in the following activities during working 

time or in working areas, unless related to RGS business or approved by RGS: 

1. Distributing literature or printed materials. 

2. Selling merchandise. 

3. Soliciting financial contributions. 

4. Soliciting for any other cause. 

Email Usage: The use of RGS email for distributing literature or printed materials, selling merchandise, 

soliciting financial contributions, or soliciting for any other cause unrelated to RGS business is prohibited 

unless prior approval has been granted by RGS. 

41. Emergency Closings Policy (PL.HR.56) 

RGS maintains a policy for handling emergency closings or delays in the event of inclement weather or 

other disruptive situations. This policy is designed to ensure the safety of RGS students, faculty, and staff 

while minimizing disruptions to academic and business operations. 

41.1 Campus Closed 

1. All non-essential on-campus operations and in-person classes will be suspended for all or part of 

the day. 

2. RGS reserves the right to schedule make-up classes. 

3. Essential employees must report to work on campus as scheduled. 

4. Non-essential employees with remote work capabilities are encouraged to work remotely. 

5. Supervisors should communicate expectations to employees regarding their essential or non- 

essential status. 

41.2 In-person Classes Cancelled 

1. No in-person classes will be held, but all employees are expected to report to work as usual. 

2. Class cancellations may occur at any time during a given day. 
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3. RGS reserves the right to schedule make-up classes. 

4. In case of class cancellations due to inclement weather or other emergency situation, faculty 

should communicate plans to conduct class remotely to students. 

41.3 Delay of Class Start: 

1. Classes will begin at a delayed time, and students should attend courses scheduled for that time. 

2. Students with classes scheduled before the announced delay should check with their instructor. 

3. All employees must report to work at the scheduled time unless advised otherwise by their 

supervisor or other institutional authority such as HR. 

41.4 Partial Day Class Cancellation: 

1. Classes will be cancelled at an announced time. 

2. Classes normally scheduled after that point will not be held that day. 

3. Students with classes scheduled after the announced time should check with their instructor. 

4. All employees must report to campus as scheduled and/or remain on campus until the 

conclusion of scheduled work hours unless advised otherwise by their supervisor or other 

institutional authority such as HR. 

42. Emergency Closings Procedures (PR.T.5) 

42.1 Decision Authority 

The President or a designated officer is responsible for deciding whether to close an RGS campus, cancel 

classes, or delay opening during emergency situations. 

The decision-making process involves consultation with appropriate RGS administrators and external 

bodies such as local school superintendents. 

42.2 Procedures 

1. Educational programs and administrative offices cannot independently cancel classes or close 

facilities. Approval is required. 

2. Faculty members must consult with their dean when requesting class cancellations. 

3. Employees are expected to report to work when the RGS is open or opening late, and alternative 
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work arrangements require supervisor's approval. 

4. Students should notify professors if they cannot attend classes due to non-closure weather 

conditions. 

5. Students with off-campus work assignments should check with their site supervisor regarding 

site closures. 

6. Scheduled alternative work arrangements not impacted by campus closure should proceed as 

scheduled. 

42.3 Emergency Communication Protocol 

1. When a campus closure, class cancellation, or delay is decided, the senior officer(s) determine 

the message to be communicated. 

2. A conference call gathers information on safety conditions, scheduled events, athletics programs, 

and other considerations. 

3. Emergency notifications are sent via email, text messages, and/or phone calls. 

4. Information is posted on the RGS homepage and distributed to news outlets. 

5. All employees should consult available resources to understand their obligations during potential 

weather or emergency events. 

42.4 RGS Investigations and Internal Hearings 

Sometimes, RGS may conduct internal investigations and hearings related to RGS employment and 

student matters. 

All employees are required to cooperate in RGS proceedings, including attending and preparing during 

working hours. 

Cooperation involves providing honest, truthful, and complete information to the best of one's 

knowledge. 

An employee may refuse to provide information if it could result in criminal prosecution, but RGS will 
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consider the refusal in determining discipline. 

Failure to cooperate with RGS proceedings is a violation of this policy and may result in disciplinary 

action, including termination. 

Individuals facing retaliation or threats of retaliation due to their participation in the process should 

contact the HR office. 

43. Use of RGS Property (PL.O.12) 

1. All RGS employees must comply with policies, regulations, procedures, and guidelines related to 

the use of RGS property. 

2. These policies cover areas such as fire and safety regulations, workplace safety (OSHA), 

ventilation, and evacuation procedures. 

3. Violation of these policies may result in disciplinary action, including restrictions on 

property/space usage or termination of employment. 

44. Employment File - Official Personnel File (PL.HR.7) 

1. The HR Department maintains an official personnel file for each employee. 

2. This file contains information related to employment, and the department is responsible for its 

maintenance, confidentiality, and accessibility by authorized personnel. 

44.1 Access to Personnel File 

1. Access to personnel files is restricted. 

2. Employees may review their personnel file once per year with reasonable notice. 

3. The review must take place in the office and in the presence of an authorized individual. 

4. Inquiries or requests for personal information should be directed to the HR Department. 

45. Corrective Action/Progressive Discipline (PL.HR.39) 
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Employees are expected to perform their work efficiently and effectively and to be mindful of the 

expectations of the institution and its employees. Supervisors are expected to set an example by their 

own conduct, attitude, and work habits. 

This policy applies to administrative and support staff employees other than faculty and does not apply 

to probationary employees. Matters pertaining to the conduct of faculty members are under the purview 

of the Dean of Academics. 

The employee’s supervisor is responsible for ensuring that each employee is aware of the employee’s 

role at RGS. 

If disciplinary action is to be taken concerning an employee, such action will depend upon the 

circumstances and gravity of the particular conduct at issue, the employee’s past record, and the 

responsibilities of the employee’s post. The kinds of disciplinary action that can be pursued include: 

1. A verbal warning, which may be given in respect of a first minor offence arising from an 

employee’s misconduct or from an unsatisfactory standard of work. 

2. A written warning, which may be given for a more serious offence, or if a minor offence is 

repeated, or if the standard of work continues to be unsatisfactory. 

3. A second or final written warning, which may be given for a serious offence, or repeated 

offences, or a continuing failure to improve. (In particularly serious cases, the result may be 

suspension for a fixed period and accompanied by a written warning). 

45.1 Partial List of Disciplinary Actions 

Each situation is different. In the case of more serious violations, an employee may be terminated 

immediately without the benefit of prior corrective actions. The appropriate administrator, in 

conjunction the Director of HR, may take less severe corrective action than that listed below, if, in their 

judgment, different corrective action is appropriate. Examples of violations typically leading to 

progressive discipline include: 

Substandard quality of work; excessive use of telephones (including cellular phones) for personal 

matters; interference with other employees’ work; failure to maintain satisfactory working relations with 
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employees, students, and the public; devoting excessive time to personal matters during work hours; 

mishandling of department funds or documents; abuse of sick leave , or excessive tardiness; unreported 

absences; deliberate violations of safety practices or rules; the loss of institutional keys; deliberate 

falsification of time sheets or work; and use of institutional facilities or equipment without permission. 

Examples of violations that may lead to discharge on first offense include: 

Unauthorized release of confidential information; physical violence; insubordination; unreported 

absences of 3 days or longer; working under the influence of alcohol or illegal drugs; use, sale, 

distribution or possession of alcohol or illegal drugs; theft; conduct reflecting unfavorably on the 

reputation of the institution or conduct that adversely affects or interferes with the normal operations of 

the institution 

The above is illustrative only, and not intended to be inclusive of all situations that may require 

corrective action, nor are supervisors limited in applying corrective action to those personal conduct 

violations listed above or in the exact sequence indicated. 

For proper cause, any administrative or staff employee, regardless of occupation, position, profession, or 

work performed, may be reprimanded, suspended, or terminated whenever such action is considered 

necessary by supervisors or other persons in positions of authority in conjunction with the Office of the 

Vice President of Operations and Finance and the President. RGS strives to ensure that the 

administration of disciplinary measures is fair and appropriate under the circumstances and is free of 

prejudice or favoritism. 

45.2 Corrective Action Appeal Procedure (PR.HR.20) 

An employee who believes that a disciplinary action has been taken unfairly may request an appeal of 

the action using the Corrective Action Appeal Procedure. Use of this procedure is limited to full and part-

time employees who have been disciplined with written warnings, suspension without pay and/or 

termination 

The request for an appeal must be put in writing and submitted to the Director of HR. The written appeal 

must be submitted within three working days from the date of the disciplinary action. The Director of HR 

will schedule a meeting with the employee and supervisor, witnesses for either party, as well as the 

appropriate member designated by the President to discuss the appeal. This meeting will be scheduled, if 

possible, within three working days of the receipt of written appeal. The Director of HR or designee will 
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analyze the information presented and investigate the matter thoroughly before rendering a decision. A 

written decision by the Director of HR or designee will ordinarily be returned to the employee, with a 

copy to the supervisor and the President within one week after the meeting. 

If the employee desires a second appeal, a request for a second appeal must be made in writing by the 

disciplined employee to the Director of HR within three working days after receipt of the answer to the 

first appeal. The Director of HR will forward this request to the President along with copies of the original 

appeal form, the decision from the first appeal and all other supporting documents. 

The President will appoint an ad hoc committee that consists of one RGS faculty member, one 

administrator and one person proposed by the employee. The President will name the chair of this ad 

hoc committee. If possible, the committee will be convened within three working days after its 

appointment. All documents will be submitted to that committee for review. 

The ad hoc committee will review the facts and information, meet with the parties involved in the action, 

and make a recommendation regarding the appropriateness of that action to the President. The 

recommendation will be accompanied by all supporting documents. The President will accept or reject 

the recommendation of the ad hoc committee. The President’s final decision will be given in writing to 

the employee and will end the appeal procedure. 

45.3 Employment Separation Policy (PL.HR.57) 

The Director of HR provides guidance to employees leaving the institution to gather information, collect 

institutional property, review pertinent employee benefit matters, and arrange for distribution of the 

final paycheck. This policy applies to all employees. 

45.4 Voluntary Separation/Resignation 

A voluntary separation occurs when an employee resigns from the institution at his or her request. An 

employee who plans to leave the institution must give at least two weeks’ notice in writing to his or her 

immediate supervisor and to the Director of HR. A staff member who resigns is entitled to payment for 

any accrued but unused vacation time. There is no severance pay or payment for unused sick days, 

excused absences, or floating holidays. 

The period of notice may be shortened if there is mutual agreement between the staff member and the 

supervisor 
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45.5 Involuntary Separation/Termination 

An involuntary separation is initiated by the institution. Termination may be “for cause” such as 

unsatisfactory job performance, or for other reasons such as institutional reorganization or financial 

exigency. Accrued but unused vacation will be paid except in the case of termination for willful or gross 

misconduct. At the institution’s discretion, pay may be substituted for all, or a portion of, the notice 

period. An involuntary Separation/Termination in this instance is not appealable. 

46. Leaving RGS 

46.1 Termination of Non-introductory Employees Policy (PL.HR.58) 

Before terminating any employee, department supervisors must consult with the HR Director and the 

President to review the termination decision. 

46.2 New Hire: Termination of Introductory Employee Policy (PL.HR.59) 

RGS encourages departments to establish performance expectations, provide feedback, and grant at 

least 30 days to introductory employees to meet those expectations in accordance with RGS’ 

Introductory/Probationary Period Policy before considering termination. 

While advance notice of termination “for cause” is not required for introductory employees, all 

departments must consult with the HR Department before termination. Introductory terminations are 

not subject to dispute resolution. 

46.3 Resignation Policy (PL.HR.60) 

Employees should provide written notice of resignation to their supervisor and the HR Director as soon 

as possible and should observe the clause in their contract regarding providing notice of intent to resign 

including the intended resignation date. 

Employees in all pay grades must provide at least 2 weeks' written notice to be eligible for 

payment of unused vacation time. 

Vacation time earned and unused will be paid out in the final paycheck or the next regularly scheduled 

payroll. Overages in used vacation time will be adjusted in the final paycheck. 
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47. Retirement Policy (PL.HR.61) 

Employees considering retirement are advised to contact the HR Department to discuss benefit 

implications. 

48. Reduction in Work Force Policy/Institutional 

Reorganization (PL.HR.62) 

1. The RGS may need to reduce its workforce due to fiscal conditions, programmatic changes, or 

organizational restructuring. 

2. Decisions regarding workforce reduction or restructuring are at the discretion of the RGS and are 

not appealable. 

3. Employees affected by a reduction in staffing do not have automatic placement rights for other 

employment opportunities within RGS. 

49. Severance Policy (PL.HR.63) 

1. RGS provides severance pay to full-time, regular employees who are involuntarily terminated 

due to job elimination or reduction in workforce. 

2. Employees' eligibility for severance pay is determined by the terms of their respective 

agreements or by the guidelines below. 

3. Employees terminated for reasons other than job elimination or reduction in workforce, as well 

as introductory/probationary employees, are not eligible for severance pay. 

4. Severance pay is determined based on an employee's years of service as outlined in the table 

provided. 

Years of Service Weeks of Paid Service 

0-1 0 

1-3 2 

3-5 4 
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5-7 6 

7-10 8 

10-15 10 

15-19 12 

20-24 15 

24-29 18 

29 + 21 

50. Vacation Pay upon Termination Policy (PL.HR.64) 

1. Employees terminated, whether by resignation, retirement, or dismissal, are entitled to take 

unused vacation time. 

2. If an employee has used more vacation time than they have earned when their employment is 

terminated for any reason, an adjustment for the overage will be made in the final paycheck, in 

compliance with applicable law. 

3. Termination, for this policy's purpose, does not include transfers from one RGS department to 

another. 

51. Exit Process Policy (PL.HR.65) 

All employees leaving RGS are required to participate in an exit process, which may include: 

1. Reviewing the departing employee's benefit coverage. 

2. Securing items, including identification cards, equipment, uniforms, keys, and parking decals. 

3. Updating forwarding address, telephone number, and email. 

4. The departing employee's supervisor should contact the HR Department to initiate the exit 

process. 

5. All employees who voluntarily leave RGS are encouraged to complete an exit interview with the 

HR Department. Employees should contact the HR Department to schedule this meeting as soon 

as they give notice to their supervisor. 
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52. References Policy (PL.HR.66) 

The HR Department is the only department authorized to provide official references for current or 

former employees. 

Any request for a reference must be in writing and directed to the Operations and HR Department. 

RGS will only provide the following information via the official RGS email: 

1. Dates of employment. 

2. Title. 

3. Position/job duties. 

4. Confirmation of salary. 

53. Credit Requests Policy (PL.HR.17) 

Upon a written request from an employee, the HR Department will complete a credit request submitted 

by a financial institution or other authorized organization via the official RGS email. 

54. Amending the Handbook (PL.PD.2) 

Policy Statement  

The institution maintains handbooks, policies, and procedures to ensure effective governance, 

operational clarity, and regulatory compliance. These documents may be amended as necessary through 

a defined review and approval process to maintain accuracy, consistency, and institutional integrity.  

Policy  

Minor Revisions  

Editorial, formatting, clerical, or non-substantive revisions that do not alter the intent, scope, or 

application of a handbook, policy, or procedure may be made administratively without formal review 

under this policy.  

Proposal of Amendments  

Substantive amendments to handbooks, policies, or procedures, along with a written rationale, may be 
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proposed by faculty, staff, administrators, or governing board members and submitted to the designated 

administrative authority.  

Review and Consultation  

The designated administrative authority shall coordinate a review of proposed amendments 

with appropriate stakeholders. This process may include consultation, discussion, and revision to ensure 

institutional alignment and compliance.  

Approval Process  

1. Handbooks and Policies:  

Following review, proposed amendments to handbooks and institutional policies shall be submitted to 

the governing body or its designee for consideration.  

2. Procedures:  

Procedures, which implement approved policies, may be reviewed and approved by the designated 

administrative authority unless otherwise required by governing body action.  

Incorporation and Documentation  

Upon approval, amendments shall be formally incorporated into the applicable handbook, policy, or 

procedure, with appropriate documentation of the approval date and authority.  

Publication and Implementation  

Approved amendments shall be communicated to affected stakeholders and published through official 

institutional channels. Amendments shall take effect on the date specified in the approval unless 

otherwise stated.  

55. Policy on Policy Development and Implementation (PL.PD.1) 

This policy applies to all of the RGS’s divisions for the development of subsequent policies.  

Purpose  

The purpose of this policy is to ensure that all of the policies of the RGS are formally approved and 

consistent with the mission, goals, commitments, and initiatives. Furthermore, all policies and procedures 
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are to be written clearly, in compliance with legal requirements and published so as to be available and 

accessible in print and electronic formats to the RGS constituents and general public.    

Definitions  

Policies are guiding or governing principles, formally approved to provide assistance in the conduct of the 

affairs of the RGS constituent groups.  Such policies are published in appropriate handbooks.  

Procedures are statements that provide for the orderly implementation of established policies through 

specific, prescribed actions to be taken.  

Administrative policies describe the terms or conditions of affiliation of administrators, faculty members, 

staff members, students, the use of the facilities (i.e., buildings, grounds, and equipment), and other 

matters of a general nature.  

Academic policies are policies that relate to the educational process and the academic portfolio of the 

RGS.  

Student life policies concern the terms or conditions affecting student life within the RGS community.  

Board of Trustees policies are those by which the Board of Trustees operates and governs itself, and 

policies involving the relationship of the Board to the President of the RGS as Chief Executive Officer.  

Presidential Responsibilities  

While the Board of Trustees of the RGS is ultimately responsible for the control and function of the RGS, 

the President is empowered with the authority to manage the operation of the RGS. The President 

manages the RGS, in part, through his or her oversight of the creation and implementation of the policies. 

The RGS policies are developed in the context of a transparent system of shared governance, which 

involves the RGS’s aforementioned constituents. In this manner the campus community is able to work 

together to resolve issues that face the RGS.  

The RGS Policy Development Committee  

The RGS Policy Development Committee (the “PDC” or the “Committee”) proposes policies and procedures 

related to the development, review, revision, and elimination of the RGS policies. In addition, the 

Committee coordinates the regular policy review process in consultation with the President, ensuring that 



112 

112 

 

 112 

all policies are reviewed and communicated on a regular cycle. The Committee also serves as a source of 

advice about the appropriate scope (departmental, divisional, Institutional) of existing and proposed 

policies, and about the appropriate review and consultation processes for proposed policies.  

Committee Membership   

The committee consists of the Vice President of Operations, the Dean of Academic Affairs, the Dean of 

Students, and the representative of the Student Government Association.  

55.1 Procedures (PR.PD.1) 

Initiation  

A request for a new policy, or revision of an existing policy, may come from any member of the Institution’s 

constituent groups or community. A request does not guarantee that a policy will be developed by the 

PDC.  

Development  

The PDC reviews the proposal and determines whether, appropriately, it should move forward to the next 

step in the development process.  

The policy development process includes Both an initial and a final review period, during which the RGS’ 

constituent groups have the opportunity to comment on each policy. Following its final review, the PDC 

recommends the proposal as it stands to the President of the RGS or recommends it to the President with 

comments for possible revision. Upon receiving a proposed policy from the PDC, the President may 

conduct his or her own independent review and study of the issue. The President may also consult with 

the advising constituencies of the RGS, which provides a mechanism for the President to discuss possible 

outcomes and to consider the overall effects of the proposed policy on the RGS as a whole.  

Approval  

The President submits the final draft of any policy changes for approval to the Board of Trustees.  

Dissemination  
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If the policy or revision is approved by the BoTs, the President of the RGS initials the final draft and sends 

it to the Secretary of the RGS, who sees that it is published in the appropriate handbooks of the RGS and 

notifies the constituent groups of the approval and the effective date.  

If the policy or revision is not approved, the President of the RGS returns it with comments to the Secretary 

of the RGS, who notifies appropriate persons of the status of the proposal.  


