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This manual has been prepared by Northwestern Health Sciences University (also known as 
“NWHSU”) to provide supervisors and managers a reference and working guide in the day-to-
day administration of NWHSU’s Human Resource programs and policies.   
 
All of the statements in this manual are internal guidelines that the University may change from 
time to time at its sole discretion, as appropriate, with the exception of the policy on “at-will” 
employment. These written guidelines should increase understanding of existing University 
procedures, eliminate the need for case-by-case decisions on matters where there is already an 
existing University-wide policy, and help assure consistent application throughout the 
organization. The University retains sole discretion to deviate from, add, delete, or change 
anything contained in this Manual, except employment-at-will. 
 
All supervisors and managers are responsible for administering NWHSU’s policies in a 
consistent and impartial manner.  All questions regarding these policies should be directed to 
the Director, Human Resources for clarification.  
 
We sincerely hope this manual will be a helpful tool for all supervisors and managers and will 
assist in strengthening the overall employer-employee relationship. 
 
Nothing in this manual should be construed as creat ing a contract between the 
University and any employee or a guarantee of emplo yment or benefits for any particular 
period of time, nor does this it change the "at wil l" employment relationship between 
Northwestern Health Sciences University and any of its employees. “At will” employment 
is defined as employees having the right to termina te the employment relationship with 
NWHSU at any time, with or without notice, for any reason. The University has the same 
right to terminate the employment relationship at a ny time, with or without notice, for any 
reason not prohibited by law.  
 
This policy and procedures manual supersedes and replaces any and all Human Resource 
policies and related materials made available to the supervisors and managers of Northwestern 
Health Sciences University. 

 



Equal Employment Opportunity 
 



 
Northwestern Health Scienc es University  

  
Policy: Equal Employment Opportunity  Effective Date: January 2005    
  
Page:   1 of 2 Revision :           February 2009         
  
 
PURPOSE 
 
The purpose of this policy is to outline Northwestern Health Science University’s commitment to 
a work environment free of discrimination and the University’s procedure for providing equal 
employment opportunity to all individuals in regard to recruitment, selection, promotion, transfer, 
discipline, compensation, training and other personnel actions. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position, and applicants for 
employment. 
 
POLICY 
 
Northwestern Health Sciences University will provide equal employment opportunity in all 
personnel actions to all persons in all job titles without regard to race, color, creed, religion, 
national origin, sex, gender identity, marital status, veteran/military status, disability, genetic 
information, age, sexual orientation, status in regard to public assistance, membership or 
activity in a local commission, or any other characteristic protected by law. 
 
It is the responsibility of every member of management to create an atmosphere free of unlawful 
discrimination and harassment.   In addition, it is the responsibility of each employee to respect 
the rights of co-workers, customers, and visitors at the University. 
 
PROCEDURE 
 
Any individual who believes he or she has experienced or observed behavior contrary to this 
policy is expected to report that information to the Director of Human Resources or the 
President. If a supervisor or manager hears, observes or becomes aware of such behavior, 
he/she must report it immediately to one of the above.  
 
All reports of action contrary to this policy will be taken seriously and investigated promptly. 
Unless the Director of Human Resources is named as a potential violator of this policy, he/she 
will be responsible for leading the investigation.  The investigation will involve interviews with the 
potential victim(s), alleged violator(s), and any possible witnesses who are named.  These 
investigations will be kept as confidential as possible. 
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PROCEDURE (continued) 
 
Individuals found to have violated the University’s equal employment opportunity policy will be 
subject to corrective action, up to and including termination of employment. 
 
NWHSU will not tolerate retaliation of any kind towards any individual who makes a good faith 
report of behavior contrary to this policy.  If any report of retaliation is found, the Director of 
Human Resources will be responsible for implementing corrective action, up to and including 
termination of employment. 
 
 



Compensation 
 



 
Northwestern Health Sciences University  

  
Policy: Employee Classifications  Effective Date: January 2005    
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PURPOSE 
 
The purpose of this policy is to establish several employment categories that define the 
employment relationship. 
 
SCOPE 
 
The scope of this policy applies to all employees. 
 
POLICY 
 
Northwestern Health Sciences University has established various employment categories and 
levels of employment that affect benefits and compensation for its employees.   The University 
will make an effort to inform employees of ways in which employment category affects such 
aspects of the employment relationship. In general, regular full-time and regular part-time 
employees (who are budgeted for 20 hours or more a week) are eligible for all University 
benefits, subject to waiting periods of the various benefits programs.  Employees in any other 
employment category receive only those benefits required by law. All non-faculty employees, 
regardless of category, are employed at-will. This means employees have the right to terminate 
the employment relationship with NWHSU at any time, with or without notice, for any reason. 
The University has the same right to terminate the employment relationship at any time, with or 
without notice, for any reason not prohibited by law. 
 
The employment categories are listed as follows: 
 
A regular full-time employee is one who is authorized, scheduled and budgeted to work a 
minimum of 40 hours per work week on a regular and consistent basis, without any defined 
termination date and is eligible for benefits. 
 
A regular part-time employee is one who is authorized, scheduled and budgeted to work at least 
20 but fewer than 40 hours per work week on a regular and consistent basis, without any 
defined termination date and is eligible for benefits.   
 
A part-time employee is one who is authorized and scheduled to work a fluctuating schedule 
less than 20 hours per work week without any defined termination date and is not eligible for 
benefits. 
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POLICY (continued) 
 
A temporary employee is one who is hired and scheduled to work up to 40 hours a week for a 
maximum of 120 days. The work schedule for a temporary employee is established by the 
University.  These employees are not eligible for benefits.   
 
An on call employee is one who is hired to work on an as-needed basis.  These employees are 
not eligible for benefits nor are they guaranteed a specific work schedule. 
 
The employment relationship is further defined by eligibility for overtime, in accordance with the 
federal Fair Labor Standards Act: 
 
Exempt employees are those who may work in executive, professional, administrative or 
computer positions as defined by the University.  These employees are paid on a salaried basis 
and receive a pre-determined compensation regardless of the number of hours worked per 
week.  Exempt employees are not paid overtime.   
 
Non exempt employees are those in all other positions. These employees may be regular full-
time, regular part-time, part-time or temporary. Non-exempt employees are paid on an hourly 
basis, and will be paid overtime in accordance with federal and state law. (See Overtime 
section) 
 
PROCEDURE 
 
Employees will be informed of their initial employment classification, level and status of exempt 
or non-exempt at the time of their job offer and/or during their orientation session.   
 
If the employee changes positions during employment as a result of a promotion, transfer or 
otherwise, the Human Resources Department will inform the employee of any change in their 
classification, level and/or exemption status. 
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PURPOSE 
 
The purpose of this policy is to define the work hours for employees.  
 
SCOPE 
 
The scope of this policy applies to all employees in any employment classification, including 
regular full-time, regular part-time, part-time and temporary – exempt and non-exempt. 
 
POLICY 
 
For payroll purposes, the workweek starts at 12:01 AM on Sunday and ends at 12:00 midnight 
on Saturday. Normal working hours are 8:00 a.m. to 4:30 p.m. Monday through Friday.  
However, business needs may make it necessary for supervisors or managers   to schedule 
employees to accommodate the demands in various departments.  Specific hours may vary 
from department to department.   
 
In some situations, flexible scheduling may be arranged based on the needs of the employee 
and the needs of the business.  It is important to note, however, that flexible scheduling cannot 
be guaranteed at any time and may need to change based on business needs. 
 
PROCEDURE 
 
Supervisors will inform all new employees of their scheduled hours no later than their first day of 
work regardless of their employment classification.  Should any change in hours become 
necessary, the supervisor must inform the employee as soon as possible. 
 
Flexible scheduling can be arranged in certain positions at NWHSU; however, it cannot be 
guaranteed.  Any such arrangements must be made with the employee’s supervisor and/or 
manager. 
 
If an employee requests a change in his/her work schedule, the supervisor and/or manager 
must discuss such a change with the Director, Human Resources and coordinate such a 
change with the same. 
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PURPOSE 
 
The purpose of this policy is give the employee an opportunity to evaluate NWHSU as a place 
to work and to give management an opportunity to evaluate the employee’s fit for the position. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of employment classification. 
 
POLICY 
 
An employee’s first 90 days of employment are considered an Introductory Period. Completion 
of the Introductory Period does not guarantee employment for any period of time thereafter.  All 
employees are employed at-will both during and after completion of this period. 
 
PROCEDURE 
 
During the first 90 days of employment, the supervisor will work closely with the new employee 
to train him/her in their new position.  The supervisor will provide the necessary feedback and 
encourage the employee to ask questions to ensure the employee understands how the work is 
to be accurately completed. 
 
Upon successful completion of the Introductory Period, employees are eligible for certain 
benefits.  Paid Time Off (PTO) begins accruing from the date of hire but is not available for use 
until completion of 90 days of employment.  If the employee terminates prior to 90 days, the 
employee is not eligible for any PTO payment. 
 
If, after the Introductory Period, the supervisor determines the employee is not qualified for the 
position, even after adequate training, the employee will be terminated.  The employee also has 
the opportunity to voluntarily resign, if he/she determines the position is not acceptable to 
him/her. 
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PURPOSE 
 
The purpose of this policy is to ensure all non-exempt employees, particularly those who are 
classified as non-exempt, are paid correctly for any overtime hours they work. 
 
SCOPE 
 
The scope of this policy applies to all non-exempt employees who are eligible for overtime. 
 
POLICY 
 
Business demands may sometimes require employees to work extra hours, beyond those for 
which they are usually scheduled.  Whenever possible, the University will notify employees in 
advance if overtime will be necessary.  However, employees are expected to be available, and 
to work the extra time when needed, regardless of what notice has been given.  
 
Federal and state laws determine employee eligibility for overtime pay. If a non-exempt 
employee anticipates a need to work extra hours, he/she must receive the supervisor’s approval 
in advance.  Overtime is paid at a rate of time and one-half (1½) the regular base pay for all 
hours worked over 40 in a workweek. Holidays and vacation count as hours worked for overtime 
purposes. 
 
Exempt employees are not eligible for overtime pay.  (See Employee Classifications policy). 
 
PROCEDURE 
 
If a supervisor or manager anticipates the need for an employee to work additional hours 
beyond their normal work schedule, he/she must notify the employee with as much advance 
notice as possible. The supervisor/manager should inform the employee that he/she will be paid 
overtime in accordance with this policy.  
 
If a non-exempt employee anticipates a need to work extra hours, he/she must receive the 
supervisor’s approval in advance. In the event the employee does not seek this approval in 
advance, the employee must still be paid for the time worked; however, the supervisor must 
inform the employee that the next time he/she must seek pre-approval or risk corrective action. 
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PROCEDURE (continued) 
 
Once the additional hours are worked, the supervisor/manager should ensure the employee’s 
time record is completed accurately and appropriate approval is recorded. 
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PURPOSE 
 
The purpose of this policy is to provide employees with adequate time for rest/restroom breaks 
and meal breaks during their work day. 
 
SCOPE 
 
The scope of this policy applies to all NWHSU employees. 
 
POLICY 
 
Employees are provided with adequate time when staffing requirements permit, to use the 
nearest restroom. Since this time is paid as time worked, employees should not extend the 
allotted time away from their work areas. 
 
In addition, an unpaid meal break of 30 to 60 minutes is provided to employees who work 6 or 
more hours a day. Employees who work 10 or more hours a day are entitled to an additional 30 
minute unpaid meal break. Employees who are relieved of all active work responsibilities during 
the meal period are not compensated for that time. If an employee is required by their 
supervisor to remain at work during their meal they will be paid for their meal break. The 
supervisor must initial the employee’s time sheet if this occurs. 
 
PROCEDURE 
 
Supervisors should discuss rest and meal periods with new employees during their initial 
orientation period. They should also discuss these break periods with employees at any time 
they are not followed according to this policy.   
 
In situations when an employee is required to remain at work during their meal break, the 
supervisor must initial the employee’s time sheet accordingly. 
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PURPOSE 
 
The purpose of this policy is to define additional compensation intended to recognize time 
worked outside of day shifts and to ensure adequate evening, night and weekend coverage. 
 
 
SCOPE 
 
The scope of this policy applies to all non-exempt, non-faculty employees working in positions 
identified by the Director of Human Resources as eligible for shift differential. 
 
 
POLICY 
 
Employees in shift differential eligible positions who are scheduled on a regular, rotating, or 
sporadic basis to work during evenings, nights or weekends will receive a cents-per-hour 
amount added to their base hourly rate. 
 
 
PROCEDURE 
 
Day Shift:  Work schedules/hours which fall completely between 7:00 a.m. and 6:00 p.m. 
Monday through Friday are considered day shifts and thus are not eligible for shift differential 
pay. 
 
Evening Shift:  Any work schedule that starts on or after 2:00 p.m. but before 10:00 p.m. and 
extends past 6:00 p.m. 
 
Night Shift:  Any work schedule that regularly starts on or after 10:00 p.m. but before 4:00 a.m. 
 
Weekend Shift:  The weekend shift is any work schedule that regularly starts on or after 10:00 
p.m. Friday and ends before 10:00 p.m. Sunday. 
 
Split Shift:  A split shift occurs when an employee works part of their shift at one time in the day 
and returns to work at a later time in the day to complete the shift. 
 
Employees who are scheduled to work evening, night or weekend shifts will be paid a shift 
differential for the entire shift.  Employees who are scheduled to work split shifts will receive shift 
differential for that portion of the shift starting after 2:00 p.m. or 10 p.m.   
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PROCEDURE (continued)  
 
Work schedules that begin at noon or later and extend past 6:00 p.m. are eligible for shift 
differential pay only for the actual hours worked after 2 p.m.  For example, an employee working 
noon to 8:00 p.m. will be paid two hours at the regular rate and six hours at the evening shift 
differential rate. 
 
Shift differentials are included in the regular rate of pay for the calculation of overtime pay. 
 
Shift differentials are paid for time worked on a scheduled evening, night or weekend shift. 
Vacation, sick leave, holidays and other paid leave are not considered time worked for purposes 
of calculating shift differential pay. 
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PURPOSE 
 
The University supports the recognition of outstanding employee contributions through the use 
of gifts, prizes and awards.  This policy provides guidance regarding the tax implications of gifts, 
prizes and awards made to employees. 
 
Proper classification of gifts, prizes and awards is important in order to avoid potential payroll 
tax liability for the University.  In addition, proper classification determines whether the gift, prize 
or award should be paid out of the payroll or accounts payable system. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position.  
 
POLICY/PROCEDURES 
 
All payments made from University funds to employees are considered compensation subject to 
federal and state tax withholding and reporting on Form W-2, unless a specific exemption 
applies.  Under certain circumstances a gift or award may be excluded from tax based on de 
minimis factors.  De minimis factors take into account the value of the gift, prize or award and 
the frequency they are provided to University employees.  The taxation of gifts, prizes and 
awards is summarized in three categories:  Cash and cash equivalents; Non-cash valued at 
$100 or less; and Non-cash valued at more than $100. 
 
 I.  Cash and Cash Equivalents 
 
Cash gifts, prizes or awards, including gift certificates (e.g. restaurant and store gift cards), are 
always taxable compensation, regardless of the dollar amount.  A cash gift, prize or award is 
considered supplemental wages and must be processed through the payroll system with the 
appropriate federal and state tax withholding.  The gift, prize or award must also be included in 
the employee’s year-end Form W-2. 
 
 II. Non-cash Valued at $100 or Less 
 
A non-cash gift, prize or award valued at $100 or less may be considered a de minimis fringe 
benefit and not taxable to the employee.  A non-cash item is a gift such as electronic equipment, 
flowers or clothing.  Gift cards or gift certificates are considered cash gifts and are therefore 
taxable.  In order to be considered a de minimis benefit the gift, prize or award can only be 
given on an occasional basis.  Awards presented to an employee on a regular or routine basis 
do not meet the IRS test for exemption and are taxable. 
 

Northwestern Health Sciences University  
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Payment of a non-cash gift, prize or award valued at $100 or less is not taxable to the employee 
and can be paid or reimbursed by the accounts payable department following university 
purchasing and expense reimbursement procedures. 
 
 III. Non-cash Valued at More than $100 
 
A non-cash gift, prize or award valued at more than $100 is taxable, beginning with the first 
dollar.  These taxable gifts, prizes or awards are reportable as taxable compensation to the 
employee and must be processed through the payroll system with the appropriate federal, state 
and employment tax withholding.  The gift, prize or award must also be included in the 
employee’s year-end form W-2 Wage and Tax Statement. 
 
 
Exception to the General Rule – Employee Achievemen t and/or Safety Awards 
 
Special rules apply to non-cash awards based on an employee’s safety achievement or length 
of service with Northwestern.  In order for a safety or length of service award to be excluded 
from the employee’s income, the award must meet the following criteria: 
 

1.  Form of Award  – The award must be in the form of non-cash  property.  It may 
not be in the form of cash, check or gift certificate. 

 
2. Dollar Limit  – The value of the non-cash  award must not exceed $400. 
 
3. Timing  – The employee must have completed at least five years of service and 

must not have received a similar gift in any of the prior four years.  Awards 
presented to an employee on a regular or routine basis do not meet the IRS test 
for exemption and therefore are taxable. 

 
4. Meaningful Presentation  – The award must be presented as part of a 

meaningful ceremony or celebration that marks the occasion.  Every attempt 
should be made to give a length-of-service award during the year the anniversary 
occurs.  To avoid tax liabilities to attendees, departments should conduct special 
presentation events only on an occasional basis, and the costs of the events 
should be reasonable. 
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Taxable  gifts, prizes and awards must be processed via payroll.  A memo including the 
employee’s name, social security number, amount or value of award and description of the 
award must be included with appropriate approval signatures from the employee’s department 
head.  This memo is then forwarded to the payroll department for the award to be processed 
with the employee’s payroll check. 
 
Non-taxable  gifts, prizes and awards may be purchased via the University’s purchasing system.  
The form must indicate that the payment is a prize, gift or award, the employee’s name, the 
purpose of the award and a clear description as to why the payment is not taxable (e.g. non-
cash valued at $100 or less, length of service or safety award). 
 
If you have any questions as to whether a gift, prize, or award is taxable, you should contact the 
Human Resources Department at extension 437 before publicizing or making an award. 
 
 
DEFINITIONS 
 
Award A cash or non-cash item given to show thanks, support, goodwill, or 

recognition of an outstanding accomplishment.  Examples include 
achievement in teaching, research, retirement or other job performance 
related activity.  A bonus is one type of an award. 

 
Gift  A cash or non-cash item given as a gesture of goodwill or appreciation, 

or in recognition of, or in connection with a holiday season, or some 
other purpose not specifically related to regular job performance.  
Examples include holiday or birthday gifts. 

 
Prize A cash or non-cash item given at random or as a result of chance, not 

directly related to job performance.  Examples include random door 
prizes and raffles at University sponsored events. 

 
Non-cash Item A gift of property such as a plaque, tickets for a sporting or cultural 

event, T-shirts, flowers, etc.  Gift certificates are treated the same way 
as cash for tax purposes. 

 
De Minimis Benefit  A non-cash gift or award that is so small that accounting for it would be 

unreasonable or administratively impractical.  De minimis gifts, prizes or 
awards may only be provided on an occasional basis and must be small 
in amount.  Only non-cash gifts of property of less than $100 in value  
are considered de minimis.  Cash awards, gift cards and gift certificates 
are never considered de minimis. 
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PURPOSE 
 
The purpose of this policy is to define time reporting procedures for employees and supervisors. 
 
SCOPE 
 
The scope of this policy applies to all non-exempt employees, in any classification including 
regular full-time, regular part-time, part-time or temporary. 
 
POLICY 
 
All non-exempt employees must accurately record the time they begin and end their work on the 
appropriate time record, in addition to any departure from work for any non-business reasons.  
Overtime work must always be approved before it is performed.  
 
Any employee who alters, falsifies, tampers with time records, or records time on another 
employee’s time record/sheet may result in corrective action, up to and including termination of 
employment.  
 
PROCEDURE 
 
Supervisors must train new employees on accurate time reporting procedures during their 
orientation period.  When a supervisor finds an error on an employee’s time record, he/she must 
correct the error and then discuss it with the employee so as to avoid it in the future. 
 
All timesheets must be approved and turned in by 10 a.m. the Monday following the end of the 
pay period. Timesheets turned in late will be paid the Monday following the normal pay day.  
 
If anyone suspects an employee of altering, falsifying, tampering with or recording time on 
another employee’s time record/sheet, it must be reported immediately to the Director, Human 
Resources, who will conduct an investigation.  If it is discovered that an employee did commit 
these wrongdoings, he/she will be subject to corrective action, up to and including termination of 
employment. 
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PURPOSE 
 
The purpose of this policy is to ensure that NWHSU’s wage and salary programs reward 
performance and are competitive with comparable industries in the surrounding geographic 
area. 
 
SCOPE 
 
The scope of the policy applies to all employees, without regard to status of any type. 
 
POLICY 
 
NWHSU will maintain wage and salary programs and procedures that encourage and reward 
superior performance, are competitive with comparable industries in the surrounding geographic 
area and are consistent with NWHSU’s financial resources.  It is also the policy of NWHSU to 
administer these programs without regard to race, color, creed, religion, national origin, sex, 
marital status, veteran/military status, disability, age, sexual orientation, status in regard to 
public assistance, membership or activity in a local commission, or any other characteristic 
protected by law.  
 
All positions at NWHSU must have a current job description in order to ensure that employees 
are paid in relation to the value of the work they perform.  New employees will be paid in relation 
to the experience they bring to the job and will be evaluated at or near the end of their 
Introductory Period.  All other wage/salary adjustments are generally made at the beginning of 
the fiscal year (September 1). 
 
PROCEDURE 
 
Human Resources will work with the supervisors to ensure that all NWHSU positions have a 
current job description. These job descriptions will be used to monitor that employees are paid 
in relation to the value of the work they perform.  They will also ensure that new employees are 
paid according to the relative experience they bring to the job. 
 
Human Resources will also gather relative information, including appropriate wage and salary 
surveys, to evaluate all jobs on an annual basis, prior to the beginning of the fiscal year 
(September 1).   
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PROCEDURE (continued) 
 
Wage and salary adjustments will be recommended by the supervisor on a Payroll Status 
Change form and submitted to Human Resources for approval. These recommendations and 
forms should not be shared with the employee until final approval is obtained. Once approved, 
the supervisor will discuss such adjustments individually with each employee reporting to them.   
 
Wage/salary adjustments for new employees who have successfully completed their 
Introductory Period will be effective on the pay period immediately following such completion. All 
adjustments for other employees will be effective on the pay period immediately following 
September 1 each year. 
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PURPOSE 
 
The purpose of this policy is to define the benefit eligibility for employees. 
 
SCOPE 
 
The scope of this policy applies to all regular full-time and regular part-time employees. 
 
POLICY 
 
Generally, regular full-time employees and regular part-time employees who are budgeted for at 
least 20 hours a week are eligible for benefits.  If a regular part-time employee is not budgeted 
for this amount, he/she will not be eligible for benefits regardless of the number of hours they 
actually work. 
 
No benefit establishes a contract or promise of employment, or of any particular terms, benefits 
or duration of employment, nor is intended to modify the at-will nature of anyone’s employment 
with NWHSU. Unless otherwise prohibited or required by law, NWHSU reserves the right to add 
to, amend, change benefit providers and/or eligibility and coverage provisions or terminate any 
benefit at any time, in its sole discretion without notice, as permitted by law. 
 
PROCEDURE 
 
All regular full-time and regular part-time employees (who are budgeted for at least 20 hours a 
week) will be eligible to participate in the benefits offered with the NWHSU health and wellbeing 
plans.  Effective dates for specific plans vary; they will be discussed during benefit orientation 
and are stated in the Summary Plan Descriptions available upon request.   
 
If an employee was not previously budgeted for at least 20 hours a week and the University 
determines that an employee should be budgeted for these hours, the employee will then 
become eligible for applicable benefits on the effective date(s) for those benefits. 
 
If an employee was previously budgeted for at least 20 hours a week and the employee’s status 
changes to less than this requirement, he/she will be notified by Human Resources that they are 
no longer eligible for benefits.  The effective date of this change will be according to the benefit 
plan – usually the first of the following month. Human Resources will offer these employees 
COBRA continuation on health, dental and life insurance, in addition to notification regarding 
their participation in the Flexible Spending Accounts. 
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PROCEDURE (continued) 
 
Supervisors and managers are responsible to notify Human Resources of any change in 
employee classifications/work status. 
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PURPOSE 
 
The purpose of this policy is to define the benefits available within the University system for all 
eligible employees. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of benefit eligibility, and their direct 
dependents  
 
POLICY 
 
All employees are eligible for chiropractic care and massage therapy services in the De Rusha 
Clinical Education Center and acupuncture and Oriental medicine in the Edith Davis Clinic at 
reduced cost.  Employees may also seek laboratory care at either the University on-site 
laboratory or the laboratory located at Woodwinds Natural Care Center and x-ray services at 
any University clinic. 
 
Employees may receive care at other university clinics on a fee-for-service basis. 
 
PROCEDURE 
 
University Health Service 
 
There is not a clinic fee charged to employees receiving chiropractic, acupuncture and/or 
Oriental medicine with the exception of orthopedic supports, nutritional supplements, or herbal 
products.  Dependents, which include spouse, domestic partners, and children who are 
considered dependents under the University’s medical plan definition, will incur a co-pay.  
Massage therapy services are available at a discounted rate. 
 
Employees of the University may not be treated in the University Health Service for work-related 
injuries or illnesses except for emergency first aid.  Employees are responsible for notifying 
clinic front desk staff and health care providers if they are seeking treatment for a condition 
related to a work injury.  Front desk staff and clinicians are responsible for notifying employees 
that they may not be seen for work related conditions. University Health Service is also unable 
to accept patients with injuries due to an auto accident. 
 
Employees who are on the University’s medical plan may receive routine laboratory tests 
ordered through the University Clinical Lab or Woodwinds Natural Care Center at no charge 
when lab testing is provided by Quest Diagnostics or HealthEast Woodwinds Hospital.   
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PROCEDURE (continued)  
 
Employees not enrolled on the University’s medical plan will receive a 20% discount on the 
above laboratory services.  Lab tests from non-preferred providers (Great Smokies, Meta 
Metrix, etc.) are not covered by this policy and 100% of the charges must be paid by the 
employee. 
 
Employees who are on the University’s medical plan may also receive x-ray services through 
any University clinic at no charge. 
 
Appointments for chiropractic care, x-ray services and massage therapy may be booked by 
calling 952-885-5415 or extension 415.  Appointments for acupuncture and Oriental medicine 
may be booked by calling 952-885-5450 or extension 450.  To schedule a laboratory test at 
NWHSU, please contact 952-885-5434 or extension 434.  For laboratory or x-ray appointments 
at Woodwinds Natural Care Center please call 651-232-6830 or extension 600. 
 
University Clinics 
 
All employees may receive care at public University clinics as fee-for-service patients.  
Employees may receive a 20% discount on naturopathic and healing touch services provided by 
the University. 
 
Work Injuries 
 
Employees of the University may not be treated in the University Health Service or in the public 
clinics of the University for work-related injuries or illnesses except for emergency first aid.  
Employees are responsible for notifying clinic front desk staff and health care providers if they 
are seeking treatment for a condition related to a work injury.  Front desk staff and clinicians are 
responsible for notifying employees that they may not be seen for work related conditions. 
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PURPOSE 
 
The purpose of this policy is to define the Medical and Daycare Reimbursement Plan (“the 
Plan”) for eligible employees. 
 
SCOPE 
 
The scope of this policy applies to employees who are eligible for the University’s medical 
insurance plans.  Employees are eligible to join the Plan during the medical insurance 
enrollment period as defined by the University or at the beginning of each plan year. 
 
POLICY 
 
Employees are eligible to set aside pre-tax dollars to pay for post-tax expenses that are not 
covered under the medial or for dependent daycare expenses.  In addition, payment of group 
medical insurance premiums may be deducted on a pre-tax basis. 
 
PROCEDURE 
 
Employees must be eligible for the University’s group medical insurance plan in order to 
participate.  Employees have 30 days from the date they become eligible for the medical 
insurance plan to enroll in the Plan.  Employees who do not enroll during that time will be 
allowed to enroll during the next annual enrollment period. 
 
Employees who choose to participate in the Plan will need to complete the enrollment form and 
return it to Human Resources.  Employees do not need to participate in the medical insurance 
plan in order to participate in the Medical and Daycare Reimbursement Plan. 
 
Qualified expenses will need to be submitted for approval and reimbursement.  Any funds that 
are remaining after the payment of eligible claims incurred during a plan year will be forfeited.  
Plan benefits will cease if there is a termination of employment or loss of benefits eligibility. 
 
Additional information regarding the Medical and Daycare Reimbursement Plan may be found in 
the Summary Plan Description which is available in Human Resources. 
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PURPOSE 
 
The purpose of this policy is to define the defined contribution retirement plan for eligible 
employees. 
 
SCOPE 
 
The scope of this policy applies to most employees in who have been employed at the 
University for one year and have worked 1,000 hours of service.  Student employees and 
temporary employees are not eligible to participate. 
 
POLICY 
 
Employees are allowed to make contributions to the Plan out of their salary.  This contribution is 
applied on a before-tax basis to an annuity contract or custodial account owned by the 
employee.  The University may also contribute to the Plan on the employee’s behalf. 
 
PROCEDURE 
 
New employees are eligible to being making pre-tax contributions from their compensation as of 
the first payroll.  Employees are eligible to receive the University’s contribution on the first day of 
the month following an employee’s completion one year of service and 1,000 hours of service 
per year. 
 
Employees who are re-hired by the University and satisfied the requirements prior to termination 
are eligible to begin participation in the Plan immediately after re-employment.  Employees who 
are re-hired and did not satisfy the eligibility requirements prior to termination will have to 
complete one year of service and 1,000 hours of service before they are eligible. 
 
Employees who have participated in a 403(b) plan with a previous educational institution as 
described in Section 170(b)(1)(A)(ii) of the Internal Revenue Code, may immediately begin 
participating in the Plan upon hire. 
 
Employees must complete the appropriate enrollment forms and return them to the University 
before participating in the Plan.  All determinations about eligibility and participation will be 
made by the University. 
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PROCEDURE (continued)  
 
There are two types of contributions to the Plan:  Salary Reduction Contributions and Employer 
Contributions.  The Salary Reduction Contribution is the employee portion and the amount 
contributed is determined by the employee.  The University makes contributions on the 
employee’s behalf at the end of each payroll period for all eligible employees.  The amount of 
the Employer Contribution is currently 6.5% of your compensation for the year.  The University 
reserves the right to change or eliminate the Employer Contribution from year to year. 
 
Employees are fully and immediately vested in the benefits arising from Salary Reduction 
Contributions and Employer Contributions made on an employee’s behalf under this Plan.  
These amounts are non-forfeitable.   
 
Further details regarding this Plan may be found in the Summary Plan Description which is 
available in Human Resources. 
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PURPOSE 
 
The purpose of this policy is support NWHSU employees with adoption expenses. 
 
SCOPE 
 
The scope of this policy applies to all employees who have completed twelve (12) months of 
continuous employment in a position of at least thirty (30) hours per week prior to the adoption. 
 
 
POLICY 
 
Northwestern Health Sciences University strives to support employees in their efforts to balance 
the demands of the workplace, their personal needs and the needs of their families.  The 
University recognizes the investment of time and financial resources required by the adoption 
process and provides assistance to employees in this process. 
 
PROCEDURE 
 
Employees who qualify for Adoption Assistance will need to provide proper documentation for 
eligible expenses.  Eligible expenses will be reimbursed up to a maximum of $6,000 per 
adoption per employee for agency and non-stepchild adoptions.  The maximum reimbursement 
for adoption of a stepchild will be $1,000. 
 
Eligible Expenses include: 
  
 a. Agency, home study and placement fees permitted or required by law. 
 b. Legal fees and court costs. 
 c. Medical expenses for the child and/or the birth mother not covered by insurance 
 d. Transportation fees associated with the adoption 
 e. Temporary foster care charges 
 f. Immigration, immunization and translation fees. 
 g. Child’s passport and visa fees 
 
Non-eligible expenses include: 
 
 a. Donations and/or contributions 
 b. Costs incurred to obtain guardianship or custody of your own child 
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PROCEDURE (continued) 
 
Eligible employees must submit a completed Adoption Reimbursement Request Form with 
appropriate documentation of expenses within six months of the placement of the child in the 
employee’s home.  Adoption Reimbursement Request Forms should be submitted to the 
Human Resource Office.  
 
Acceptable documentation of eligible expenses is itemized bills accompanied by receipts or 
canceled checks.  Acceptable documentation of the adoption process includes government 
documents demonstrating that the adoption has either been approved or denied, or government 
documents demonstrating that the employee has legal custody of the child prior to the 
finalization of the adoption. 
 
Reimbursements for adoption expenses are limited to one adoption process during any two year 
period. 
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PURPOSE 
 
The purpose of this policy is to assist employees in career development by providing 
educational assistance for courses at Northwestern Health Sciences University and other 
educational institutions. 
 
SCOPE 
 
The scope of this policy applies to all employees who have completed six (6) months of 
continuous employment in a position of at least twenty (20) hours per week. 
 
POLICY 
 
It is the policy of Northwestern Health Sciences University to encourage employee development 
by providing financial assistance to employees for educational courses at Northwestern Health 
Sciences University and other educational institutions. 
 
PROCEDURE 
 
ELIGIBILITY 
 
Staff, managers and ranked faculty are eligible for educational assistance after completing six 
(6) months of regular full-time or part-time (20 hours/week or more) employment. 
Courses must be directly related to the employee's current position or must directly enhance 
potential for advancement within NWHSU to a position or rank that the individual has a 
reasonable expectation of achieving.  NWHSU has the sole discretion to determine whether a 
course relates to an employee’s current job duties or to a foreseeable future position.  
Educational assistance may be denied in cases where management determines that the 
course(s) is not of sufficient benefit to the University. 
 
Initial approval of a course of study does not obligate the University to approve future courses in 
that course of study.  Approvals are only valid for the specific course and academic term 
requested. 
 
Courses must be taken for credit at or through an accredited educational institution.  Tuition 
reduction for courses at NWHSU applies to courses within the academic programs of the 
University and continuing education classes sponsored solely by the University. 
Courses must be taken outside of an employee's regular working hours and completed while 
still actively employed at NWHSU.  Supervisors may approve flexible scheduling in writing as 
long as the operational needs of the department are met.
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Employees must successfully complete courses with a grade of "C" or better. 
 
Employees must be employed at the end of each course in order to receive tuition 
reimbursement.  Employees who terminate their employment or move to an ineligible status 
during the course of an academic term as a student at Northwestern Health Sciences University 
will receive a pro-rated tuition reduction. 
 
REIMBURSEMENT 
 
NWHSU will reimburse full-time employees 100 percent of the cost of tuition (not to exceed the 
cost of courses at the University of Minnesota for undergraduate or graduate courses) for 
approved courses at other educational institutions.  Part-time employees will receive 
reimbursement of 75 percent of tuition.  Reimbursement will apply to tuition only.  Employees 
will receive a tuition reduction of 100%, or 75% if a part-time employee, of total tuition at 
Northwestern Health Sciences University for courses provided by or sponsored solely by the 
University. 
 
Additional financial aid received, such as Veteran's Benefits, grants or scholarships must be 
reported and will be used to offset the tuition reimbursement/reduction provided by NWHSU. 
A maximum of twelve (12) credit hours at other educational institutions will be reimbursed each 
academic year.  Credits are allocated to the academic year in which the course is completed. 
Reimbursements will be made as budgeted funds permit.  Tuition reduction at Northwestern 
Health Sciences University is contingent upon the availability of class space without depriving a 
tuition-paying student from taking a class. 
 
TAX CONSEQUENCES 
 
According to the Internal Revenue Code and pursuant to the University’s Educational 
Assistance Plan, employer-provided graduate school tuition reimbursement and tuition reduction 
in excess of $5,250 per calendar year is considered taxable income and the Payroll Office will 
withhold employment taxes for this additional income from the employee’s compensation. 
 
APPLICATION PROCEDURE 
 
Employees must submit to their supervisor an "Application for Educational Assistance" form 
before the beginning of the course or continuing education class.  Each course must be applied 
for separately.  Initial approval of a course of study does not obligate the University to approve 
future courses in that course of study.  Approvals are only valid for the specific course and 
academic term requested. 
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Supervisors must review the application and certify that the course(s) for which the employee is 
applying is applicable to their job and will enhance the employee’s performance in the job.  
Completion of the course should have a direct benefit to the University.  The improved 
knowledge, skills and abilities gained by the employee should benefit the individual in 
completion of his/her current and/or potential job duties. 
 
If the supervisor approves the course work, the supervisor must sign the form and forward it, 
along with supportive documentation, to the Human Resources Office, for approval.  In the case 
of classes taken at NWHSU, the dean/department head of the academic program in which 
classes will be taken must also approve the application.  All applications will be approved by the 
President, Senior Vice President and Vice President of Administrative Services.  Approved 
applications will be kept on file in the Human Resources Office until the completion of the 
course. 
Human Resources will notify the employee of the approval or denial of tuition reimbursement or 
tuition reduction. 
 
Upon completion of course(s) at other educational institutions, employees must submit the 
original of their grade slip and fee payment receipt to the Human Resources Office.  Their 
request for reimbursement will be processed at that time. 
 
RESPONSIBILITY 
 
Employees are responsible for discussing their educational plans with their supervisor and 
submitting their application for educational assistance no later than 30 days before the first day 
of each course.  Employees must also maintain a satisfactory level of work performance while 
taking the course(s). 
 
Supervisors are responsible for submitting the completed employee's educational assistance 
application to Human Resources within five days of receiving the application. 
 
The Human Resources Office is responsible for verifying eligibility requirements for employees 
and for the prompt processing of applications once all documentation is received. 
 
The Human Resource Office is responsible for withholding payroll taxes on tuition 
reimbursements/reductions considered taxable income. 
 
If an employee voluntarily terminates employment with NWHSU, any tuition 
reimbursement/reduction received within the twelve (12) months prior to termination of 
employment must be reimbursed to the University. 
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PURPOSE 
 
The purpose of this policy is to define the short term disability benefit for eligible employees. 
 
SCOPE 
 
The scope of this policy applies to all regular full-time and regular part-time employees in any 
classification. 
 
POLICY 
 
Northwestern Health Sciences University maintains a short term disability program to provide for 
continued income during periods of extended illness or injury prior to applying for long term 
disability coverage. 
 
Employees are eligible for short-term disability after six months of employment.  An employee 
must be actively at work on the eligibility date to qualify for benefits.  Otherwise, coverage under 
this program will begin on the day an employee returns to active employment. 
 
Definitions 
 
Short-term disability: any non-occupational physical or mental illness, injury or disability which 
prevents an employee from performing the material duties of his/her position and requires the 
care of a licensed health practitioner.  A disability is considered a partial disability when an 
employee is unable to perform his/her material duties on a full-time basis, but may perform at 
least one of the material duties on a part-time basis. 
 
Elimination period: employees must be unable to work on a full-time basis due to disability for a 
period of five (5) calendar days before benefits will be paid under the program. If sick time is 
available, it must be used during these five days.  If the disability is due to childbirth, use of sick 
time is not mandatory. 
 
Benefits payable 
 
1st month of disability - 100% of basic monthly earnings excluding overtime, commissions, 
incentive or bonus payments.  
 
2nd month of disability - 90% of basic monthly earnings 
 
3rd month of disability - 80% of basic monthly earnings 
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POLICY (continued)  
 
Employees may at their discretion use available sick time to supplement disability payments up 
to 100% of basic monthly earnings.  Payments in excess of 100% of basic monthly earnings will 
not be allowed. 
 
No benefits will be payable for disabilities due to: 
 
 A. Injuries or sickness covered under any worker's compensation law; 
 
 B. Intentionally self-inflicted injuries; 
 
 C. Active participation in a riot; 
 
 D. War, declared or undeclared, or any act of war. 
 
Benefits will continue until the date an employee is no longer totally or partially disabled up to a 
maximum of 90 days. 
 
Separate periods of disability resulting from the same or related causes will be considered one 
period of disability unless separated by a return to active work for at least seven calendar days. 
 
 
PROCEDURE 
 
An employee is required to provide the Human Resource department verification of disability by 
a licensed health practitioner.  Northwestern may, at its expense, request an independent 
medical/chiropractic examination and may suspend benefit payments until the examination is 
completed. 
 
Upon returning from disability leave, employees must present to the Human Resource 
department a statement from a licensed healthcare practitioner certifying that they are physically 
able to assume the material functions of the position previously held. 
 
An employee's seniority continues to accrue while on a short-term disability leave; however, 
vacation and sick leave are not accumulated during a disability leave. 
 
Employees will continue to be eligible for all insured benefits during a period of short term 
disability leave.  Northwestern will continue to share the cost of premiums in accordance with 
current benefit policies. 
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PURPOSE 
 
The purpose of this policy is to define attendance expectations for employees of NWHSU. 
 
SCOPE 
 
The scope of this policy is for all employees. 
 
POLICY 
 
The University’s ability to meet student and patient/client needs is dependent on employees 
being at work during their scheduled work hours.  An employee who is going to be absent or 
tardy is responsible for reporting the absence or tardiness to his/her supervisor as soon as 
possible, but no later than his/her normal starting time. Punctual and consistent attendance is 
an important factor in determining an employee’s continuation and potential advancement within 
the University.  
 
Employees who are absent for 3 consecutive days without notifying their supervisor will be 
considered to have voluntarily terminated their employment. 
 
PROCEDURES 
 
Any employee who will be unable to report to work for their scheduled work hours is expected to 
notify his/her supervisor.  The supervisor will determine what duties, if any, will need to be 
referred to another employee and discuss these duties with any employee affected by this 
change. 
 
The supervisor will evaluate the attendance of any employee if such attendance is not up to the 
University’s expectations. Attendance issues will be addressed in the employee’s performance 
evaluation by the supervisor and seriously considered as an important factor in continued 
employment and potential advancement within the University.  Such issues will also be 
discussed with an employee by his/her supervisor as they occur. 
 
If an employee does not notify his/her supervisor of his/her absence from work for 3 consecutive 
days, the supervisor must notify Human Resources immediately and the necessary voluntary 
termination paperwork will be prepared. 
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PURPOSE 
 
The purpose of this policy is to allow employees with accrued, unused PTO to donate such time 
to a fellow employee on an extended medical leave who does not have any available paid time. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position or employment 
classification. 
 
POLICY 
 
When an employee of the University is faced with a prolonged serious, extreme or life-
threatening illness, injury, impairment or physical or mental condition which is likely to cause the 
employee to take leave without pay, the University allows other employees to donate a limited 
amount of PTO to them. Employees with accrued, unused PTO may donate from one to five 
days of their current available PTO accrual to the employee experiencing a leave of absence 
without pay.  The donated time can be used for this sick time only and is subject to the terms 
and conditions of the sick time only program.   
 
In order to be eligible to receive donated time, an employee must have six (6) months 
continuous employment with the University and have exhausted all PTO, Sick Leave Only or 
Illness time.  Employees receiving benefits from worker’s compensation, short term, or long 
term disability are not eligible to receive donations. 
 
PROCEDURE 
 
Any employee with PTO available who wishes to donate up to five days to a fellow employee 
should complete a Time Off Request form  and contact his/her supervisor or Human Resources.  
Once the time is approved, Human Resources will ensure the employee receives the 
appropriate number of days paid. Such time will be paid at the regular rate of pay of the 
employee receiving the PTO. Human Resources will also ensure these days are subtracted 
from the total number available for the employee who made the donation.  
 
A note regarding who made this donation will be included in the paycheck of the employee who 
received the donation. This note will be the responsibility of Human Resources. 
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PURPOSE 
 
The purpose of this policy is to provide guidance for supervisors and managers regarding 
emergency closings for the University. 
 
SCOPE 
 
The scope of this policy applies to all employees. 
 
POLICY 
 
If weather conditions or other emergency situations make it impossible to come to work, arrive 
on time or to stay until the end of the work day, employees must contact their supervisor. 
Employees may take this time without pay or use PTO hours according to the policy.  If it 
becomes necessary to close the operation, such decisions will be made at management’s 
discretion, and employees may be paid for these situations. 
 
PROCEDURE 
 
Certain situations such as severe weather conditions, power outages, natural disasters, etc. 
may make it necessary to close the University’s operations for a period of time.  If this should 
occur, some employees may be paid for their normal working hours. These decisions can only 
be made by management. For purposes of this policy, management is defined as the President, 
Senior Vice President and Provost and/or the Vice President of Administrative Services. 
 
If it is determined that employees are to be paid, the supervisor should add this time to the 
employee’s time record as Other Approved Leave and forward it to payroll once it is signed. 
 
If it is determined that employees will not be paid, the supervisor should ensure this is 
accurately reflected on the employee’s time record and forward such records to payroll once 
they are signed.  
 
Supervisors are responsible for notifying the employees in their department whether or not they 
will be paid.
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PURPOSE 
 
The purpose of this policy is to define paid holidays at Northwestern Health Sciences University. 
 
SCOPE 
 
The scope of this policy applies to all regular full-time and regular part-time employees 
(budgeted for 20 or more hours a week). 
 
POLICY 
 
The University provides paid time off to all eligible employees for 11 fixed holidays each 
calendar year. These holidays are: 
 
·   New Years Day  ·   *Martin Luther King Day ·   *President’s Day 
·    Memorial Day  ·   Independence Day  ·     Labor Day 
·   *Columbus Day   ·   Thanksgiving Day  ·   *Day after Thanksgiving                                         
·   *Christmas Eve Day  ·   Christmas Day           
  
The University president may designate additional paid time off during the year. 
                                                  

* Hourly, non-faculty employees, who work on or during any University holiday, any day 
designated by the University president as a paid day off or anytime the University president 
allows University departments to close early, will receive  paid hours to be used at a later 
date (Floating Holiday) equal to the amount of hours worked during the holiday or other 
designated paid time off. These paid hours must be utilized within 90 days of the holiday or 
other approved paid time off. 

 
Note:  Any additional paid time off granted by the president, not listed above as a holiday, will be 
considered Other Approved Leave.  
 
Hourly, non-faculty employees who do not work their regularly scheduled workday because of a 
holiday or other University designated paid time, off must report this time as Holiday Pay or 
Other Approved Leave on their time sheet in order to receive pay for that day. 
 
Employees are only eligible for holiday pay for those holidays that fall on a regularly scheduled 
work day.  
 
Employees will not be required to work on holidays except situations where University 
administration deems continuous operation of service as essential (clinics, maintenance, etc.).  
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POLICY (continued) 
 
When a holiday falls on a Saturday, it will generally be observed on the preceding Friday. When 
a holiday falls on a Sunday, it will generally be observed on the following Monday. Employees 
will be notified in advance of the day for a particular holiday’s observance.   
 
Employees are eligible for holiday pay immediately upon their date of hire.  In addition, they 
must be actively at work the day before and after the holiday (unless they have pre-approved 
Paid Time Off) in order to receive holiday pay. 
 
Eligible full-time and regular part-time employees will be paid the equivalent of their normal work 
hours if a holiday falls on a regularly scheduled workday.  Part-time and temporary employees 
are not eligible for holiday pay. Likewise, employees on an unpaid leave of absence are not paid 
for holidays that occur during the leave. 
 
Holiday hours count as hours worked for overtime purposes. 
 
PROCEDURE 
 
All employees eligible for holiday pay must include the applicable hours  on their time record.  
The employee’s supervisor must approve these hours prior to the time record being submitted 
to the Payroll Office. 
 
If an employee did not have pre-approved Paid Time Off and did not work the scheduled day 
before or after the holiday, the supervisor must mark the day as unpaid on the employee’s time 
record and submit it to the Payroll Office. 
 
The supervisor must also mark the time record with any applicable overtime hours, which 
includes any holiday hours during the pay period. 
 
All hourly, non-faculty employees must use Floating Holiday hours they received for working on 
a designated University holiday within 90 days of the holiday (or designated paid day off) 
worked or they will lose it. 
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PURPOSE 
 
The purpose of this policy is to provide paid time off to eligible employees when there is a death 
in their immediate family. 
 
SCOPE 
 
The scope of this policy applies to all regular full-time and regular part-time employees 
(budgeted for 20 or more hours a week). 
 
POLICY 
 
Eligible employees may receive paid bereavement leave immediately upon date of hire 
according to the following list: 
 
·  Up to three (3) days of paid bereavement leave in the event of a death in their immediate 

family.  Immediate family is defined as spouse, domestic partner, parents, step-parents, 
child, step-child, brother, sister, guardian, grandparents, grandchildren, great grandparents, 
great grandchildren, current mother/father-in-law, brother/sister-in-law, son/daughter-in-law, 
step-brother/sister. 

 
·  Additional working days, not to exceed two (2) may be granted where circumstances require 

travel out of the surrounding area (200 miles) or it is demonstrated that an earlier return 
would cause a hardship for the employee. 

 
·  One (1) day of paid bereavement leave in the event of a death of an extended family 

member or friend (up to a maximum of 5 work days per year). 
 
·  Employees should use PTO to cover other bereavement absences not listed above. 
 
Bereavement pay will be calculated on the basis on eight (8) hours at the regular full-time 
employee’s regular rate of pay.  Regular part-time employees who are eligible will receive pro-
rated pay.  These hours count as hours worked for overtime purposes. Employees are expected 
to notify their supervisor immediately if they will be absent from work and need to take 
bereavement leave.   
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PROCEDURE (continued) 
 
When an employee has a death in their immediately family as defined above and wants to 
request time off according to this policy, they must notify their supervisor immediately. The 
supervisor must ensure the employee’s time record accurately reflects this time off as 
“bereavement leave”, include the appropriate number of hours based on the employee’s 
classification, and submit it to the Payroll Office as soon as possible. Bereavement leave hours 
should be included as hours worked for overtime purposes for non-exempt employees and the 
supervisor should ensure the employee is paid accordingly. 
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PURPOSE 
 
The purpose of this policy is to provide paid time off for eligible employees according to 
Minnesota law 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of position. 
 
POLICY 
 
Employees who work an average of 20 hours per week can receive up to 40 hours of paid leave 
to undergo a medical procedure to donate bone marrow.  Verification by a physician for the 
purpose and length of the leave may be required. 
 
PROCEDURE 
 
Any employee who will be undergoing a medical procedure to donate bone marrow must notify 
their supervisor immediately. The employee must also provide a statement from the attending 
physician to verify the purpose/total length of the leave and the employee’s approximate return 
to work date. This physician’s statement must be submitted to Human Resources and will be 
filed in the employee’s confidential medical file. 
 
The supervisor must ensure the employee’s time record accurately reflects the time off for this 
purpose and must also ensure he/she is paid up to 40 hours for this purpose. 
 
If the employee requests additional time off, he/she should notify the supervisor as soon as 
possible. The supervisor must inform the employee that PTO must be used to cover the 
absence and complete the employee’s time record accordingly. 
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PURPOSE 
 
The purpose of this policy is to describe employees’ leave rights under the Family and Medical 
Leave Act (FMLA) of 1993. 
 
SCOPE 
 
The scope of this policy applies to all eligible employees at Northwestern Health Sciences 
University. 
 
POLICY 
 
Regular employees who have completed at least twelve (12) months of service and worked at 
least 1,250 hours during the twelve (12) consecutive months preceding the date the leave is 
scheduled to begin are eligible for a Family and Medical Leave (FMLA) as provided by law. A 
leave of absence which is foreseeable ordinarily requires thirty (30) days' notice. Employees 
who qualify for disability, worker’s comp, etc. are required to use such leaves concurrently with 
FMLA. 
 
The leave is unpaid; however, employees may use any available PTO and/or Sick Leave Only 
hours as part of the 12 week entitlement to leave under this policy. PTO will not accrue during 
an employee’s FMLA leave. In cases of the employee’s own serious health condition, short term 
disability benefits may be available. Under a FMLA leave, an employee may take up to 12 
workweeks of family and/or medical leave during a rolling 12-month period. The rolling 12-
month period is calculated from the date the leave begins. 
 
This leave of absence is available for any of the following purposes: 
 

-  For the birth and care of a son or daughter or for the placement of a son or daughter with 
the employee for adoption or foster care.  Such leave must conclude within twelve (12) 
months of the birth or placement; 

  
-  To care for the spouse, son, daughter, or parent of the employee because of a serious 

health condition; 
  
-  Because of the employee’s own serious health condition which makes him/her unable to 

perform the essential functions of his/her job. 
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POLICY (continued)  
 
A “serious health condition” is defined as: 
 
          -   an illness, injury, impairment or physical or mental condition that involves 
   inpatient care in a hospital, hospice, or residential medical care facility or 
   continuing treatment by a health care provider; 
 - any period of incapacity requiring absence from work, school or other     

  daily activities of more than 3 calendar days, that also involves 
  continuing treatment or supervision of a health care provider; 
- continuing treatment or supervision by a health care provider for a  
  chronic or long term condition that is incurable or so serious that, if not treated,   
  it would result in a period of incapacity of more than 3 calendar days. 

 
When the requested leave is for a serious health condition of the employee or the employee’s 
spouse, child or parent, a physician’s statement will be required.  These physician’s statements 
must include: 
 - the date that the serious health condition started; 
 - probably duration of the condition; 
 - appropriate medical facts regarding the condition 
 
If the reason for the leave is due to the employee’s own serious health condition, the 
certification must also state that the employee is unable to perform the functions of his/her 
position.  If the requested leave is to care for a spouse, child or parent with a serious health 
condition, the certification must also state: 
 - that the employee is needed to care for the person; 
 - the estimated amount of time the employee will be needed to provide such 
   care 
 
If the employee is requesting an intermittent or reduced leave schedule, the certification must 
also state: 
 - that the intermittent or reduced leave schedule is medically necessary; 
 - the expected duration of such leave 
 
If an employee requests a FMLA leave due to his/her own or a family member’s serious medical 
condition, the University may request the employee to obtain a second opinion (at the 
University’s expense).  If the first and second opinions differ, the University may request the 
employee to obtain a third opinion (also at the University’s expense).  The third opinion will be 
final and binding. 
 
Employees who take FMLA leave due to their own or a family member’s serious health 
condition will be asked to provide periodic reports on the medical condition in question.  
Employees whose FMLA leave is due to their own serious medical condition will be required to 
provide a return-to-work release certification before they will be permitted to return to work. 
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POLICY (continued) 
 
If the health care provider certifies that it is medically necessary, the employee may take the 
serious health condition leave on an intermittent or reduced leave schedule.  If the employee 
requests a serious health condition leave on an intermittent or reduced leave schedule that is 
foreseeable based on planned medical treatment, the University may temporarily transfer the 
employee to an alternate position with equivalent pay and benefits. 
 
If the need for serious health condition leave is foreseeable, the employee must make a 
reasonable effort to schedule medical treatment so as to not unduly disrupt the University’s 
operations. 
 
An employee may continue participating in the group insurance plans while on a FMLA leave by 
continuing to pay his/her share of the premiums. If the employee does not return to work at the 
end of the leave, NWHSU will consider it a voluntary resignation and the COBRA notice will be 
provided. 
 
If an employee returns from a FMLA leave during or at the end of the twelve (12) work week 
period, he or she will be reinstated to the same or a comparable position.  The employee will be 
required to present a fitness-for-duty certificate prior to being restored to employment. 
 
PROCEDURE 
 
Employees should contact their supervisor or Human Resources to discuss any need for a 
FMLA leave at least 30 days in advance of the anticipated start date of the leave, indicating the 
dates and reason for the requested leave. If the employee notified the supervisor, the 
supervisor, in turn, must notify Human Resources. If the need for leave is not foreseeable that 
far in advance, the employee should give as much notice as possible. 
 
Human Resources must prepare an information packet that: 

- informs the employee that the purpose of the leave is possibly FMLA eligible. 
- conveys to the employee the need to obtain medical certification (if the leave is for a 

serious medical condition) 
- informs the employee of the amount and timetable for payment of his/her insurance 

premiums 
 
Even if an employee does not request FMLA leave, the University may designate leave that is 
taken for a FMLA-eligible purpose as a FMLA leave.  Regardless of who initiates the 
designation of a leave as a FMLA leave, Human Resources will inform the employee when time 
off will be counted toward his/her 12 weeks of FMLA leave. 
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PROCEDURE (continued) 
 
Upon confirmation from the employee (of dates of leave, for child-related leave, or upon receipt 
of medical confirmation, if it is a serious medical condition leave), Human Resources will 
prepare the paperwork to notify the Payroll Office of expected dates of absence. 
 
Approximately 2 weeks before the leave is scheduled to end, either Human Resources or the 
supervisor should contact the employee to confirm their scheduled date of return to work.  
Human Resources will also send a written notification, confirming their scheduled date of return 
to work and any conditions associated with it, such as a physician’s statement listing any 
possible restrictions, etc. 
 
Human Resources will prepare the paperwork to notify the Payroll Office of the employee’s 
expected date of return to work. 
 
If leave is for employee’s own serious medical condition, the employee may qualify for the Short 
Term Disability Program.  In this case, Human Resources will include information on STD 
eligibility, waiting period, amount of STD benefit, etc. and prepare paperwork for the Payroll 
Office informing them of such. 
 
If the employee is not healthy enough to return at the conclusion of FMLA leave for the 
employee’s own serious health condition, Human Resources should: 

- inform employee that FMLA leave has concluded  
- inform employee they are being placed on a personal leave of absence 

pending discussion of disability accommodations  
- if the employee is eligible for Long Term Disability benefits, provide 

necessary forms to the employee 
- send a COBRA notice to employee   
- send disability accommodation forms to employee 
- prepare necessary paperwork putting the employee on Personal Leave 
 

If the employee’s application for LTD is approved, Human Resources will: 
 

- send the employee a letter informing him/her that employment will  
- continue until the total time off due to this disability equals 90 days. If    
- the employee is unable to return to work at that time, his/her   
- employment will terminate. 
- Human Resources should prepare a “tickler” file reference to review  
- employee’s status two weeks prior to the employee’s absence equaling  
- six months 
- - if employee has not returned and is unable to return to work after 90 days, 

Human Resources will send the employee written notification informing 
him/her of termination and communicating any termination benefits (e.g., 
COBRA terms, pay out of Paid Time Off, if any, etc.) 
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PROCEDURE (continued) 
 

-  Human Resources will prepare the necessary paperwork for payroll  
   notification and notify the appropriate supervisor, manager, etc. 

 
If the employee’s application for LTD or disability accommodation is denied, Human Resources 
must: 
 

- terminate employment effective date of LTD denial 
- send the employee a letter informing him/her of termination and 

communicating any termination benefits (e.g., COBRA terms, pay out of Paid 
Time Off, if any, etc.) 

- Human Resources will prepare the necessary paperwork for payroll 
notification and notify the appropriate supervisor, manager, etc. 
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PURPOSE 
 
The purpose of this policy is to provide employees with time off to serve on a jury or to serve as 
a witness for legal purposes. 
 
SCOPE 
 
The scope of this policy applies to all employees of the University. 
 
POLICY 
 
Employees are eligible for jury duty leave for the time they serve on a jury.  They are expected 
to provide their supervisor and the Human Resources Department with a copy of the jury duty 
summons at least one week in advance.  These employees will be paid their regular earnings 
up to a maximum of 40 hours per week. The jury duty benefit is paid for a maximum of two (2) 
weeks in any calendar year.  Employees are expected to return to work any time they are 
released from jury duty during their regularly scheduled work hours. 
 
Jury duty will count as hours worked for overtime purposes.  PTO accruals will be suspended 
during unpaid jury duty and resume upon the employee’s return to work.   
 
Employees who are subpoenaed to appear in court as a witness for the university in a case 
involving NWHSU will be paid for the time he/she is normally scheduled to work. Should an 
employee be subpoenaed to appear in court as a witness on his/her own behalf or to testify 
against the university, he/she must take PTO according to the policy guidelines. 
 
PROCEDURE 
 
Any employee who receives a notice to serve on a jury or as a witness must provide a copy of 
this notice to his/her supervisor.  The supervisor must then forward that notice to Human 
Resources. 
 
If the employee is eligible to be paid for his/her absence, Human Resources will prepare the 
necessary paperwork for Payroll.  The supervisor must review the employee’s time record and 
include any hours for jury duty or witness time on it. If the employee was subpoenaed to appear 
in court as a witness on his/her own behalf, the supervisor must ensure PTO was used 
according to the policy. Once approved, the time record must be forwarded to the Payroll Office. 



 - 54 - 

 
Northwestern Health Sciences University  

  
Policy:  Military Leave  Effective Date:   January 2005  
  
Page:    1 of 2 Revision:             New            
  
 
PURPOSE 
 
The purpose of this policy is to provide time off for employees who are enlisted in the U.S. 
Armed Forces and National Guard and are called for training or to duty. 
 
SCOPE 
 
The scope of this policy applies to all regular full-time and regular part-time employees enlisted 
in the U.S. Armed Forces and National Guard. 
 
POLICY 
 
The University complies with all applicable federal and state laws relating to military leave. 
Military Duty Leave applies to regular full-time and regular part-time employees who are 
members of the uniformed services (Armed Forces and the Army National Guard and Air 
National Guard).   
 
Employees subject to these obligations will be expected to notify Human Resources in writing 
as far in advance of the training period as possible. Members of the military, who are required to 
report for duty, will be granted an unpaid leave of absence for the duration of their duty and 
training.  When they are again available for work, the University will make an effort to return 
them to their former position, or a comparable position, in accordance with requirements of the 
law. 
 
Should an approved military leave exceed 30 days, the employee and applicable dependents 
will become eligible for 24 months of continued health care insurance under USERRA and will 
pay the full premium for such coverage during this time.   
 
Employees should contact Human Resources for more details regarding military leave. 
 
PROCEDURE 
 
Employees must notify Human Resources in writing as far in advance as possible. Human 
Resources will notify the Payroll Office of the employee’s expected dates of absence and also 
will prepare the necessary paperwork regarding benefits if the leave is expected to exceed 30 
days. 
 
The supervisor will ensure the employee’s work load is distributed appropriately throughout the 
department or hire a temporary replacement until the employee returns to work from his/her 
military leave. 
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PROCEDURE (continued) 
 
When the employee’s military leave is complete, he/she will notify Human Resources, who will, 
in turn, work with the employee is returning him/her to their former position or a comparable 
position, in accordance with requirements of the law. 
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PURPOSE 
 
The purpose of this policy is to provide eligible employees with time off in conjunction with the 
birth or adoption of a child. 
 
SCOPE 
 
The scope of this policy applies to all employees who have been employed at the University for 
at least one year and who work an average of at least half time (20 hours) each week. 
 
POLICY 
 
Minnesota employees who have been employed at the University for at least one year and who 
work an average of at least half time (20 hours) each week may request an unpaid Parental 
Leave in conjunction with the birth or adoption of a child. 
 
Employees requesting such leave should give reasonable written notice to Human Resources 
and may continue all group insurance during the leave by paying the necessary premiums.  Any 
time taken for Parental Leave will be in conjunction with Family Medical Leave.  Up to a 
maximum of six weeks may be taken under Parental Leave. 
 
Employees requesting a Parental Leave will retain the accrued benefits they had prior to the 
leave. The University will make every reasonable effort to return the employee to the same or a 
comparable position and pay.  If the leave is more than one (1) month, the University requests 
at least two (2) weeks’ notice prior to returning to work. 
 
Employees should contact Human Resources to discuss any need they may have for a Parental 
Leave. 
 
PROCEDURE 
 
Employees should contact Human Resources if they may have a need for Parental Leave.  If a 
supervisor becomes aware of a potential need for Parental Leave by an employee, he/she 
should also notify Human Resources. 
 
If the affected employee also qualifies for Family Medical Leave (FMLA), he/she will be notified 
by Human Resources in writing of their rights and responsibilities under the law. 
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PROCEDURE (continued) 
 
The employee should also notify Human Resources when they will be returning to work. Human 
Resources, in turn, will then notify the supervisor who will make every reasonable effort to return 
the employee to the same or a comparable position and pay. 
 
If the employee’s position or pay has changed, Human Resources will notify the Payroll Office in 
writing of such a change and the effective date of the change. 
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PURPOSE 
 
The purpose of this policy is provide time off for eligible employees who have personal 
obligations and do not qualify or have exhausted available leave time under any other leave 
policy 
 
SCOPE 
 
The scope of this policy applies to all regular full-time or regular part-time employees (budgeted 
for 20 or more hours a week). 
 
POLICY 
 
The University understands that employees may need time off for personal obligations and may 
provide employees unpaid time off in these situations. Approval of a personal leave of absence 
is contingent on the ability of the department to accommodate the absence.  
 
Upon submitting a timely written request, a personal leave of absence without pay may be 
granted by the employee’s department head. This request should be at least 2 weeks prior to 
the start of such leave – unless medical necessity does not permit it. If the leave is for a medical 
reason, a physician’s certification is required.  The employee must have been employed with the 
University for a least six (6) months in a regular full-time or regular part-time position (budgeted 
for 20 or more hours a week) to qualify for a Personal Leave. 
 
The length of time for Personal Leaves will be evaluated and approved by management. 
Anticipated workload requirements and staffing considerations, etc. must be considered.  In any 
event, Personal Leaves can not be more than a maximum of 90 days.  
 
All available paid leave time and PTO must be used before an employee’s personal leave can 
begin.  PTO will not accrue while an employee is on leave.   
 
Employees may continue their health, dental and life insurance by paying 100% of the 
premiums plus a 2% administrative fee when their leave begins. Employees who return to work 
from a Personal Leave on or by the 10th of the month need not pay COBRA premiums that 
month. When the employee returns from a Personal Leave, benefits will again be provided by 
the University according to the applicable plan(s). 
 
When a Personal Leave ends, NWHSU will make every reasonable effort to return the 
employee to the same or a similar position for which the employee is qualified. However, such 
assignments cannot be guaranteed. 
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POLICY (continued) 
 
If an employee fails to report to work promptly after the approved leave has expired, NWHSU 
will assume the employee has resigned effective the date the leave commenced. 
 
Employees should contact Human Resources for more details. 
 
PROCEDURE 
 
Employees who request time off for a Personal Leave must make such a request in writing to 
their supervisor or Human Resources at least 2 weeks prior to the start of such leave – unless a 
medical necessity does not permit it. They must also include a physician’s certification if the 
leave is for a medical reason. 
 
If the supervisor receives the notice, he/she must complete an Employee Status Change form 
notify Human Resources immediately. When the employee notifies their supervisor of their 
intended return to work date, the supervisor must again notify Human Resources. 
 
If the employee does not return to work on the agreed upon date, his/her employment may be 
terminated.  Human Resources will notify the employee in writing of such status. 
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PURPOSE 
 
The purpose of this policy is to provide time off for parents to attend certain school conferences 
and activities according to Minnesota law. 
 
SCOPE 
 
The scope of this policy applies to all employees who have worked for the University on at least 
a half-time basis. 
 
POLICY 
 
Northwestern Health Sciences University will grant unpaid leave up to 16 hours during any 12 
month calendar period to enable a parent to attend a child's special education, pre-school, 
school conference, or school-related activities if those conferences or activities cannot be 
scheduled during non-work hours. Employees are eligible for this leave if they have worked for 
the University on at least a half-time basis preceding the request. Employees are required to 
notify their supervisor as soon as dates become known.    
 
PROCEDURE 
 
Employees must notify their supervisor as soon as dates for these activities are known. 
 
The supervisor, in turn, must notify Human Resources who will track this time off and notify the 
Payroll Office, if necessary. 
 
Should an employee exceed the maximum amount allowed by law, Human Resources will 
discuss directly with the employee. 
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PURPOSE 
 
The purpose of this policy is to provide employees time off to vote in a regularly scheduled state 
primary or general election, an election to fill the vacancy in the office of United States Senator, 
United States Representative, State Senator or State Representative. 
 
SCOPE 
 
The scope of this policy applies to all employees. 
 
POLICY 
 
The University believes that each employee should have the opportunity to exercise his/her right 
to vote in a general election.  Since the polls are open extended hours, in most instances, 
employees will be able to vote before or after work.  However, if an employee’s work schedule 
does not provide him/her with time to vote during non-working hours, he/she will be granted 
reasonable time off during the morning of the election to vote during work hours according to 
legal requirements.  The University asks that the employee notify his/her supervisor in advance 
if he/she anticipates a need to take time off work to vote. 
 
PROCEDURE 
 
Employees are requested to notify their supervisor in advance if they anticipate a need to take 
time off to vote. They cannot be required to notify the University. They are required however, to 
take time off only in the morning of the election. 
 
Since Minnesota law mandates this time off must be paid, the supervisor should ensure the 
employee’s hours are included on their time record. 
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PURPOSE 
 
The purpose of this policy is to provide additional time off for length of service with the 
University. 
 
SCOPE 
 
The scope of this policy applies to all non-faculty employees with 10 or more years of service. 
 
POLICY 
 
All regular full-time non-faculty employees will receive an additional ½ day of time off for each 
year of service beginning on the anniversary of the 10th year of service. This leave time will be 
added on each subsequent year on the anniversary date.  A maximum of five (5) days per year 
will be added for longevity leave.  Longevity leave must be used during the anniversary year in 
which it was earned.  Regular part-time employees (budgeted for 20 hours or more a week) will 
receive longevity leave on a pro-rated basis. 
 
PROCEDURE 
 
All employees who are eligible to receive Longevity Leave should schedule this time off with 
their supervisor in advance, if possible. When it is used, the supervisor should ensure the time 
record accurately reflects it as Longevity Leave.  Once approved by the supervisor, he/she 
should forward the time record to the Payroll Office. 
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PURPOSE 
 
The purpose of this policy is to provide Paid Time Off for eligible employees to use for any 
planned or unplanned absences from work. 
 
SCOPE 
 
The scope of this policy applies to all regular full-time and regular part-time employees 
(budgeted for 20 or more hours a week). 
 
POLICY 
 
NWHSU believes in allowing employees the opportunity to plan and manage their own time off 
and therefore, has established Paid Time Off (PTO).  PTO can be used for any planned or 
unplanned reason including vacation, personal illness, family needs, illness of a dependent 
child, personal business, additional holidays, appointments with health care providers, etc.   
 
It is available to all eligible employees (defined in the “Scope” of this policy). All PTO for regular 
part-time employees is pro-rated. 
 
PTO hours accrue every fiscal year based on the PTO schedule listed below and the 
employee’s anniversary date.  It begins on the employee’s first day of employment and does not 
accrue if an employee is on Short- or Long Term Disability or any unpaid leave of absence 
including FMLA.  In these situations, accruals resume when the employee returns to work. 
 
 

Employment 
Category 

 

 Years of Service   Accrual Rate  

President, 
Vice President 
 

 0+ Years  8.31 hours/pay period      27 days/year 

Department Head, 
Administration 
 

 0 - 3 Years 
4 + Years 

 6.78 hours/pay period      22 days/year 
8.31 hours/pay period      27 days/year 

Regular Full-time 
 

 0 - 2 Years 
3 Years 
4 - 7 Years 
8 + Years 

 5.23 hours/pay period       17 days/year 
5.85 days/pay period        19 days/year 
6.77 hours/pay period       22 days/year 
8.31 hours/pay period       27 days/year 
 

Regular Part-time 
(budgeted for 20 or 
more hours/week) 

 0 - 2 Years 
3 Years 
4 - 7 Years 
8 + Years 

 Pro-rated portion of full-time accrual, 
based on normal schedule. 
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POLICY (continued) 
 
Employees are responsible to plan and manage their own PTO hours by referring to their pay 
check stubs or PTO reports.  
 
PTO is to be requested with as much advance notice as possible and must not interrupt 
workflow.  Employees should schedule their PTO using a Vacation/Sick Leave Form or other 
method approved by their supervisor and submit it to their supervisor. If the request is denied, 
the supervisor will discuss it personally with the employee.  If the absence has been unplanned, 
the employee should complete this form when they return to work or ask their supervisor to 
complete it for them. Non-exempt employees should record PTO on their timesheet and exempt 
employees should record PTO on the Professional/Faculty PTO form as well. 
 
PTO can be used in increments of 1/4 hour or more. Employees must use PTO hours to cover 
their absences. If an employee does not have enough PTO hours to cover an absence, he/she 
will only be paid to a “zero” balance.   
 
At the end of each fiscal year, unused account balances up to the amounts indicated in the 
following table will be carried forward to the next fiscal year.  However, this PTO time must be 
used prior to the end of the new fiscal year or it will be transferred to the Sick Leave Only 
account.  Any time in excess of the maximum carryover amount will be transferred to the Sick 
Leave Only account. 
 

Maximum Carryover Amounts 
Employment  

Category 
 

 Years of Service   Maximum Carryover  

President, 
Vice President 

 0+ Years  160 hours                    20 days 

Department Head, 
Administration 
 

 0 - 3 Years 
4+ Years 

 120 hours                    15 days 
160 hours                    20 days 

Regular Full-time 
(40 hours/week) 

 0 - 2 Years 
3 Years 
4 - 7 Years 
8 + Years 

  80 hours                     10 days 
 96 hours                     12 days 
120 hours                    15 days 
160 hours                    20 days 

Regular Part-time 
(budgeted for 20 or 
more hours/week) 

 0 - 2 Years 
3 Years 
4 - 7 Years 
8 + Years 

 Pro-rated portion of full-time accrual, 
based on normal schedule. 

 
Pay in lieu of actually taking time off will not be granted. Accrued but unused PTO will be paid to 
an employee at the time employment terminates.  
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PROCEDURE  
 
All PTO earned and used by employees will be tracked in the payroll system and be displayed 
on each employee’s paycheck or direct deposit stub. 
 
Employees should request PTO with as much advance notice as possible by using a 
Vacation/Sick Leave Form and submitting it to their supervisor.  If the request must be denied 
for some reason, the supervisor will discuss it personally with the employee. 
 
In the event an unplanned absence, such as illness, injury, etc., occurs, the employee should 
complete the Vacation/Sick Leave Form when they return to work or ask their supervisor to 
complete it for them. 
 
When an employee uses PTO, the supervisor should ensure it is accurately reflected on the 
employee’s time record and forward this time record to the Payroll Office.   
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PURPOSE 
 
The purpose of this policy is to provide paid time to eligible employees in situations of illness 
and avoid using all PTO available to them. 
 
SCOPE 
 
The scope of this policy applies to all regular full-time and regular part-time employees 
(budgeted for 20 or more hours a week). 
 
POLICY 
 
Sick Leave Only time is a bank of hours that eligible employees can use for any of the following 
purposes: 
For the birth and care of a son or daughter or for the placement of a son or daughter with the 
employee for adoption or foster care.  Such leave must conclude within twelve (12) months of 
the birth or placement; 
 
To care for the spouse, son, daughter, or parent of the employee because of a serious health 
condition; 
 
Because of the employee’s own extended illness or injury  
 
At the end of each fiscal year, PTO balances in excess of the carryover amounts from the 
previous year will be automatically transferred to the employee’s Sick Leave Only account.  Sick 
Leave Only time will continue to accumulate from year to year.  Unused Sick Leave Only hours 
will not be paid at the time of termination, resignation or retirement. 
 
PROCEDURE 
 
When an employee is absent from work for an eligible reason stated in the policy, he/she can 
use Sick Leave Only. They must first, however, use up to 5 consecutive PTO days or, if their 
PTO balance is zero, they may use Sick Leave Only immediately.  Supervisors should ensure 
that Sick Leave Only is accurately recorded on the employee’s time record. Once the supervisor 
approves the time record, he/she should forward it to the Payroll Office, who will track the Sick 
Leave Only amounts for all employees. 
 
Supervisors are also responsible to notify Human Resources if an employee is out of work using 
Sick Leave Only as they may be eligible for Family Medical Leave (FMLA). 
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PURPOSE 
 
The purpose of this policy is to provide equal employment opportunities to qualified individuals 
with disabilities. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position or employment 
classification. 
 
POLICY 
 
Our University is committed to providing equal employment opportunities to otherwise qualified 
individuals with disabilities which may include providing reasonable accommodation where 
appropriate. In general, it is the employee’s responsibility to notify his/her supervisor of the need 
for an accommodation. The employee should submit a written request for accommodation 
accompanied by a doctor’s written explanation of the requested accommodation and the reason 
therefore.  The supervisor will contact Human Resources and work with them to determine 
whether such an accommodation is possible.  The employee may be asked for his/her input, the 
type of accommodation he/she believes may be necessary, or the functional limitations caused 
by the disability. Also, the University may require the employee to furnish additional information 
from his/her health care provider documenting the disability and the requested accommodation.  
Any information obtained will be kept in a separate, confidential employee file. 
 
PROCEDURE 
 
If an employee is in need of an accommodation for a disability, he/she should notify his/her 
supervisor in writing, with a written letter from the employee’s health care provider documenting 
the need and reason for the reasonable accommodation.  The supervisor is responsible to 
contact Human Resources. Together, they will research options, consult with the employee if 
necessary, and determine the type of reasonable accommodation the University can provide. 
 
If there is not any type of reasonable accommodation available, a discussion will take place with 
the employee, supervisor, manager and Human Resources.  Together they will determine what 
other options, if any, may be available. If it is determined that there is no possible 
accommodation, Human Resources will discuss what types of leave may be available.  In 
certain situations it is possible that there is no alternative but to terminate the individual’s 
employment.  This would be the last option after all other alternatives have been discussed. 
 



 - 69 - 

 
Northwestern Health Sciences University  

  
Policy:  Americans with Disabilities  Effective Date:   January 2005  
  
Page:    2 of 2 Revision:             New            
  
 
PROCEDURE (continued) 
 
An employee who receives a reasonable accommodation will be required to meet all 
performance expectations and comply with all applicable NWHSU policies and procedures. 
 
Should the employee be asked to provide any type of medical information to Human Resources 
regarding this accommodation, this information will be kept in a separate, confidential employee 
medical file. 
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PURPOSE 
 
The purpose of this policy is to protect the privacy of individuals using restrooms and locker 
rooms at the University. 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of position or employment status, 
students and all visitors to the University. 
 
POLICY 
 
Any use of cellular telephones equipped with imaging capability as well as any device capable 
of recording or transmitting visual images is prohibited in all communal restrooms and locker 
room facilities at the University. All cellular telephones and other devices referred to in this 
policy must be turned off before entering restroom and locker room facilities.  
 
PROCEDURE 
 
Signs prohibiting the use of devices capable of recording or transmitting visual images will be 
placed at the entrances of all communal restrooms and locker room facilities. Employees or 
students found to have violated this policy will be subject to sanctions up to and including 
termination or dismissal. 
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PURPOSE 
 
The purpose of this policy is to define confidentiality at NWHSU and individual employee 
responsibility and obligation in regards to University information. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position or employment 
classification. 
 
POLICY 
 
The identity of students, potential students, patients/clients, employees, the services being 
performed, etc. are trade secrets of NWHSU and constitute confidential information disclosed to 
employees in connection with their employment. All such information belonging to the University 
or its’ students must be received in strict confidence. 
 
While employed, or thereafter, employees may not copy or distribute any confidential program, 
material, or other information which comes into their possession as a result of employment with 
NWHSU, other than for an approved use.  Employees should be trained so that they understand 
privacy and confidentiality requirements under state and federal law. 
 
Employees may not disclose to others for use of anyone’s benefit, confidential information 
including, but not limited to trade secrets, plans, proposals, financial statements, student, 
patient/client, or employee lists and any other information pertaining to the business of 
Northwestern Health Sciences University or any of its staff, faculty, consultants, or affiliates, 
acquired during their employment, unless it is determined to be necessary in the ordinary 
course of performing their duties as an employee of the University. 
 
If in doubt as to whether any program, material or other information is confidential, employees 
must ask Human Resources or the President prior to such disclosure. 
 
Upon termination of employment, employees will be required to return all materials and 
information, and any copies of such materials, to their supervisor or Human Resources. 
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PROCEDURE (continued) 
 
If an employee asks a manager or a Human Resources employee as to whether or not any 
program, material or other information is confidential, the employee should be informed that 
he/she should not divulge any information until someone in authority informs him/her of the 
decision.  The manager should then discuss the matter with the Director, Human Resources or 
the President.  Once a decision is made, either the manager or the Director, Human Resources 
should notify the employee of the final decision. 
 
If a manager becomes aware of a breach of confidentiality by an employee, he/she must report 
it to the Director, Human Resources or the President immediately. The Director, Human 
Resources will investigate such claims and determine what corrective action, if any, will be 
taken.  The employee’s manager and Director, Human Resources will meet with the employee 
and discuss the outcome.  This discussion must be documented and placed in the employee’s 
personnel file.  
 
When an individual’s employment with the University terminates, the manager must discuss and 
review with the employee his/her obligation to keep University information confidential according 
to this policy.  In addition, the manager must collect all materials and information, and any 
copies of such materials, the employee had access to during their employment.  This material 
and information must then be returned to Human Resources. 
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PURPOSE 
 
The purpose of this policy is to set general standards to clarify employee obligations to disclose 
and avoid conflicts of interest and provide guidelines for enforcement.  
 
SCOPE 
 
The scope of this policy applies to all employees in any employment classification, including 
regular full-time, regular part-time, part-time and temporary – exempt and non-exempt. 
 
POLICY 
 
It is essential to the effective operation of Northwestern Health Sciences University that 
employees of the University be independent and impartial in all actions involving the University, 
that University employment not be used for private gain and that there be public confidence in 
the integrity of the University.  Northwestern shall conduct its affairs so that no member of the 
University community shall derive private gain from his/her association with the University 
except as provided by explicit policies of the University. 
 
Northwestern expects its employees to advance the University’s mission as part of the 
responsibility with which they are entrusted.  This includes applying the time and effort for which 
they are compensated and the University resources at their disposal toward University ends.  
When the application or use of these resources can result in personal advantage other than the 
agreed compensation or to the detriment of the University’s mission, that use of resources 
represents a conflict of personal interest with the University interests and is to be avoided. 
 
Definitions 
 
Conflict of Interest - Exists where the occurrence of an outside activity competes with or 
diminishes the interest of the University or interferes with the employee’s performance of duties 
on behalf of the University.  A conflict of interest also exists where the outcome of a decision 
that should be made in the best interest of the University is in conflict with the personal or 
economic interest of the employee. 
 
Outside Activity –Any paid or volunteer activity by an employee of the University outside the 
scope of his/her regular University duties.  Outside activities include participation in 
professional, civic or charitable organizations. 
 
Paid Activity – Includes paid services such as consulting, working as a technical or professional 
advisor, patient care, or holding a part-time job with another employer, whether working in one’s 
University occupation or another. 
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POLICY (continued)  
 
Interest In -  An employee is considered to have an interest in an outside business if the 
employee or any member of his/her immediate family has any ownership in the business or its 
property; furnishes goods or services to the business; is a creditor, employee, agent of or 
consultant of the business.  Outside businesses include any person, firm, corporation, or 
government agency that sells or provides service to, purchases from, or competes with 
Northwestern Health Sciences University. 
 
The mere appearance of a conflict may be as serious and potentially damaging as an actual 
distortion of objectivity.  Reports of conflicts based on appearances can undermine trust in ways 
that may not be adequately restored even when the facts of the situation are brought to light. 
The appearance of a conflict of interest may occur, for example, when an employee has a 
business interest or time commitment outside the University that may distract attention from 
University work, invite use of University resources for that interest, or appear to influence 
judgment in the individual’s University decisions.  Apparent conflicts should be disclosed and 
evaluated in the same manner as known conflicts. 
 
Examples of Conflict Situations 
 
The following examples of possible conflicts of interest are provided to alert employees to 
situations that may be of concern.  This list is suggestive and should not be considered 
exhaustive. 
 

·  Using students or employees of the University to perform services for a company in 
which an employee has an interest (see definition of Interest In) or from which they 
receive any financial gain. 

 
·  Unreimbursed or unauthorized use of University resources (equipment, supplies, 

facilities) for personal purposes or to support the activities of another entity in which an 
employee holds an interest. 

 
·  Relationships that might enable an employee to influence the University’s dealings with 

an outside organization in ways leading to personal gain or to improper advantage for 
anyone. 

 
·  Situations in which the time or creative energy an employee devotes to outside activities 

appear to compromise the amount or quality of his/her participation in the work of the 
University. 

 
·  Accepting support for basic or clinical research under terms and conditions that results 

be held confidential, unpublished, or significantly delayed in publication. 
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POLICY (continued)  
 

·  Activities (conferences, teaching programs, paid consulting agreements, etc) for which 
employees are personally remunerated that involve or may be perceived to involve the 
University, its name, facilities, computers, or other equipment. 

 
·  Purchasing equipment, instruments or supplies from a firm in which the employee has 

an interest. 
 

·  Requiring or recommending one’s own textbook or other teaching aids ���������		
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·  Using confidential information not available to the public and acquired through the 

employee’s University position for the employee’s or another’s economic benefit. 
 

·  Participating in the appointment, employment, promotion, supervision or evaluation of 
members of their family or a person to whom they owe a personal or legal obligation. 

 
·  Influencing, participating in or authorizing the acquisition or disposition by the University 

of any asset, including supplies or services from or to an enterprise in which the 
employee has an interest. 

 
·  Accepting external employment or engaging in activities which by virtue of their time 

commitment, interfere with or prevent the performance of University duties; bring the 
employee into a position of divided loyalty between the University and the external 
employer or activity. 

 
·  Accepting gifts, products, free services, entertainment, loans, tickets or favors from any 

business associate or outside organization or individual that seeks to do business with 
the University. Gifts of nominal value (such as calendars, pens, pads, etc. worth less 
than $25) may be accepted, as may gifts of perishable items usually given during the 
holidays.  Tickets to events (such as sports, arts, etc) are acceptable if offered by the 
vendor, the vendor accompanies the employee to the event and the employee has 
received prior approval by their immediate supervisor. 

 
·  Day outings such as golf, fishing, hunting, etc. are acceptable on non-work time if the 

vendor is in attendance, employee’s family members are not involved and the employee 
has received prior approval from their immediate supervisor. Use of vendor’s facilities 
(vacation homes, boats, etc.) by employees or family members for personal use is 
prohibited. 

 
 

Northwestern Health Sciences University  
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POLICY (continued)  
 
When evaluating the potential for conflict of interest the following questions may be helpful: 
 

·  Has there been full disclosure (has all relevant information been acquired)? 
·  Does the employee appear to be subject to incentives that might lead to conflicts or 

bias? 
·  Is there any indication that obligations to the University are not being met? 
·  Could the employee’s circumstances represent any possible violation of federal, state or 

local regulations? 
·  Could the proposed activity withstand public scrutiny? 
·  Does the employee’s reported outside time commitments exceed permissible limits? 
·  Is there any indication that the employee in his/her professional role has improperly 

favored any outside entity or appears to have incentive to do so? 
·  Has the employee improperly represented the University to outside entities? 
·  Is the employee involved in a situation that might raise questions of bias, inappropriate 

use of University assets, or other impropriety? 
 
Those who violate this policy will be subject to disciplinary action up to and including dismissal. 
 
PROCEDURE 
 
Employees are responsible for disclosing potential conflicts of interest. An employee who has a 
question about the application of this policy to his/her activities has the responsibility of advance 
notice and following the disclosure process.   
 
Advance Notice – An employee about to engage in an activity that may present a conflict of 
interest or may appear to present a conflict of interest must provide written notification to their 
supervisor using the University Conflict of Interest Disclosure Statement. The supervisor must 
consider all factors relevant to the situation and within five working days, if possible, advise the 
employee in writing whether the activity may be undertaken. 
 
Disclosure – Each University employee will complete on an annual basis the University Conflict 
of Interest Disclosure Statementform affirming a lack of conflicts or disclosing any conflicts of 
interest or potential conflicts of interest.  The employee’s supervisor reviews responses on the 
disclosure form and approves or disapproves situations where conflict exists. 
 
Appeal – A supervisor’s disapproval may be appealed to the Cabinet.  The appeal should be in 
writing and submitted within 5 working days.  The Cabinet will review the appeal at their next 
meeting and submit a response in writing within 5 business days of reviewing the appeal. 
 
When an improper conflict of interest is detected or suspected, employees should contact the 
Director of Human Resources or the Vice President for Administrative Services who will 
investigate the matter. 
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PURPOSE 
 
The purpose of this policy is to define corrective action and the procedures to be taken when 
work-related problems with employees occur. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position or employment 
classification. 
 
POLICY 
 
The management of NWHSU would like to work with employees in communicating and 
attempting to correct work-related problems.  However, if an employee does not satisfactorily 
perform his/her job, or is found in violation of University rules, policies, or core values, the 
University may implement corrective action. 
 
Corrective action may take several forms, including, but not limited to, verbal warnings, written 
warnings, coaching, reassignment of duties, suspension, or termination.  The University 
reserves the right in its sole discretion to omit any or all of these steps, or add to or modify steps 
in any particular situation. NWHSU will take whatever corrective action it determines is 
appropriate in response to the circumstances of any given situation.   
 
Nothing in the University’s corrective action policies or practices changes an employee’s right to 
terminate his/her employment with Northwestern Health Sciences University at any time, with or 
without notice, for any or no reason, nor does it modify the University’s right to terminate any 
employee’s employment at any time, with or without notice, for any reason not prohibited by law. 
 
PROCEDURE 
 
If a manager determines that an employee is not satisfactorily performing his/her job or has 
violated any University rules, policies or core values, he/she may implement corrective action.  
Managers are encouraged to consult with the Director, Human Resources before taking 
corrective action.  The Director, Human Resources should be involved in decisions to terminate 
employees. 
 
Depending on the circumstances of the infraction, various forms of corrective action may be 
used.  Managers are encouraged to consult with the Director, Human Resources prior to 
implementing corrective action.   
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PROCEDURES (continued) 
 
If a manager witnesses an employee committing a serious violation, such as theft from the 
University or a physical assault with another individual, he/she is allowed to immediately 
suspend the employee.  If this should occur, the manager must immediately report the incident, 
including a list of any other witnesses to the Director, Human Resources. 
 
At NWHSU, there is no “progressive discipline”. Corrective action can take many forms and the 
manager will determine the appropriate corrective action step in regards to the performance 
issue or violation of rules, policies or core values that occurred. There are situations where a 
discussion with the employee and the supervisor may be appropriate. In these situations, the 
conversation should be documented by the supervisor and placed in the employee’s file.  There 
are other more serious offenses or repeat offenses when more serious action must be taken – 
up to and including termination of employment.  These, too, must be documented, signed/dated 
by all parties and placed in the employee’s personnel file. 
 
Should the offense be so serious or repetitive that termination of employment is warranted, the 
supervisor/manager must always include the Director, Human Resources in the employee 
meetings and documentation steps. 
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PURPOSE 
 
The purpose of this policy is to define the requirements for employees who operate motor 
vehicles while on University business. 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of position or employment 
classification. 
 
POLICY 
 
It is the policy of Northwestern Health Sciences University to conduct motor vehicle background 
checks on all employees driving on University related business. 
 
DEFINITIONS: 
 
Vehicle:  Vehicle is defined as any University owned vehicle, any vehicle rented for University 
related business, or any privately owned vehicle used for University related business more than 
twenty (20) miles or five (5) trips per month. 
 
Employee:  An employee is any person who is paid through a University payroll (faculty, staff, 
student, etc.). 
 
University Business:  Travel that is conducted with the approval of the University for the benefit 
of the University. 
 
Authorized Driver:  An employee or volunteer authorized to drive a vehicle (as defined above) 
for University business who holds a valid Minnesota or Wisconsin driver’s license. 
 
PROCEDURES  
 
1. All drivers on University business are required to observe all pertinent laws.  In addition 

drivers must comply with good driving practices including but not limited to obeying 
speed limits and using seat belts and shoulder harnesses.  Drivers shall ensure that the 
vehicle’s insurance information is located in the glove compartment. 
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PROCEDURES (continued)  
 
 
2. The University will review motor vehicle records (MVRs) annually for Authorized Drivers.  

University departments authorizing students as drivers must submit a list of these 
drivers.  A University Motor Vehicle Records Disclosure and Release of Information 
Authorization form for each driver must be submitted annually to the Human Resource 
office. 

 
3. Standards for authorizing operation of a vehicle for University business: 
 

A. Acceptable Driver: 
·  Valid Minnesota or Wisconsin driver’s license (has not expired and has no 

restrictions, suspensions or revocation of driving privileges) 
·  No more than two (2) moving violations, “at fault” accidents or combination of 

accidents and violations in the past 24 months (“At fault” accidents are those 
resulting in bodily injury or combined total damage of more than $1,000 where the 
driver was more than 50 percent at fault) 

·  No DUI/DWI within the past 36 months 
·  No reckless driving convictions within the past 36 months 
·  No involuntary manslaughter convictions 
·  No hit and run convictions 
·  No conviction of any driving offense punishable as a felony 

 
B. Deviation from Acceptability Criteria 

 
Department managers of any individual not meeting the above criteria will receive 
written notification from the Human Resource office.  If the manager of the individual 
not meeting the above authorized driver criteria would like to request an exception 
from the policy, they may submit a memorandum outlining the reason for the 
exception to the Human Resource Director. A committee consisting of the Vice 
President of the affected division, the Vice President of Administrative Services and 
the Human Resource Director will review the request and determine whether the 
request will be granted.  Restrictions or specific conditions may be placed on the 
individual’s driving privileges. 
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PURPOSE 
 
The purpose of this policy is to define the prohibition of alcohol, controlled substances or illegal 
drugs and to outline the consequences of any violation of this policy. 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of position or employment 
classification. 
 
POLICY 
 
It is the policy of NWHSU to maintain a workplace and campus that is free from the health and 
safety-related consequences of drug and alcohol use and abuse.  The workplace and campus 
include all University premises where the activities of the University are conducted.  Employees 
are required to report to work in appropriate mental and physical condition to perform their jobs. 
 
While on University premises and/or conducting business-related activities at any location, 
employees may not use, possess, distribute, manufacture, sell or be under the influence of 
alcohol, controlled substances or illegal drugs. Storing any unauthorized controlled substances, 
drug paraphernalia or alcohol in a locker, desk, University-owned vehicle or other place on 
University-owned or occupied premises is prohibited. At certain sanctioned University functions, 
alcoholic beverages may be served, but employees should drink in moderation. 
 
The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s 
ability to perform the essential functions of the job effectively and in a safe manner that does not 
endanger other individuals in the workplace. Employees must notify their supervisor or Human 
Resources of the use of prescribed drugs or other substances that may affect their ability to 
perform their job. 
 
Employees must also notify their supervisor or Human Resources if they observe any violation 
of this policy.  
 
Those who violate this policy will be subject to corrective action up to and including dismissal.  
In addition, they may be referred for criminal prosecution. Employees engaged in any federal 
grant or contract funded work must: (I) abide by the terms of this policy; and (II) notify the 
Human Resources Department of any criminal drug or alcohol conviction for a violation 
occurring on or off University premises while conducting University business.  This notification 
must be made in writing no later than five (5) days after such conviction. 
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PROCEDURE (continued)  
 
If a supervisor or manager becomes aware of a situation or potential situation where an 
employee has violated this policy, he/she must report it immediately to the Director, Human 
Resources who will, in turn, immediately investigate the situation.  If the Director, Human 
Resources is not available, the supervisor/manager must report it to another person of authority, 
including the President.  This individual will either personally investigate the situation or assign it 
to another qualified management individual. 
 
Once the investigation is complete, the Director, Human Resources along with the President will 
determine if the employee should be taken home or if corrective action of any kind should be 
taken. 
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PURPOSE 
 
The purpose of this policy is to outline the intended business use of the University’s electronic 
and technological equipment and to determine the consequences of a violation of this policy. 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of position or employment 
classification. 
 
POLICY 
 
NWHSU provides various electronic and technological equipment for accomplishing the mission 
of the University. By using any of this equipment, an employee is voluntarily consenting to being 
monitored, and voluntarily authorizing the University to inspect, monitor, and access all 
information or communications he/she has made with that equipment. The University has the 
right to monitor and access any and all communications made through its equipment, and the 
contents of any University computer, as needed for compliance with policies and for any other 
business reason. 
 
Voice mail and electronic mail (e-mail) is provided for the primary purpose of business 
correspondence to facilitate efficient communication. Voice mail and e-mail are not private 
communication systems. Improper use of the voice mail and e-mail systems could expose 
employees to personal liability as well as corrective action.  It is important to note that e-mail is 
discoverable as evidence in legal proceedings. Employees should be aware that even though a 
message may be deleted from the e-mail system, a record of it may remain on the computer 
system. 
 
Internet access is provided to those who need it for their job duties. Internet use must be limited 
to job-related duties accessing trusted sites and content. Downloading from the Internet (other 
than by authorized personnel for legitimate business reasons) is restricted to information files 
(i.e. federal regulations, statutes, marketing literature, etc.).  Downloading any other programs, 
software, graphics or picture of any kind is prohibited as they may carry computer viruses or 
may violate the University’s license agreement. 
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POLICY (continued) 
 
Electronic and technological communications are not to be used in ways that may be disruptive, 
offensive or harmful to others or in ways that conflict with any of the University’s policies, 
including Equal Employment, Harassment & Offensive Behavior, and Security policies. Violation 
of these policies will lead to corrective action up to and including dismissal. Voice mail and e-
mail is not to be used to send jokes or other comments that may be discriminatory, harassing or 
offensive to others, or to send material that defames an individual, the University, or business, 
etc.   
 
It is not the University’s practice or intent to eavesdrop on private communications or data. 
However, the University must protect its legitimate business interests and reminds employees 
that the equipment and services available in the workplace are to be used to support NWHSU’s 
legitimate business interests. 
 
PROCEDURE 
 
Supervisors and managers have the authority to inspect employee computers if they suspect a 
violation of this policy.  If a potential violation has occurred, he/she must report it immediately to 
the Director, Human Resources or the Director, Information Technology, who will investigate 
immediately. 
 
The Director, Information Technology, along with the Director, Human Resources, may also 
inspect, monitor or access any information transmitted or received on University equipment for 
any business reason. If they discover an improper use of University equipment or computing 
equipment, or any other violation of this policy, they will discuss it immediately with the 
employee’s supervisor/ manger and determine if corrective action is necessary. 
 
If an employee reports a suspected violation of this policy by another employee to a supervisor, 
that supervisor/manager is responsible to report it immediately to the Director, Human 
Resources or the Director, Information Technology. Such information will be investigated 
promptly and thoroughly, being sensitive to the anonymous nature of the individual who initially 
reported it.  
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PURPOSE 
 
The purpose of this policy is to define appropriate appearance guidelines for employees. 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of position or employment 
classification. 
 
POLICY 
 
Employees represent the University to students, patients/clients, the public and co-workers and 
should dress in a way that is a positive reflection of both themselves and the University. 
Employees are expected to present a clean, neat, well-groomed and professional appearance 
at all times. 
 
Supervisors will communicate and manage the appropriate dress attire for their departments 
and employees.  The supervisor may alter the University’s dress guidelines to meet the needs 
of the department (i.e. cleaning an office may require a different dress code for that event). An 
employee whose clothing is inappropriate may be asked to return home to change clothing. This 
time would be without pay unless the employee has available PTO he/she chooses to use. Any 
further violations will be addressed through the disciplinary/corrective action process. 
 
PROCEDURES  
 
Supervisors must explain the appropriate dress attire to new employees in their initial orientation 
program.   
 
If an employee reports to work wearing clothing that is inappropriate, the supervisor must send 
the employee home to change clothing and instruct them to return to work the same day.  If this 
occurs with a non-exempt employee, the supervisor must ensure the employee’s time record 
accurately reflects that the time he/she is absent is without pay or that the employee used 
his/her available PTO hours. If this situation occurs again, the supervisor should have a 
discussion with the employee, document that discussion and place the documentation in the 
employee’s personnel file.  Future incidents of this nature would warrant further corrective 
action, up to an including termination of employment. 
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PURPOSE 
 
The purpose of this policy is to define the supervisor’s role in the complaint resolution process. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of employment classification. 
 
POLICY 
 
NWHSU is committed to providing a positive work environment for all employees, treating each 
employee as an individual and developing a spirit of teamwork - individuals working together to 
attain a common goal. ���������	
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NWHSU’s conflict resolution procedure emphasizes mediation, a process by which the parties 
come to a voluntary agreement with the assistance of a neutral party. It also provides for a 
formal hearing on issues not resolved through mediation. 
 
Should an issue arise, it is an employee’s obligation to bring it forward by contacting his/her 
immediate supervisor or Human Resources and explaining the facts.  If an employee chooses to 
use mediation to settle a conflict, they must complete a Staff Conflict Resolution Form and 
contact the Grievance Officers before the 21st calendar day after the event from which the 
complaint stems. The staff member and Grievance Officer will meet to discuss the procedure.  
The Grievance Officer will appoint a neutral employee mediator – someone $�����������
�������������������������������$���$�		������������ �������������������������������%��  provide 
assistance in resolving the complaint.  
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POLICY (continued)  
 
An employee may request a formal hearing at any time either before or after attempting 
mediation by completing a Staff Conflict Resolution Form and forwarding it to the Grievance 
Officer.  The written grievance must be filed within 21 calendar days after the occurrence of the 
event precipitating the grievance or within 21 calendar days after the informal mediation process 
is unsatisfactorily terminated.  An Ad Hoc Grievance Committee will be selected by the Human 
Resource Director to hear the grievance. 
 
After the hearing, the Ad Hoc Grievance Committee will present an advisory decision including 
findings of fact, conclusions and recommended resolution of the grievance.  The advisory 
decision will be presented to both parties in the grievance and the President of the University. 
The advisory decision becomes final unless appealed. 
 
 
PROCEDURES 
 
Employees should always treat each other with respect and try to resolve issues in an expedient 
manner. 
 
If, however, a supervisor is made aware of an employee’s issue that has not been resolved and 
the employee’s desire to use mediation as a source of resolution, he/she should take the time to 
listen carefully and instruct the employee in the proper procedures.    
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PURPOSE 
 
The purpose of this policy is to ensure fair and consistent treatment of all employees without the 
influence of a relative as defined below. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position or employment 
classification. 
 
POLICY 
 
The employment of relatives is permitted, except in situations where a person would be under 
the supervision of a relative or in a situation where influence could be exerted, directly or 
indirectly, on future decisions concerning the status of employment, promotion or compensation.  
“Relative” is defined as a spouse, domestic partner, parent, child/children, sibling or any of 
these relationships by marriage. 
 
PROCEDURE 
 
If a supervisor or manager becomes aware of a violation of this policy, he/she must discuss it 
immediately with the Director, Human Resources.  If it is determined that a violation has 
occurred, the Director, Human Resources along with the manager involved will determine the 
necessary course of action.  This could include a transfer, reassignment of duties or in rare 
situations, termination of employment.  
 
The supervisor or manager along with the Director, Human Resources will discuss the situation 
along with the necessary course of action with the employees involved. 
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PURPOSE 
 
The purpose of this policy is to define harassment, including sexual harassment, and offensive 
behavior and to outline procedures for supervisors and managers if it is determined such 
actions have occurred in the workplace. 
 
SCOPE 
 
The scope of this policy applies to all employees (regardless of position or employment 
classification), applicants for employment, temporary or contract workers, as well as University 
officers, Board of Directors and students.,  
 
POLICY 
 
Northwestern Health Sciences University is committed to providing a workplace that is free of 
discrimination, illegal harassment and offensive behavior.  All employees are expected to treat 
their co-workers, subordinates, students and supervisors with respect at all times. In 
accordance with this commitment, NWHSU prohibits harassment of one employee by another 
employee, supervisor, or a third party based on race, color, creed, religion, sex, sexual 
orientation, marital status, age, national origin, status in regard to public assistance, 
membership or activity on a local commission, disability, or any other legally protected 
characteristic.  
 
Harassment includes, but is not limited to: offensive, abusive, or degrading comments or other 
verbal behavior, slurs, epithets, threats, derogatory comments, unwelcome jokes and teasing as 
well as written or pictorial materials. It also includes behavior that is personally offensive, 
impairs morale, interferes with learning or work effectiveness and is based upon a legally 
protected class.  
 
Sexual harassment is a violation of federal and state laws. It includes unwelcome sexual 
behavior by either males or females toward either males or females.  It is a violation of this 
policy for an employee or any other person associated with NWHSU to sexually harass any 
employee or any other person affiliated with the University.  
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POLICY (continued)  
 
Sexual harassment includes unwelcome sexual advances, requests for sexual favors, sexually 
motivated physical contact, verbal or physical conduct or communication where: 
 
- submission to the conduct or communication is made, either explicitly or implicitly, a term 

or condition of employment 
- submission to or rejection of the conduct or communication by an individual is used as a 

factor in decisions impacting that individual’s employment 
- the conduct or communication has the purpose or effect of substantially interfering with 

an individual’s employment or creates a hostile, intimidating or offensive work 
environment. 

 
Examples of behavior that could be sexual harassment include, but are not limited to: 
·  deliberate or careless creation of an atmosphere of sexual harassment or intimidation; 
·  sexual flirtations, advances or propositions; 
·  verbal abuse of a sexual nature; 
·  subtle pressure or unwanted requests for sexual favors; 
·  unnecessary touching or physical closeness; 
·  graphic or suggestive comments about an individual’s dress, body or sexual activities; 
·  using sexually degrading words to describe an individual; 
·  displaying or sending sexually suggestive objects (including pornography of any type), 

pictures or offensive jokes in any way including electronically, interoffice mail, or otherwise;  
·  physical assault 
 
 
Any individual who believes he or she has experienced or observed behavior contrary to this 
policy should feel free to object to the behavior.  He/she is expected to report the displayed 
behavior to his/her supervisor, Human Resources or the division Vice President. 
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POLICY (continued)  
 
All such reports of action contrary to this policy will be taken seriously and investigated promptly 
and in as confidential a manner as possible.  Individuals found to have violated NWHSU’s 
harassment & offensive behavior policy will be subject to corrective action, up to and including 
dismissal.  No individual shall be retaliated against for making a good faith report of behavior 
contrary to this policy.   
 
Every employee of NWHSU is to support this commitment to a workplace free from illegal 
harassment and offensive behavior by conducting him/herself in a manner that is consistent with 
the intent and spirit of this policy. 
 
PROCEDURE 
 
Any individual who believes he or she has experienced or observed unlawful harassment based 
upon protected class status should feel free to object to the behavior.  He/she is expected to 
report such behavior to his/her supervisor, Director, Human Resources or the division vice 
president.  This includes experienced or observed unlawful harassment from an NWSHU 
supplier, vendor or visitor. 
 
If an employee discusses a situation with a supervisor or manager where potential harassment 
or offensive behavior may have occurred, the supervisor/manager should immediately contact 
the Director, Human Resources. After a discussion with the employee, the Director, Human 
Resources will investigate the situation promptly and as confidentially as possible. This 
investigation will include discussions with any possible witnesses to the harassment or behavior.  
 
If the investigation determines an infraction by an employee or supervisor, the Director, Human 
Resources and the manager will determine the appropriate corrective action to be taken. Such 
corrective action could include termination of employment.  If the infraction was determined to 
be by a senior administrator, the Director, Human Resources and the President will determine 
the appropriate corrective action to be taken. 
 
Furthermore, if it is determined that one employee has retaliated against another employee, that 
individual will also be subject to corrective action, up to and including termination of 
employment. This corrective action will be determined by the Director, Human Resources and 
the manager or the President. 
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PURPOSE 
 
The purpose of this policy is to provide guidance for supervisors and managers when 
completing performance evaluations on employees who report to them. 
 
SCOPE 
 
The scope of this policy applies to all regular full-time and regular part-time employees. 
 
POLICY 
 
The University provides a formal evaluation of performance for all regular full-time and regular 
part-time employees after 90 days in a new position and thereafter each year of continuous 
employment.  Performance evaluations are used to promote a continuing evaluation of 
employees’ work performance and provide a standardized approach to promote a consistent 
evaluation of employees throughout the University system.  Items such as work output, 
customer satisfaction, attendance, quality of work, etc. will represent some of the criteria for 
judging employee performance. 
 
Reviews are designed to provide a dialogue and employees are encouraged to discuss items of 
mutual concern in this confidential setting. 
 
PROCEDURE 
 
Supervisors and managers should discuss performance, both good performance and 
performance issues, with employees on an ongoing basis. 
 
After an employee has been in a new position 90 days, the supervisor will complete a formal 
evaluation of his/her performance and again after each year of continuous employment. These 
evaluations will be conducted using the performance tool provided by the Human Resources 
Department. Supervisors should include areas of success and also suggest areas for 
improvement.  If the employee’s performance is such that there is a great need for 
improvement, the evaluation should clearly and specifically describe what is necessary for 
improvement. The supervisor should return the form to Human Resources for filing. 
 
When the performance evaluation is completed for any employee, it should be signed and dated 
by both the supervisor and the employee, then returned to Human Resources for filing. 
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PURPOSE 
 
The purpose of this policy is to define the expectations of employee conduct and the potential 
outcomes if the conduct does not meet the expectations set forth in this policy. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position or employment 
classification. 
 
POLICY 
 
The efficiency and productivity of the University requires that every employee maintain discipline 
and proper standards of conduct at all times.  This is necessary to protect the health and safety 
of everyone in the workplace, to meet our students’ needs, to protect property and to maintain a 
climate of cooperation among employees.   
 
Therefore, employees are expected to conduct themselves in a professional, ethical and 
productive manner while at work, and to maintain an awareness of the rights of others, a 
respect for the people they work with and for, and a commitment to the University’s values, 
vision statement, goals and policies. 
 
Obviously, it is impossible to anticipate every situation that might occur.  The University 
reserves the right to respond to any performance or behavior which, in its judgment, 
compromises the safety or well-being of any individual in the workplace, diminishes good order, 
discipline and morale, or detracts from the University’s overall business goals.  If the 
University’s expectations about conduct are unclear, employees should talk to their supervisor 
or Human Resources. 
 
PROCEDURE 
 
If a supervisor or manager becomes aware of an employee whose conduct does not meet the 
guidelines set forth in this policy, he/she must report it immediately to Human Resources.  The 
Director, Human Resources will discuss the situation with the supervisor/manager and 
determine if further action should be taken.  If it is determined that the employee’s personal 
conduct was inappropriate in the workplace, a discussion will take place with the employee’s 
supervisor/manager and the Director, Human Resources and corrective action, will be taken, if 
necessary.  This discussion will be well documented, signed and dated by the appropriate 
parties, and filed in the employee’s personnel file. Improper conduct that includes illegal 
harassment should be investigated pursuant to the Harassment and Offensive Behavior Policy.  
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PURPOSE 
 
The purpose of this policy is to outline the necessity of current personal information for 
employees and to define the appropriate procedures for reviewing employees’ personnel 
records under Minnesota law.  
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position or employment 
classification. 
 
POLICY 
 
Personnel records are the property of the University and access to the information they contain 
is restricted to those who need to know this information in order to perform their jobs. 
 
Employees are obligated to inform Human Resources of dependent, marital status, address, or 
telephone number changes as well as revocation of driver’s license – if they are required to 
drive on University business. The University also asks for the name and address of a person 
who can be notified in the event of an emergency. Failure to notify the University may result in 
critical time-sensitive mail not being delivered or other information not being received.  
 
Employees may review their personnel records every six months within 7 working days of their 
written request to Human Resources.  Review of the original file or copy is available during 
working hours with a Human Resource representative present. 
 
PROCEDURE 
 
If a supervisor becomes aware of an employee’s personal status as it relates to this policy, 
he/she must notify Human Resources immediately. Human Resources will contact the 
employee and get the necessary information for the files and record keeping purposes. 
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PROCEDURE (continued)  
 
If an employee wants to review his/her personnel file, they must put their request in writing and 
submit it to Human Resources who will then establish a date and time to meet with the 
employee.  Within 7 working days of this request, a Human Resources representative will meet 
with the employee and review the file, answering any questions that arise.  The employee may 
also receive a copy of their file upon written request.  The employee may request a review of 
his/her personnel file as often as every 6 months according to Minnesota law. 
 
Employees, who no longer work at NWHSU, may request a copy of their personnel file, once 
each year after termination of employment for as long as the file is maintained.   
 
Employees have the opportunity to dispute information that is contained in their file and request that 
the information be removed.  If the University does not agree with the request to have the 
information removed, employees have the opportunity to include in their personnel file a statement 
that outlines their position. 
 
The University may not use information from an employee’s personnel file that was intentionally 
omitted during their review in a civil or administrative proceeding or retaliate against an employee for 
exercising their rights with respect to their personnel file. 
 
The Minnesota Department of Labor and Industry enforces Minnesota law governing an employee’s 
right to access their personnel file.   
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PURPOSE 
 
The purpose of this policy is to define the “no pets” rule in NWHSU buildings or grounds. 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of position or employment 
classification. 
 
POLICY 
 
Animals are not allowed in University buildings, including the main campus and clinics; however, 
service animals will be allowed. Animals used in the curriculum as teaching aids may be present 
on campus as needed for teaching purposes.   Pets should not be tied up or left in vehicles on 
University grounds. 
 
PROCEDURE 
 
If a supervisor or manager becomes aware of non-service pets in any University building, 
he/she must report it to security personnel immediately. Security personnel will attempt to locate 
the pet’s owner who will need to take the pet home. If the owner is an employee, the employee 
will take this time without pay or use available PTO hours.  The supervisor/manager should 
ensure the time is accurately recorded on the employee’s time record.  Violation of this policy 
may result in disciplinary action. 
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PURPOSE 
 
The purpose of this policy is to outline the procedures regarding employee references. 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of position or employment 
classification. 
 
POLICY 
 
All requests regarding references for any past or present employee are to be directed to Human 
Resources. Only pertinent, factual information, such as dates of employment, job title, etc. will 
be released.  Any other confidential information such as pay rate, past earnings, home address 
or phone number will not be released by the University unless authorized in writing by the 
employee, required by law, or as part of an administrative or judicial proceeding. 
 
PROCEDURE 
 
If a supervisor or manager receives a request for a reference on a current or former employee, 
he/she should transfer the call or refer the individual to Human Resources.  Under no 
circumstances, should a supervisor or manager give out any information on an employee. 
 
Human Resources will be responsible to release only the following information: employment 
status/classification, job title, and dates of employment. If the employee has signed a release 
dated no more than 2 weeks prior to receipt, Human Resources can at its discretion release 
other confidential information as stated in the release.  The only exception to this is if the 
request is required by law or is part of an administrative or judicial proceeding. 
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PURPOSE 
 
The purpose of this policy is outline safety rules and procedures. 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of position or employment 
classification. 
 
POLICY 
 
All employees are expected to obey safety rules and exercise caution in all work activities.  
Employees must immediately report any unsafe condition to the appropriate supervisor.  
Employees, who violate safety standards, cause hazardous or dangerous situations or fail to 
report or remedy such situations, will be subject to corrective action, up to and including 
dismissal. 
 
All accidents, no matter how minor, must be reported immediately to the employee’s supervisor 
and Human Resources. Lack of notification could affect the employee’s workers compensation 
benefits.  The workers compensation insurance company determines the disposition of the 
claim and notifies the employee as to whether or not the claim has been approved.  If the injury 
or illness requires the employee to receive health care, employees must seek care outside of 
the university’s clinics. Employee’s who receive health care for a work related injury or illness 
will need certification from their health care provider of their ability to return to work before 
returning to their position.  
 
Employees are required to follow these general safety rules: 
 
·  Any illness or injury, no matter how slight, must be reported to the supervisor.   
·  Any activity that may result in injuring an employee will not be tolerated. 
·  Employees are responsible for obtaining the ergonomic equipment provided by the 

University for computer use. 
·  Illegal drugs or alcohol will not be permitted on the premises at any time. 
·  Employees should always lift objects using the proper lifting techniques.  
·  Employees are responsible to keep their work areas clean at all times. 
·  Employees should always know the location of fire exits and fire extinguishers in their work 

area. 
 
Employees should feel free to discuss any suggestions or comments regarding the program 
with their supervisor at any time. 
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POLICY (continued) 
 
Hazard Communication 
 
Employees who may be routinely exposed to hazardous substances or harmful physical agents 
while at work will be trained regarding the proper conditions for safe use of the hazardous 
material.  Material Safety Data Sheets (MSDS) may be reviewed in the affected department or 
by submitting a request to the Human Resource Department. 
 
Bloodborne Pathogen Exposure Control Plan 
 
Any employee who would reasonably be anticipated to experience skin, eye, mucous 
membrane, or parenteral contact with blood or other potentially infectious body fluids during the 
performance of their job duties will receive training under this plan. 
 
Universal Precautions - Universal precautions must be observed to prevent contact with blood 
or other potentially infection materials.  Universal precautions is an approach to infection control 
in which all human blood and certain human body fluids are treated as if known to be infectious 
for HIV, HBV, and other bloodborne pathogens.  Employees covered under this plan are 
required to wash their hands immediately after removal of gloves or other personal protective 
equipment, between patients, before eating, before leaving the work area, and anytime that 
possible contamination may have occurred. 
 
Sharps - All sharps (contaminated needles, lancets, blades, broken glass, glass tubes, 
microscope slides) will be handled with extreme caution and will be discarded immediately after 
use in a puncture resistant container.  Blood and/or body fluid specimens must be placed in a 
properly labeled, closed, leak-proof container when transported or stored.  If the specimen could 
puncture the primary container, a puncture-resistant, properly labeled secondary container must 
be used in addition to the primary container. 
 
Personal Protective Clothing and Equipment - Employees identified by the plan as at risk are 
required to use appropriate personal protective equipment whenever they may reasonably 
anticipate exposure to blood or body fluids. 
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POLICY (continued) 
 
Housekeeping - All equipment and work surfaces will be cleaned and decontaminated using 
disposable towels after any contact with blood or other potentially infectious materials and at the 
end of each day.  Non-sharps contaminated waste (gloves, masks, disposable towels, etc.) will 
be collected in leak proof, red biohazard bags.  When full, biohazard bags must be closed to 
prevent spillage or protrusion of contents during handling.  Potentially contaminated or dirty lab 
coats, gowns or aprons will be bagged and labeled with a biohazard sticker before being 
transported to the laundry site.  Individuals handling contaminated laundry must wear protective 
gloves. 
 
Hepatitis B Vaccination - The University will provide Hepatitis B vaccination on a voluntary basis 
to all employees who are determined to have occupational exposure to blood or other body 
fluids.  The vaccination will be provided at no cost to the employees. 
 
Exposure Incidents - All incidents of exposure to blood or potentially infectious body fluids must 
be reported immediately to the Exposure Control Officer 
 
PROCEDURE 
 
If a supervisor or manager receives a report of an unsafe condition from an employee, he/she is 
responsible to either correct the unsafe condition or report it to a manager who can do so, such 
as the Director, Physical Plant. 
 
If an employee is found to have violated any safety rules, standards, cause hazardous or 
dangerous situations or fail to report or remedy such situations, the supervisor is responsible to 
administer appropriate corrective action, up to and including dismissal. In these situations, the 
supervisor should discuss the situation with the Director, Human Resources prior to 
administering corrective action. 
 
All supervisors are responsible for communicating and enforcing the safety rules established by 
the University. New employees should be informed of these safety rules at the time of their 
orientation program.  All employees should be informed of other safety issues, such as 
hazardous substances or harmful physical agents, Material Safety Data Sheets, bloodborne 
pathogens, universal precautions, sharps, personal protective clothing and equipment, 
housekeeping rules, the voluntary Hepatitis B vaccination program, and the procedures for 
exposure incidents. 
 
Supervisors must arrange work schedules in order to allow employees to attend the safety 
programs and training provided by or through the University. 
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PURPOSE 
 
The purpose of this policy is to ensure the safety and security for all employees and the facility 
they work in. 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of position or employment 
classification. 
 
POLICY 
 
The Physical Plant department is responsible for campus safety and security by maintaining 
University buildings and grounds, performing routine surveillance, investigating reported and/or 
suspicious activities, providing escort services and maintaining the campus access system. 
 
All individuals must adhere to and follow all security measures and/or guidelines of the 
University.  Employees are required to wear a University issued photo ID at all times while 
working. 
 
Desks, lockers and other storage devices may be provided for the convenience of employees, 
but remain the sole property of the University.  Accordingly, any agent or representative of 
NWHSU may inspect them or any articles found within them at any time, with or without prior 
notice.   
 
In addition, the University will not tolerate theft or unauthorized possession of the property of 
employees, the University, patients/clients, visitors and students and therefore, may also inspect 
persons entering and/or leaving the facility, packages or other belongings.  Employees who 
wish to avoid any such inspection should not bring such items onto NWHSU’s premises. 
 
Employees may need key cards to enter a facility.  It is extremely important that these key cards 
be kept only in the employee’s possession – not anyone else’s.  
  
If an employee works after hours, he/she should take reasonable safety/security precautions. 
Employees should see their supervisor or Human Resources for more information. 
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PROCEDURE (continued)  
 
Managers are responsible for insuring that new employees obtain a photo ID through 
Audiovisual Services. 
 
If a supervisor or manager is notified of suspicious activities or security issues, he/she must 
contact the Physical Plant Department immediately. This includes any notification of suspicious 
or illegal articles in desks, lockers and other storage devices. If the activities or issues possibly 
involve any employee, the supervisor/manager must also contact the Director, Human 
Resources. 
 
In addition, there may be reasons to inspect packages or other belongings of individuals 
entering and/or leaving the facility. Supervisors and managers are authorized, if necessary, to 
inspect such items. 
 
If an individual’s employment terminates at NWHSU for any reason, the supervisor/ 
manager is responsible for collecting the employee’s key card, room keys and photo ID badge. 
The Human Resource department is responsible for notifying the Physical Plant Department of 
all terminations to ensure the card is de-activated after the last day worked. 
 
Supervisors and managers should review safety/security precautions with any employees who 
work beyond the normal workday. 
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PURPOSE 
 
The purpose of this policy is to define the tobacco free work environment at NWHSU. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position or employment 
classification. 
 
POLICY 
 
Because the University wants to provide employees, students and patients with a healthy work 
environment, the University is committed to providing a tobacco-free campus environment. The 
use of tobacco products of any kind will not be allowed in any University building (including 
satellite clinics), on University grounds (except as stated below), or in any vehicle owned or 
leased by the University. 
 
Employees, students and visitors who wish to use tobacco may only do so in their private 
vehicles while parked on University property as long as that vehicle is at least 25 feet away from 
entrances, exits, windows and ventilation intakes. 
 
Tobacco use includes smoking (inhaling, exhaling, burning, or carrying any lighted cigar, 
cigarette, or pipe) and the use of smokeless/chewable tobacco. 
 
PROCEDURE 
 
All University students and employees are expected to share the responsibility for informing 
others of the policy.  It is the responsibility of all members of the campus community to observe 
the provisions of this policy.  Complaints or concerns regarding this policy or disputes regarding 
its implementation should be referred to the department head or dean. 
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PURPOSE 
 
The purpose of this policy is to ensure that solicitation and distribution does not occur during 
work time, in work areas of the facility or where the public is present. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position or employment 
classification. 
 
POLICY 
 
Solicitation and distribution of literature by employees or non-University vendors is prohibited on 
NWHSU’s premises when any of the individuals involved are supposed to be working, at any 
time in working areas of the building or in any location where the public is present. Solicitation 
and distribution in violation of this policy could result in corrective action, up to and including 
dismissal. 
 
We encourage employees who wish to solicit financial or other support from their fellow workers 
for charitable causes to do so off University premises during non-working hours.  Likewise, any 
such solicitations should not be conducted if they cause individuals to feel uncomfortable or 
compelled to participate in the activity for which they are solicited.  
 
PROCEDURE 
 
If a supervisor or manager observes an employee or non-University vendor soliciting an 
individual for any cause in violation of this policy, he/she must report it immediately to the 
Director, Human Resources. Human Resources will investigate the circumstances and 
corrective action, if any, will be decided on by both HR and the employee’s supervisor. 
 
If an individual brings forward an issue regarding solicitation in violation of this policy to any 
supervisor/manager, the manager should discuss it with Human Resources prior to any action 
being taken. 
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INTRODUCTION 
 
Like all organizations, Northwestern Health Sciences University (the “University”) is faced with 
the risks that come from wrongdoing, misconduct, dishonesty and fraud.  The University is 
committed to taking steps to ensure that such activities are prevented and to respond to such 
activities if they occur.    
 
The impact of misconduct and dishonesty may include: 
 

·  the actual financial loss incurred 
·  damage to the reputation of the university and it’s employees 
·  negative publicity 
·  the cost of investigation 
·  loss of employees 
·  loss of customers, including students and patients 
·  damaged relationships with contractors and suppliers 
·  litigation 
·  damaged employee morale 
·  fines, penalties and imprisonment 
·  loss of participation in federal or state health care programs 
·  loss of charitable contributions 

 
The University’s goal is to establish and maintain a business environment of fairness, ethics, 
honesty and commitment to regulatory compliance for employees, customers, students, 
patients, suppliers and anyone else with whom the University has a relationship. To maintain 
such an environment requires the active assistance of every employee, manager and every 
other person with whom the University has a relationship.   
 
The University is committed to the promotion of an organizational culture that encourages ethical 
behavior and commitment to compliance with all laws, and to the deterrence, detection and 
correction of misconduct and dishonesty. The discovery, reporting and documentation of 
questionable or improper activities provides a sound foundation for the protection of innocent 
parties, the taking of disciplinary action against offenders up to and including dismissal where 
appropriate, the referral to law enforcement or other government agencies when warranted by 
the facts, and the recovery of assets. 
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PURPOSE (continued) 
 
The purpose of this policy is to promote activities which are in compliance with all laws and 
regulations, to define misconduct and dishonesty and other improper activities at the University, 
and to define University activities and responsibilities regarding the deterrence and investigation 
of improper activities by employees and others, and to provide specific instructions regarding 
appropriate action in case of suspected violation.  
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position, volunteers, students, 
agents, vendors, directors and officers of the University. 
 
POLICY 
 
It is the policy of the University to comply with all laws and regulations affecting the University 
and to identify and promptly investigate any possibility of improper activities by or against the 
University and, when appropriate, to pursue legal remedies available under the law. 
 
The University will take any disciplinary and/or legal action which it deems appropriate against 
employees, volunteers, students and/or entities who engage in Misconduct and Dishonesty, 
which may include the possibility of termination of employment, expulsion from University 
programs, restitution, and forwarding information to the appropriate authorities for further action. 
 
It is the policy of the University to provide guidance to employees, management and other 
persons within the University on questions relating to compliance with applicable laws. 
 
If improper activities result in the University receiving monies from payors to which it is not 
entitled, it is the policy of the University to repay promptly any overpayments.  
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POLICY (continued)  
 
DEFINITIONS 
 
Definition of Misconduct and Dishonesty  
 
1.  Misconduct and Dishonesty:  activities include but are not limited to: 
 

·  misappropriation of funds, securities, supplies, inventory or any other asset, including 
assets of the company, our customers, suppliers or others with whom we have a 
business relationship 

·  theft, disappearance, or unauthorized destruction of any asset 
·  misstatements and other irregularities in company records, including the intentional 

misstatement of the results of operations 
·  misrepresentation of information on documents 
·  improprieties in the handling or reporting of money transactions 
·  forgery or alteration of documents (including checks, time sheets, contractor 

agreements, purchase orders, promissory notes, electronic files, financial 
documents, or any other document) 

·  authorizing or receiving payment for goods not received or services not performed, 
including submitting claims for services not rendered or not rendered to the extent 
reflected on the claim 

·  authorizing or receiving payments for hours not worked 
·  any apparent violation of Federal, State or local laws related to dishonest activities or 

fraud  
·  any similar or related activity. 

 
2.  Employee:  For this policy, the word employee refers to any faculty member, staff member or 
student who receives compensation, either full or part-time, from the University.  The term also 
includes any volunteer who provides service to the university through an official arrangement 
with the University or a University organization. 
 
3.  Management:  For this policy, the word management refers to any administrator, manager, 
account holder, director, supervisor, or other individual of the University who manages or 
supervises funds or other resources, including human resources. 
 
4.  Improper activities:  Misconduct and dishonesty, fraud, and any other activity, whether 
intentional or negligent, which is not in full compliance with applicable laws and regulations. 
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PROCEDURE (continued) 
 
General Reporting Procedure  
 
It is the responsibility of every employee, supervisor, manager and administrator to immediately 
report suspected improper activity to the Director of Human Resources or the Vice President, 
Administrative Services.  Suspected improper activity may be reported anonymously by 
completing an Improper Activity Report available on the Human Resources web site and 
submitting the report to either of the individuals listed above or by contacting the University 
reporting hot line at 952-886-7585.   The identity of anonymous reporters will, to the extent 
possible, remain confidential.  However, an anonymous reporter’s identity may need to be 
disclosed under some circumstances.  For example, the reporter’s identity may need to be 
disclosed to conduct a full investigation or to report the problem to persons outside the 
University. 
 
Responsibilities  
 
When an improper activity is detected or suspected, employees should contact the Director of 
Human Resources or the Vice President for Administrative Services.  If the situation warrants 
immediate action – for example, obvious theft has taken place, security is at risk, or immediate 
recovery is possible – campus security should be contacted immediately. 
 
Due to the important yet sensitive nature of the suspected violations, effective follow up is 
critical.   Managers and employees, while appropriately concerned about such issues, should 
not in any circumstance perform any investigative or other follow up steps on their own. Great 
care must be taken in dealing with suspected dishonest or fraudulent activities to avoid any 
incorrect accusations, alerting suspected individuals that an investigation is underway, treating 
employees unfairly, making statements that could lead to claims of false accusations or other 
offenses.  All relevant matters, including suspected but unproved matters, should be referred 
immediately to the Director of Human Resources or Vice President for Administrative Services. 
 
Additional Supervisory Responsibilities  
 
Employees with supervisory and review responsibilities at any level have additional deterrence 
and detection duties as follows:   
 

Supervisors and managers must become aware of what can go wrong in their area of 
responsibility.   

Supervisors and managers must put into place and maintain monitoring, review and 
control procedures which will prevent acts of wrongdoing. 
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PROCEDURE (continued) 
 
  

Supervisors and managers must put into place and maintain monitoring, review and 
control procedures which will detect acts of wrongdoing promptly should prevention 
efforts fail. 

Supervisors and managers will act as resources to assist individuals who may have 
questions about compliance with applicable laws by directing individuals to the 
appropriate person within the University that will have or will be able to get the answer. 

Authority to carry out these four additional responsibilities is often delegated to subordinates.  
However, accountability for their effectiveness cannot be delegated and will remain with 
supervisors and managers. 
 
Assistance in effectively carrying out these responsibilities is available through the Vice 
President for Administrative Services.   
 
Responsibility and Authority for Follow Up and Inve stigation  
 
The Director of Human Resources and Vice President for Administrative Services will form the 
investigative team and will have the primary responsibility for all investigations.  If either of these 
individuals may be a party to the misconduct, the investigative team will consist of the remaining 
individual and the University President.  The team may request the assistance of the 
University’s external auditing firm or legal counsel. 

Properly designated members of the investigative team will have: 
 

·  free and unrestricted access to all University records and premises, whether owned 
or rented 

·  the authority to examine, copy and/or remove all or any portion of the contents of 
files, desks, cabinets, and other storage facilities (whether in electronic or other form) 
without the prior knowledge or consent of any individual who might use or have 
custody of any such items or facilities when it is within the scope of investigative or 
related follow up procedures. 

 
All investigations of alleged wrongdoing will be conducted in accordance with applicable laws 
and university procedures.  



 - 110 - 

 
Northwestern Health Sciences University  

  
Policy: Suspected Dishonesty and 
Misconduct 

Effective Date: January 2005    

  
Page:   6 of  6 Revision:           New              
  
 
PROCEDURE (continued) 
 

Investigation Procedures  

Employees and others must immediately report all factual details as indicated above under 
Policy. 

A team consisting of the Director of Human Resources and the Vice President for Administrative 
Services has the responsibility for follow up and investigation of all reported incidents. 

All records related to the reported incident will be retained in the Human Resource Department. 

Employees and managers will not communicate with the suspected individuals about the matter 
under investigation, unless such communication is authorized by the investigative team. 

The investigative team may also obtain the advice of legal counsel at any time throughout the 
course of an investigation or other follow up activity on any matter related to the report, 
investigation steps, proposed disciplinary action or any anticipated litigation. 

Neither the existence nor the results of investigations or other follow up activity will be disclosed 
or discussed with anyone other than those persons who have a legitimate need to know in order 
to perform their duties and responsibilities effectively. 

All inquiries from an attorney or any other contacts from outside of the company, including those 
from law enforcement agencies or from the employee under investigation, should be referred 
through the investigative team to legal counsel. 

Investigative or other follow up activity will be carried out without regard to the suspected 
individual’s position, level, or relationship with the University.  
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PURPOSE 
 
The purpose of this policy is to define the procedures for supervisors and managers when an 
individual’s employment terminates. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position or employment 
classification. 
 
POLICY 
 
As previously stated, Northwestern Health Sciences University is an at-will employer. This 
means either the employee or the University has the right to terminate the employment 
relationship at any time, with or without notice, and for any reason not prohibited by law.  If an 
employee elects to leave NWHSU, he/she should put hi/her intent in writing. If possible, the 
University would appreciate a two (2) week notice so they can begin the process to adequately 
fill the position. All terminations are effective on the last day the employee actually worked. PTO 
cannot be used in lieu of notice of resignation. Terminating employees will receive an exit 
interview in the mail by Human Resources.  
 
Employees must return any and all University property and/or materials, information, etc. no 
later than their last day worked.  (See University Property section) 
 
Employees will receive any earned, but unused, PTO hours in addition to hours worked. (Refer 
to Paid Time Off section).   
 
PROCEDURE 
 
If an employee expresses their desire to leave NWHSU, a supervisor cannot require a two-week 
notice. They can, however, inform the employee that NWHSU would appreciate a two-week 
notice.  
 
Likewise, if an employee informs the supervisor of their intention to quit and there were issues 
with the employee (job performance, etc.), the supervisor should have a meeting with the 
Director, Human Resources to determine if the employee should be excused from work prior to 
their planned last day worked. If this should occur, the employee will be paid through his/her last 
day of actual work – not the date initially expressed by the employee. 
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PROCEDURE (continued)  
 
Human Resources will notify the supervisor of any and all University property assigned to the 
employee during his/her employment.  The supervisor is responsible for collecting this property 
prior to the employee’s last day worked.  If the employee has lost or damaged certain property, 
the supervisor should discuss with the Director, Human Resources to determine if the employee 
is expected to pay for such damage or loss. 
 
Human Resources will determine the amount of remaining PTO and notify the Payroll Office. 
This remaining PTO will be included on the employee’s last paycheck. 
 
If an employee was terminated on an involuntary basis, the supervisor/manager must 
immediately collect all University property that was assigned to the employee. The Director, 
Human Resources will work with the supervisor and the Payroll Office to determine the 
individual’s final paycheck, including any remaining, earned PTO hours. 
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PURPOSE 
 
The purpose of this policy is to protect all property and equipment of the University. 
 
SCOPE 
 
The scope of this policy applies to all employees, regardless of position or employment 
classification. 
 
POLICY 
 
Some employees will be provided with various property and equipment of the University that 
they need to perform their job, including University computers, software, cellular telephones, 
keys, card keys, credit cards, radio phones, etc.  Employees are responsible for using such 
property and equipment for its intended business purposes. If any such property appears to be 
damaged, defective or in need of repair, employees are to promptly report this to their 
supervisor.  The improper, careless, negligent, destructive or unsafe use of University property 
can result in 1) the employee’s need to personally replace the property or 2) disciplinary action, 
up to and including termination of employment. 
 
Upon termination of employment, employees will be required to account for and surrender all 
University property and equipment he/she has been provided. Failure to do so would result in 
the University taking legal action to obtain the return of its property. 
 
PROCEDURE 
 
If an employee notifies a supervisor of any University property that becomes damaged, 
defective or in need of repair, he/she must discuss it with the proper manager or department as 
soon as possible. If the cause of this problem is determined to be due to an employee according 
to this policy, the supervisor must take appropriate corrective action.  This course of action must 
first be discussed with the Director, Human Resources and well-documented for the employee’s 
personnel file. 
 
If an individual’s employment terminates, the supervisor must collect all University property from 
the employee prior to his/her last day worked. (See Termination of Employment policy) 
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PURPOSE 
 
The purpose of this policy is to outline the responsibilities of employees when driving on 
University business. 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of employment classification. 
 
POLICY 
 
All NWHSU employees authorized to operate University vehicles are expected to use and 
maintain the vehicles in a conservative, non-wasteful manner. Regular inspections for oil 
consumption, water and other fluids are the responsibility of the driver. If any vehicle is to be 
repaired, it is a requirement to seek the immediate supervisor’s approval before commencing 
repairs. Vehicles are expected to be kept clean and orderly. 
 
When driving University vehicles, employees are expected to drive in a careful, courteous 
manner and must obey applicable laws such as observing speed limits and using seat belts and 
shoulder harnesses. A clean driving record is expected and will be verified prior to receiving 
permission to drive a University vehicle and annually thereafter. Traffic violations must be 
reported immediately to the employee’s supervisor. Traffic or parking violations incurred while 
driving NWHSU vehicles or while driving a personal vehicle on University business are the 
responsibility of the employee.  
 
No University vehicle may be operated unless the supervisor approves such operation. If an 
accident takes place, insurance, accident & registration forms are located in the glove box.  The 
preliminary accident reporting form should be completed at the accident site and the immediate 
supervisor or another member of management notified. All accidents must be reported 
immediately.    
 
PROCEDURE 
 
If an employee reports a University vehicle in need of repair to a supervisor, the supervisor must 
schedule the repair as soon as possible. 
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PROCEDURE (continued) 
 
Human Resources will be responsible for conducting an annual check on the driving records of 
those employees who must drive on University business. If an employee’s driving record does 
not meet the guidelines established by the University, he/she will be notified by Human 
Resources that they are no longer eligible to drive on University business. If a supervisor is 
notified of an accident or a traffic violation by one of his/her employees, he/she must report it to 
Human Resources as soon as possible. (See Driving Record policy)
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PURPOSE   
 
The purpose of this policy is to maintain a safe workplace free from weapons. 
 
SCOPE 
 
The scope of this policy applies to all employees regardless of position or employment 
classification, non-employees, students, patients/clients, vendors or other members of the 
University’s community. 
 
POLICY 
 
In order to ensure a safe environment for employees and customers, NWHSU prohibits 
the wearing, transporting, storage, or presence of firearms or other dangerous weapons in our 
campus buildings or on our property. Any employee in possession of a firearm or other weapon 
while on our facilities/property or while otherwise fulfilling job responsibilities may face 
disciplinary action including termination. A client or visitor who violates this policy may be 
removed from the property and reported to police authorities. Possession of a valid concealed 
weapons permit authorized by the State of Minnesota is not an exemption under this policy. 
 
Definition 
Firearms or other dangerous weapons mean: 
• any device from which a projectile may be fired by an explosive 
• any simulated firearm operated by gas or compressed air 
• sling shot 
• metal knuckles 
• any spring blade knife 
• any fixed blade knife with a blade length of four inches or more 
• any instrument that can be used as a club and poses a reasonable risk of injury 
 
Exemptions 
This policy does not apply to: 
• any law enforcement personnel engaged in official duties 
• any security personnel engaged in official duties 
• any person engaged in military activities sponsored by the federal or state government, while 
engaged in official duties. 



 - 117 - 

 
Northwestern Health Sciences University  

  
Policy:   Weapons  Effective Date:   January 2005  
  
Page:    2 of 2 Revision:             New            
  
 
 
PROCEDURE (continued)  
 
Violation of this policy will result in disciplinary action and sanctions up to and including 
expulsion in the case of students, or termination of employment in the case of faculty and staff. 
 
Staff or security personnel will request any visitor found in possession of a firearm or other 
dangerous weapon to remove it from the facility and local law enforcement authorities will be 
notified promptly. 
 
Any employee concerned about personal safety may request an escort (e.g., to a parking lot off 
premises) or other appropriate intervention by security personnel. 
 
 
 
 
 



 - 118 - 

SUPERVISOR/MANAGER ACKNOWLEDGEMENT  
 
I hereby acknowledge that I have received a copy of Northwestern Health Science University’s 
(“NWHSU”) Policy & Procedures Manual.  I understand that it replaces and supersedes any 
previous policies, manuals or communications, whether written or oral. I further understand that 
all contents in this Policy & Procedure Manual are subject to change in accordance with 
applicable laws and that supervisors and managers will be advised of any changes.  The 
University retains sole discretion to add, delete, or change anything contained in this Manual 
except employment-at-will. 
 
  
I understand it is my responsibility to read and understand the contents of this Policy & 
Procedure Manual. If I do not understand any provision of the Manual, I shall contact the 
Director of Human Resources for clarification. 
 
 
Employee Signature             
   
 
Print Name        Date     
 
 
All Supervisors and Managers will be required to ac knowledge receipt of the Policy & 
Procedure Manual by signing this acknowledgement.  

- - - - 
 

This copy is to remain in the Manual 
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I hereby acknowledge that I have received a copy of Northwestern Health Science University’s 
(“NWHSU”) Policy & Procedures Manual.  I understand that it replaces and supersedes any 
previous policies, manuals or communications, whether written or oral. I further understand that 
all contents in this Policy & Procedure Manual are subject to change in accordance with 
applicable laws and that supervisors and managers will be advised of any changes.  The 
University retains sole discretion to add, delete, or change anything contained in this Manual 
except employment-at-will. 
 
I understand it is my responsibility to read and understand the contents of this Policy & 
Procedure Manual. If I do not understand any provision of the Manual, I shall contact the 
Director of Human Resources for clarification. 
 
 
Employee Signature             
   
 
Print Name        Date     
 
 
All Supervisors and Managers will be required to ac knowledge receipt of the Policy & 
Procedure Manual by signing this acknowledgement.  

- - - - 
 

This copy is to be signed and placed in the Supervi sor/Manager’s personnel file 
 

 
 


