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Please Note 
 
Our Handbook describes our present policies, procedures, and benefits. Campus Dining reserves the sole 
right to change any part of this Handbook at any time as business circumstances dictate. This version of 
the Handbook supersedes any previous Handbook editions or unwritten policy, but it is not meant to be 
all-inclusive. 
 
This handbook is not intended to serve as a contract of employment, a guarantee of continued 
employment, or to create enforceable rights on the part of staff. Campus Dining retains the right to release 
you from employment at any time for any reason, just as you retain the right as an at will staff member to 
leave Campus Dining at any time. 
 
We reserve the right to make changes to the policies, procedures and other statements made in this Staff 
Handbook as needed at our sole discretion. Business conditions, federal and state law, and organizational 
needs are constantly changing and may require that sections of the Handbook be rewritten. This is 
necessary to successfully provide the appropriate employment relationship and to obtain the goals of the 
University. 
 
We encourage you to follow the chain of command by informing your immediate supervisor of any problems 
or concerns. We believe problems are resolved most effectively and efficiently this way. However, you may 
still discuss any concerns with any manager of Campus Dining, including the Senior Leadership Team and 
the Human Resources Consultant. This is particularly the case when you are uncomfortable discussing 
the issues with your immediate supervisor or unit manager 
 
. 
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About 
 

 
Welcome to Notre Dame! 
 
Welcome to the University of Notre Dame! We are delighted that you have brought your talents to Notre 
Dame, to contribute to our unique mission of building the world’s leading Catholic university. The essentials 
of our mission are the transmission of knowledge through teaching and mentoring, the discovery of 
knowledge through research and scholarship, and the integral formation of our students-intellects, hearts 
and souls. We offer an education that is rooted in faith and that aims to inspire our students to scholarship, 
to service, and to leadership. 
 
The concept of community is fundamental to a Notre Dame education; the campus community embraces 
staff, faculty and students, as well as alumni, parents, benefactors, and visitors. Whatever your 
responsibilities, your efforts make an important contribution to the overall quality of life within the Notre 
Dame community. Your work matters here, and so do you. 
 
This collection of policies contains important information concerning your employment at Notre Dame. We 
ask that you familiarize yourself with these policies. If you have any questions concerning University 
policies, benefits, or any other aspect of your employment, please speak to your supervisor or contact the 
Office of Human Resources. 
 
Our hope for you as a Notre Dame employee is that you will find your work challenging and rewarding and 
that you will feel fully integrated into the University’s mission. Finally, we pray that you will experience both 
professional and personal growth as a member of this community. 
 
Again, welcome! 
Notre Dame 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/welcome-message/ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/welcome-message/


 

 5 

Notre Dame History 
 
Rev. Edward F. Sorin, a missionary priest of the Congregation of Holy Cross, established the University of 
Notre Dame du Lac in 1842. Fr. Sorin arrived in America from his native France accompanied by seven 
religious Brothers from France and Ireland. In choosing the name “Notre Dame”, French for “Our Lady” — 
Mary, the Mother of God — Father Sorin defined the mission of his university as follows: To be a community 
of teacher-scholars in service not only to the natural truths of the arts and sciences but also to the 
transcendent truth of faith. This University, Sorin predicted, would become “a powerful force for good” — 
and so it strives to be, even now, more than 160 years after its founding. 
 
Faithful to its mission, Notre Dame is actively and unabashedly Catholic — in its proclamation of faith, its 
culture and traditions, and its concept of community. Indeed, this emphasis on community explains why 
Notre Dame has historically fostered a sense of family in its institutional life. Also historically, this Catholic 
community of learning has welcomed those of all beliefs and outlooks to contribute their energy and talents 
to the pursuit of its mission. What the University asks of all employees is recognition of and respect for its 
Catholic mission and the willingness to work in a manner consistent with this mission. 
 
Education is the work of the University, and all employees, whatever their specific role, contribute to the 
learning environment. As an institution committed to the education of the whole person, the University also 
hopes to foster personal as well as occupational growth for its employees. The beauty of the campus, the 
community emphasis on development of spirit, mind and body, and the specific educational, health and 
recreational opportunities available to employees make the University a highly desirable work environment. 
Each employee plays an important role in contributing to Notre Dame’s distinction as a center of faith and 
learning by their own commitment to excellence in the daily conduct of their work. 
 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/about-notre-dame/ 
  

http://hr.nd.edu/nd-faculty-staff/forms-policies/about-notre-dame/
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Notre Dame – Mission, Vision and Values 
 
The University of Notre Dame is a Catholic academic community of higher learning that traces its origins 
to the Congregation of Holy Cross. The University has become a highly respected center of learning 
dedicated to the threefold goal of contemporary higher education — teaching, research, and service. Our 
faculty and staff apply their individual talents to our mission, advancing our collective vision while 
demonstrating the core values of the University in everything they do. 
 
Our Mission 

• To transmit knowledge through teaching and mentoring, 
• To foster the discovery of knowledge through research and scholarship and, above all, 
• To support the holistic formation of our students — intellects, hearts and souls. 

 
Our Goals 
In an effort to achieve our aspiration of becoming a preeminent research university with a distinctive 
Catholic mission and an unsurpassed undergraduate education, the University of Notre Dame strives to 
meet five primary institutional goals: 

1. Ensure that our Catholic character informs all our endeavors 

2. Offer an unsurpassed undergraduate education that nurtures the formation of mind, body, and 
spirit 

3. Advance human understanding through scholarship, research, and post-baccalaureate programs 
that seek to heal, unify, and enlighten 

4. Foster the University’s mission through superb stewardship of its human, physical, and financial 
resources 

5. Engage in external collaborations that extend and deepen Notre Dame’s impact 

 
Our Values 
How an organization strives for and accomplishes its goals is just as important as what an organization 
achieves. At Notre Dame, we embrace five core values, as outlined below. 

• Accountability – Takes responsibility and ownership for decisions, actions and results. Accountable 
for both how and what is accomplished. 

• Teamwork – Works cooperatively as a member of a team and is committed to the overall team 
objectives rather than own interests. 

• Integrity – Demonstrates honest and ethical behavior that displays a high moral standard. Widely 
trusted, respectful and honorable. 

• Leadership in Excellence – Demonstrates energy and commitment to improving results, takes 
initiatives often involving calculated risks while considering the common good. 

• Leadership in Mission – Understands, accepts, and supports the Catholic mission of the University 
and fosters values consistent with that mission. 

 
 
http://hr.nd.edu/why-nd/university-goals-values/ 
 
 
 
 
 

 
 
 
 
 

http://hr.nd.edu/why-nd/university-goals-values/
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Campus Dining – Who We Are 
 
 
We are Campus Dining at the University of Notre Dame, and we do more—so much more—than simply 
feed campus. We fuel the world-class teaching and research, scholarship, service and community for 
which Our Lady’s University is renowned. And we do more than fill the empty stomachs of students, faculty, 
staff and visitors. We help to fulfill the University’s mission by nourishing healthy minds, active bodies, and 
inspired spirits. 
  
 
Like the University we serve, we aspire to be a force for good in the world; we’ll start by becoming one of 
the nation’s leading campus dining operations. We’ll do this by offering an uncompromising commitment 
to culinary excellence, best-in-class service and unique dining and hospitality experiences while providing 
healthy, delicious, and responsibly-sourced food that's tailored to the needs of every diet. 
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General Employment Information 
 
 

At-Will Employment 
 

Employment at Campus Dining is strictly At-Will, which means that staff are free to leave at any time and 
that any staff member can be terminated at any time with or without notice and with or without stated cause 
or reason, except as prohibited by law. No person has the authority to grant a staff member any contractual 
rights of employment or enter into a binding agreement with the staff member regarding his or her 
employment, whether oral or written. No course of conduct or action by any person may be interpreted as 
creating any type of employment contract between Campus Dining and any staff member, or modifying 
the at will nature of a staff member’s employment with Campus Dining. 
 
The policies and procedures contained in this Handbook are guidelines to employment, but do not create 
contractual rights or obligations and are subject to all employment remaining at-will. 
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Equal Opportunity and Affirmative Action  
 
The University is committed to the fair and equitable treatment of all employees, as demonstrated by the 
University’s Equal Employment Opportunity and Affirmative Action Policy. 
 
To foster a working environment that is fair, humane, and respectful, the University has established the 
following standards. 
The University commits to: 
 

• Employing individuals on the basis of operational needs and qualifications, as well as offering 
promotional opportunities, compensation, and benefits with the assurance of equal opportunity and 
fair treatment regardless of race, color, sex, age, national origin, disability, or veteran status. 
 

• Offering work conditions, wages, and benefits that are competitive with those offered by 
comparable employers. 
 

• Complying with all applicable laws 
 

• Encouraging open and direct dialogue between employees and supervisors to foster an 
environment of cooperation in the resolution of employee concerns. 

 
Equal opportunity in employment is governed by a variety of federal laws. The major applicable federal 
laws are Title VII of the Civil Rights Act of 1964, the Americans with Disabilities Act, Rehabilitation Act, 
Age Discrimination in Employment Act, Equal Pay Act, and VEVRAA. Collectively, these laws prohibit 
discrimination in all terms and conditions of employment - including hiring, compensation, training, 
promotion, and termination - based on race/ethnicity, color, national origin, sex, disability, veteran's status, 
and age. The majority of these laws are enforced by the federal Equal Employment Opportunity 
Commission, frequently known as the EEOC. 
 
In addition to those mentioned above, equal opportunity in higher education is also governed by Titles VI 
and IX.  Like their employment law counterparts, these laws collectively prohibit discrimination in 
educational programs or activities based on race, national origin, and sex. These laws are enforced by a 
division of the Department of Education known as the Office for Civil Rights (OCR). 
 
Affirmative action in employment applies to federal contractors such as the University of Notre Dame and 
is governed by Executive Order 11246. Essentially, EO 11246 prohibits discrimination by contractors 
based on race, sex, color, and national origin, and requires federal contractors to prepare annual 
Affirmative Action Programs (AAPs). These AAPs include multiple statistical analyses regarding 
employees and employment practices. EO 11246 is enforced by a division of the Department of Labor 
known as the Office of Federal Contractor Compliance Programs (OFCCP). At Notre Dame, the Office of 
Institutional Equity prepares annual AAPs for faculty, staff, and individuals with disabilities & veterans. 
 
Contrary to popular public belief, "affirmative action" does not require any employer or educational 
institution to hire or admit any certain individuals. "Quotas" in any form are not allowed under federal law. 
Rather, the concept of affirmative action in employment is for employers to rid themselves of obstacles 
that might prohibit minorities and women from receiving fair treatment and to produce applicant pools of 
diverse and qualified individuals from which to select employees. The concept of affirmative action in 
educational admissions essentially allows educational institutions to consider race as one factor in making 
an individualized consideration of applications. 
 
At the University of Notre Dame, we are guided both by the letter and spirit of the laws described above, 
as well by the understanding of the value of diversity to this Catholic community. 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/positive-work-environment/ 
http://www3.nd.edu/~equity/equal_opportunity/  

http://hr.nd.edu/nd-faculty-staff/forms-policies/positive-work-environment/
http://www3.nd.edu/~equity/equal_opportunity/
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Employment Categories 
 
At Campus Dining there are a variety of employment categories which are defined as: 
 
Full-time employment is defined as working an average of at least 30 hours per week in total at the 
University. 

 Staff members with a primary position that average at least 30 hours worked per week are 
considered full-time staff 

 Full-time staff may hold more than one position at a time with the University provided it is 
preapproved by the Office of Human Resources 

 

Part-time employment is defined as working an average of less than 30 hours per week in total at the 
University. 

 Part-time positions must be hourly non-exempt positions 

 All additional positions require preapproval from the Office of Human Resources 

 

Temporary employment is defined as recording less than 900 hours paid in the first year of 
employment and then in any fiscal year thereafter. 

The positions are needed for various reasons such as interim vacancies, staff absences, short term 
support and/or sporadic and non-recurring assignments. 

 Temporary positions are not considered regular or limited term positions of the University 

 Temporary positions must be hourly non-exempt positions 

 A work week is defined as 12:01 am on Saturday through 12:00 midnight on Friday 

 Temporary staff may accept, if offered, another type of position at the University that is either a 
limited term or regular position  

 

Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 

https://hr.nd.edu/nd-faculty-staff/forms-policies/staff-compensation-policy/  

 

Campus Dining Addendum 
 

All Temporary positions in Campus Dining are considered part of the Notre Dame Temp Services 
(NDTS) office. 

 

 
 
 
 
 

https://hr.nd.edu/nd-faculty-staff/forms-policies/staff-compensation-policy/
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Employment Authorization 
 

Policy 

The University is committed to employing only U.S. citizens and non-citizens authorized to work in the 
United States in compliance with the Immigration Reform and Control Act of 1986. Federal law requires 
employers to verify the identity and employment authorization of all newly hired (or rehired) employees by 
ensuring each employee’s completion of Form I-9, Employment Eligibility Verification, within three business 
days of the start date of employment (for faculty, within three business days of the contract start date). 

Procedures 

Verification is a two-step process: 

 Step 1. Using a secure link that will be provided via email immediately upon hire, the newly hired 
(or rehired) employee will log into the secure site to complete Section One of online Form I-9 on or 
prior to the start date of employment.  

 

  Step 2. To verify Section Two of Form I-9, the newly hired (or rehired) employee must present 
original, unexpired documentation to verify identity and employment authorization to the Office of 
Human Resources located in 200 Grace Hall. This step must be completed within three business 
days of the start date of employment. 

 

Who Must Comply 

 All newly hired (or rehired) employees. 

 

Time Frame 

 All employees must complete section One of Form I-9 on or before the first day of employment and 
provide the required original documents (or receipt showing application has been made for a 
replacement document) no later than the third business day following the start date of employment. 

 

 If a receipt for replacement documents is presented, actual documents must be provided within 90 
days of an employee’s start date of employment. 

 

Suspension Period for Non-Student Employees 

Non-student employees who do not complete and verify Form I-9 within three business days of the start 
date of employment will be prohibited from continuing employment until the verification requirements are 
completed. These employees will be suspended from employment for a period of 14 days; employees who 
complete the requirements within the suspension period will be immediately eligible to return to active 
employment. Employees who do not complete eligibility verification requirements within the suspension 
period will be terminated. 

In the event of an employee’s suspension and/or termination, notification will be sent to the appropriate 
supervisor, dean, department head, and/or business manager. Business managers may also access the 
I-9 Status Report through People EZ to check the status of an employee’s Form I-9. 
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Student Employees 

Positions submitted through the Student Jobs Portal will not be approved until the student has completed 
and verified their Form I-9 with the Office of Human Resources. If Form I-9 is incomplete for a newly 
submitted student job, the employee and originator will receive an automatic email notification which 
outlines the process to complete Form I-9 along with the completion deadline. If that deadline is not met, 
the position will be returned to the Student Jobs originator. 

 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/immigration-and-employment-issues/ 
 
 
 
 
 
 
  

http://hr.nd.edu/nd-faculty-staff/forms-policies/immigration-and-employment-issues/
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Equal Treatment 
 
In keeping with our Vision, Mission and Values statement of creating a positive and respectful workplace 
for all, please use the following procedure when voicing questions or expressing concerns related to your 
work environment: 
 

 Discuss an issue with your immediate supervisor or unit manager. In most instances, you and your 
supervisor should be able to resolve the issue. 
 

 If you feel the issue is not resolved, or if the issue is something you feel you cannot discuss with 
your supervisor directly, contact your next level supervisor and then the Campus Dining Human 
Resources Consultant for assistance or coaching.   

 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
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University Human Resources Policies and Procedures 
 
 
Attendance and Punctuality  
 
To ensure prompt excellent service to our customers and to maintain a safe and productive work 
environment that is respectful of all staff members, Campus Dining expects employees to be reliable and 
punctual in reporting for scheduled work.  
 
University Policy 
 
Regular, reliable and prompt attendance is essential for the functioning of the University and supports our 
University values. Poor attendance makes it difficult for the University to function effectively. Additionally, 
employees who do not maintain regular, reliable and prompt attendance place a hardship on other 
employees who must cover their absence. While some allowances may be made for situations beyond the 
control of the employee, chronic or excessive absenteeism will be cause for corrective action, up to and 
including termination. 
 
Non-exempt staff will not receive disciplinary action for any incidental days allotted each year, provided 
that the incidental days are used for their intended purpose. However, supervisors must ensure the 
effective operations of the organization. Below are two examples of attendance issues that create service 
interruptions or place hardship on other employees. 
 
1. Chronic Absenteeism 
Chronic absenteeism occurs when there is a repeated or regular pattern of absenteeism. For example, 
this may include such situations as calling in sick or being tardy primarily on Mondays or Fridays or before 
or after holidays and major events. 
 
2. Excessive Absenteeism 
Excessive absenteeism occurs when the staff member has missed work or is late to work to the extent that 
it a) exceeds the standards set by the department, and/or b) results in or contributes to the employee’s 
failure to perform his/her duties in a satisfactory manner. 
 
In either instance, the supervisor will provide a warning to the employee through a documented 
conversation with the employee in order to improve the attendance concerns and put the employee on 
notice that additional absences will result in corrective action. If the attendance does not improve, 
corrective action will be taken. The supervisor should notify his/her HR Consultant to determine when and 
to what extent corrective action should be taken, up to and including possible termination. 
 
Corrective Action will be applied in accordance with the appropriate policy for exempt and non-exempt 
staff. 
 
Notification of Supervisor 
When an employee cannot avoid being late to work or is unable to work as scheduled, you are expected 
to notify your supervisor as soon as possible in advance of the anticipated tardiness or absence. 
Departments may establish specific call-in requirements that are based on operational needs. Failure to 
report to work or reporting late to work without contacting the department may result in corrective action, 
and failure to report to work for three (3) consecutive scheduled workdays without contacting the 
department is considered a voluntary resignation. 
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Definition of occurrence 
 

 Each tardy or leave early instance (arriving up to 2 hours late or leaving up to 2 hours early) counts 
as one half (1/2) occurrence. 
 

 Each single day or portion of a day of absence counts as one occurrence. 
 
Excessive Absence 
 
For administrators, the determination of excessive absence is made by their department in consultation 
with your HR Consultant. Consideration is given to administrator schedules which often fluctuate with 
position demands and do not afford additional pay for hours worked in excess of a 40-hour week. 
Administrators are expected to be accessible and available whether on a day-to-day basis or in special 
circumstances and should report anticipated absences to their supervisor in advance. Excessive absence 
by an administrator is addressed through the Corrective Action Procedures – Administrators which may 
result in a warning or termination of employment. 
 
For staff, six or more occurrences during a 12-month period are considered excessive and will 
subject the employee to commencement of the Corrective Action Procedures. Continued failure to 
meet attendance expectations after the initial corrective action may lead to further, progressive steps up 
to termination of employment. 
 
 
University Procedures 
 
Reporting Absences 
The reporting of variations from standard work schedules is necessary for maintaining accurate and timely 
records of paid time off and to ensure that employees are paid appropriately for work performed. Reporting 
procedures vary by group as follows: 
 
Exempt Staff 
Exempt staff should report absences to their supervisor whether for personal illness, family illness, or 
personal days. A record of exempt staff absences for personal illness, family illness, or personal days is 
maintained in individual departments. 
 
Vacation time for exempt staff is maintained within My Time Off. In cases where an exempt staff member’s 
absence is unpaid, this information is reported on a Leave of Absence Form, depending on the duration 
and specific circumstances of the situation. Guidance on the appropriate reporting method may be 
obtained from Payroll Services. 
 
Non-Exempt Staff 
Salaried: Absences and/or overtime worked for salaried non-exempt staff employees should be reported 
to the Office of Human Resources on a Weekly Report of Absences or Overtime Worked form within one 
(1) week of the absence and/or overtime. 
 
Hourly. Absences and/or overtime worked for hourly non-exempt staff employees should be reported 
through UltraTime. 
 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff (Blackout Dates portion of policy) 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/attendance/ 

http://hr.nd.edu/nd-faculty-staff/forms-policies/attendance/
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Campus Dining Addendum 
 
Blackout Dates 
 
Due to the nature of our business, there are dates throughout each calendar year which are considered 
“Blackout Dates”.  On these dates, the full staff is expected to work and Paid Time Off is not granted, 
except in the case of an emergency. A listing is included in this policy.  For the exact calendar dates, check 
with your department manager. 
 
Junior Parent Weekend – February (Thursday, Friday, Saturday, Sunday) 
Commencement Weekend – May (Thursday, Friday, Saturday, Sunday) 
Alumni Reunion Weekend – June (Thursday, Friday, Saturday, Sunday) 
First Week of School – August (Saturday before classes begin through the following Friday) 
Home Football Weekends (Thursday, Friday, Saturday) 
Last work week in December 
Day before and day after vacation or regularly scheduled day off 
 
NOTE:  Dates are subject to change based on operational needs, and some units have additional black 
out days based on business needs.  See unit specific Blackout Dates policy or your unit manager. 
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Orientation Period 
 
University Policy 
 
A newly hired employee’s first few months on the job are critical. Supervisors invest valuable time and 
effort into finding the best-qualified individual for their departmental needs. For the new hire this is a time 
of learning about the University, about the supervisor’s expectations, and about the duties of their new 
position. Training and feedback on progress and performance are crucial to a new employee’s success. 
 
The first 90 calendar days of employment for new staff employees (non-exempt) are considered the 
Orientation Period. This is intended to provide new employees the opportunity to determine whether the 
position meets their expectations and to demonstrate their ability to achieve a satisfactory level of 
performance. Either the employee or the employer may end the employment relationship at any time during 
the Orientation Period, with or without advance notice. 
 
University Procedures 
 
Orientation Performance Review 
The first 90 calendar days of employment serve as an orientation period for staff (nonexempt) employees. 
Supervisors should communicate regularly with new employees to assist in their transition and to assess 
their progress in learning the job duties. This communication sets the basis for the formal Orientation 
Review process which includes a review on or around the 45th day of the Orientation Period followed by 
another on or around the 80th day. The Orientation Review Form provides space for ratings and comments 
for both reviews and, once completed, should be forwarded to the Office of Human Resources for inclusion 
in the employee record. Information regarding the process and the form are available at: 
 
 
Applies to: 
Newly hired, regular staff 
Rehired, regular staff  
 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/orientation-period/ 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/orientation-period/
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Performance Reviews 
 
Performance reviews are a critical component of performance management and are most successful when 
managers and supervisors clearly define job performance expectations, recognize individual 
accomplishments, and identify specific areas for development. 
 
Departments are responsible for ensuring that performance reviews are completed at least once every 
twelve months for administrators and staff, since performance should be a factor in the determination of 
pay increases. The timing of reviews may vary based on departmental needs and may be influenced by 
such factors as the department size and the number of employees to be reviewed. 
 
 
Applies to: 
Regular part-time and full-time staff 
 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/performance-reviews/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/performance-reviews/
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Promotion and Transfer 
 
The University and Campus Dining believe in recognizing and retaining great staff members. Staff are 
eligible to apply for a transfer and/or promotion outside their current department if they meet the following 
qualifications: 
 

• Have been in their current position for a minimum of twelve months 
• Are a regular full-time or part-time employee (not on-call or temporary), 
• Are unrelated to an individual who directly supervises the open position  
• Have not received corrective action for a period of one year. 

 
Promotions/transfers within Campus Dining are allowed after being in a position for at least six months, or 
earlier with approval of Senior Leadership. 
 
Applies to: 
Regular part-time and full-time staff 
 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/promotion-and-transfer/ 
 
 
 

Voluntary Resignation or Transfer 
 
A 2-week written notice of resignation for staff and 4 weeks for administrators is generally expected when 
an employee voluntarily ends employment with the University or transfers to a different department within 
the University. This notice period may be modified by mutual agreement between the affected parties. 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
 
https://hr.nd.edu/nd-faculty-staff/forms-policies/employment-separations/ 
 
 
 
 

Rehire  
 
It is the policy of Campus Dining not to re-hire an individual who was discharged for cause. A former staff 
member who voluntarily left employment at Campus Dining may be considered for re-hire based on the 
review of his/her past job performance and the department’s needs, provided the staff member gave the 
required two-week notice prior to his/her resignation. 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
  

http://hr.nd.edu/nd-faculty-staff/forms-policies/promotion-and-transfer/
https://hr.nd.edu/nd-faculty-staff/forms-policies/employment-separations/
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Employment Records  
 
The Office of Human Resources is responsible for the maintenance of records pertaining to University 
employees. Personnel files are maintained for each employee containing records related to employment, 
compensation, benefits, performance reviews, corrective action, retirement, and other pertinent 
documentation. 
 
Access to Employee Files 
 
Current employees have the right to review the material contained in their personnel file. Employees 
wishing to review their file should contact their HR Consultant in the Office of Human Resources to 
schedule an appointment. 
 
Changes in Information 
 
It is an important responsibility of each employee to promptly notify the Office of Human Resources of any 
changes in personal data such as: legal name, change in marital status, personal mailing address, home 
telephone number, number and name(s) of dependents, individual(s) to contact in case of emergency, and 
any other personal information needed for income tax, benefits, or other employment purposes. This 
notification should occur within 30 days following the change. 
 
Confidentiality 
 
The University respects individual rights to privacy and, to the extent possible, preserves confidentiality of 
employment information. 
 
Departmental Employee Files 
 
Departments may choose to keep departmental employee files within the department. Current employees 
should have the opportunity to review these files. An employee wishing to do so should make an 
appointment with his/her supervisor. All information contained within the file must be work related and 
factual. 
 
Release of Information on Current/Former Employees 
 
The information contained in personnel records is used to respond to inquiries from third parties about 
former or current employees (such as credit and prospective employment references). The Office of 
Human Resources is responsible for providing responses to these types of requests and will only confirm 
dates of employment, wage rate, and positions held. Release of more specific information is at the sole 
discretion of the University and may be provided as required by law or upon receipt of a detailed written 
release signed by the employee. All such requests for information must be referred to the Office of Human 
Resources. 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/employee-file/ 
 
 
 
 
 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/employee-file/
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Corrective Action 
 
Corrective Action Steps 
The University policy of corrective action consists of four steps which are generally administered in 
progressive order. However, in some cases, the seriousness of the infraction or performance issue may 
warrant skipping one or more steps in the process. To assist supervisors in determining the appropriate 
level of corrective action in a particular situation, and to promote consistency in the application of the 
corrective action process, a chart at the end of this section [at the HR website] provides examples of 
infractions and appropriate action steps. 
 
Documented Conversation 
The supervisor will provide a warning to the employee through a documented conversation with the 
employee in order to improve the performance and/or attendance concerns and put the employee on notice 
that additional performance and/or attendance issues will result in corrective action. If performance and/or 
attendance does not improve, corrective action will be taken. The supervisor should notify his/her HR 
Consultant to determine when and to what extent corrective action should be taken, up to and including 
possible termination. 
 
First Level Warning 
The first level warning is a formal method of informing an employee of a relatively minor violation of 
University or department rules or of failure to perform job duties in an acceptable manner. Generally a first 
level warning occurs after an employee has received counseling from their supervisor related to the 
issue(s), and it is intended to encourage the employee to change the behavior. 
 
Second Level Warning 
The second level warning is used when performance and/or attendance problems persist or when action 
more severe than a first level warning is warranted. 
 
Suspension Without Pay 
A suspension without pay of three or more scheduled working days is issued when performance and/or 
attendance problems persist or when the offense is so serious that a first and/or second level warning is 
not appropriate. The supervisor should consult with an HR Consultant before an employee is suspended. 
An HR Consultant can be reached via e-mail at askHR@nd.edu or by calling 631-5900. 
 
Termination 
If all prior disciplinary actions do not resolve the situation, or if the nature of the violation is so serious that 
a first or second level warning or a suspension is not appropriate, the employee is subject to termination. 
The supervisor must consult with a HR Consultant before an employee may be terminated. An HR 
Consultant can be reached via e-mail at askHR@nd.edu or by calling 631-5900. 
 
Corrective Action Track 
Performance and/or attendance issues are addressed as a single track in the corrective action process. 
For example, an employee who has been issued a first level warning for a performance issue would receive 
a second level warning for an attendance issue that warrants corrective action. 
 
Length of Time Corrective Action Remains Active 
Corrective action is active for a period of two years. Therefore, if there is cause for further corrective action 
within two years, the next level of corrective action normally will be taken. If it is more than two years, but 
less than five years, from the last similar corrective action, the same level of corrective action generally 
should be applied. If it has been five or more years since the last corrective action, no reference should be 
made to the previous corrective action. 
 

Applies to: 
Regular part-time and full-time staff 

http://hr.nd.edu/nd-faculty-staff/forms-policies/corrective-action-staff---procedures/ 

http://hr.nd.edu/nd-faculty-staff/forms-policies/corrective-action-staff---procedures/
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Notice of Non-Discrimination 
 
The University of Notre Dame does not discriminate on the basis of race, color, national or ethnic origin, 
sex, disability, veteran status, genetic information, or age in the administration of any of its educational 
programs, admissions policies, scholarship and loan programs, athletic and other school-administered 
programs, or in employment. 
 
Notre Dame is committed to building an inclusive community and welcomes all individuals.  The Notre 
Dame Spirit of Inclusion speaks to this effort.  For additional information regarding the University’s 
prohibition of sexual and discriminatory harassment, please see the University’s Policy on Sexual and 
Discriminatory Harassment. The University has designated the Director of its Office of Institutional Equity 
to handle all inquiries regarding its Notice of Non-Discrimination. You may contact the Director by emailing 
equity@nd.edu, by calling 574-631-0444, or by writing to: 
 
Director, Office of Institutional Equity 
100 Grace Hall 
University of Notre Dame 
Notre Dame, IN 46556. 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
 
https://equity.nd.edu/equity-resources/equal-employment-opportunity/notice-of-non-
discrimination/  

https://equity.nd.edu/equity-resources/equal-employment-opportunity/notice-of-non-discrimination/
https://equity.nd.edu/equity-resources/equal-employment-opportunity/notice-of-non-discrimination/
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Sexual and Discriminatory Harassment  
 
The University of Notre Dame strives to maintain a community characterized by a respect for others. At a 
minimum, this means a community that is free from Sexual and Discriminatory Harassment. Sexual and 
Discriminatory Harassment includes, but is not limited to, sexual assault and other sexual misconduct (as 
defined [in the complete policy]). At Notre Dame, our goal is to promote respectful behavior and 
interactions. Our culture of respect means that no type of Sexual or Discriminatory Harassment is tolerated, 
and all allegations or reports of such misconduct will be investigated and addressed. This culture of respect 
is regularly conveyed to members of the University community, including through the education programs 
described in this Policy. The University is also dedicated to responding quickly and thoroughly to all 
reported or alleged violations of this Policy, and to enforcing the Non-Retaliation Policy to protect those 
who report and/or are involved in an investigation of conduct prohibited by this Policy. 
 
University Policy Statement 
 
The University of Notre Dame does not tolerate Sexual or Discriminatory Harassment (as defined in this 
Policy) by or against any member of its community, nor will it tolerate sexual or discriminatory harassing 
conduct that affects job or educational benefits or that interferes with an individual’s work or academic 
performance, or that creates an intimidating, hostile, or offensive work or educational environment. 
Individuals who engage in conduct prohibited by this Policy may be subject to disciplinary action, up to and 
including termination or dismissal. 
 
Scope of Policy 
 
This Policy applies to all faculty, staff, and students. This Policy applies to any allegation of Sexual or 
Discriminatory Harassment that is made in the context of an educational program or activity or that 
otherwise affects the University’s work or educational environment. However, the University’s investigation 
may be limited where the alleged conduct occurred outside the context of the University’s programs or 
activities, or work or educational environment. 
 
Nothing in this Policy restricts the University’s right to address and take appropriate action with respect to 
conduct that, while not meeting the definitions of conduct prohibited by this Policy, is nevertheless 
inconsistent with the University’s value of respect for others. 
 
Discriminatory Harassment 
 
Discriminatory Harassment includes offensive, unwelcome conduct or language that is based on an 
individual’s race, color, national or ethnic origin, religion, sex, sexual orientation, age, disability, veteran 
status, or genetic information, and that would create an intimidating, hostile, offensive, or demeaning 
environment for a reasonable person and that actually creates such an environment for that individual. 
 
Discriminatory Harassment may include the following types of misconduct, when such misconduct 
concerns one or more of the characteristics listed above: 
 
• Verbal abuse, slurs, derogatory comments or insults about, directed at or made in the presence of an 
individual or group. 
 
• Display or circulation of written materials or pictures that are offensive or degrading. 
 
• Damage to, trespass on or unauthorized use of property, such as spraying or scratching of a motor 
vehicle, damage or theft of property. 
 
• Physical contact, or threatening language or behavior. 
 



 

 24 

• Other conduct that interferes with an individual’s performance; limits participation in 
University activities; or otherwise creates an intimidating, hostile, or offensive University environment. 
 
Sexual Harassment 
 
Sexual Harassment as defined and prohibited in this Policy includes sexual assault, other sexual 
misconduct, and the creation of a hostile environment, as described below. 
 
Sexual assault is any sexual intercourse by any person upon another without consent (as defined in 
Section 7 below). It includes oral, anal and vaginal penetration, to any degree, with any part of the body or 
other object. It is also referred to as “non-consensual sexual intercourse.” Sexual assault is one of the most 
egregious forms of sexual harassment. Students, faculty and staff found responsible for sexual assault or 
other forms of sexual misconduct will be subject to discipline (in the case of faculty and staff) or Conduct 
Process Outcomes (as defined in du Lac, in the case of students) up to and including termination of 
employment or permanent dismissal from the University. The University believes that no person should 
bear the effects of sexual assault alone. When a sexual assault occurs, the University’s paramount concern 
is for the safety, health and well-being of those impacted. The University provides a wide range of services 
and resources to support and assist its students, faculty and staff as soon as it receives a report of an 
alleged sexual assault. To learn more about these resources, please see du Lac: A Guide to Student Life, 
the Reporting and Response Procedure for Violations of the University’s Policy on Sexual and 
Discriminatory Harassment by Faculty and Staff, or the Committee on Sexual Assault Prevention. 
 
Other Sexual Misconduct may take the form of any of the following offenses: 
 
 • Non-consensual sexual contact, which is any sexual touching with any part of the body or other object, 
by any person upon another, without consent. Sexual touching is contact of a sexual nature, however 
slight.  
 
• Domestic violence, which is defined as physical violence or the threat of physical violence committed by 
a current or former spouse of an individual, by a person with whom the individual has a child in common, 
by a person who is cohabiting or has cohabitated with the individual as if a spouse (as determined under 
applicable law), or by any other person against an adult or youth who is protected from that person’s acts 
by applicable domestic or family violence laws.  
 
• Dating violence, which is defined as physical violence or the threat of physical violence committed by a 
person who is or has been in a social relationship of a romantic or intimate nature with an individual, and 
the existence of such a relationship shall be determined based on factors such as the length and type of 
relationship, and frequency of interaction between the persons involved.  
 
• Stalking, which is knowingly or intentionally engaging in a course of conduct involving repeated or 
continuing harassment of another person that would cause a reasonable person to feel terrorized, 
frightened, intimidated, or threatened and that actually causes the individual to feel terrorized, frightened, 
intimidated, or threatened.  
 
• Other sexual misconduct offenses may also include, but are not limited to:  

 Indecent exposure  

 Sexual exhibitionism  

 Sex-based cyber-harassment Prostitution or the solicitation of a prostitute  

 Peeping or other voyeurism  

 Going beyond the boundaries of consent (e.g. recording, sharing or disseminating recordings, or 
threatening to share or disseminate recordings, of sexual activity or nudity without the consent of 
all parties involved) 
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Conduct that creates a hostile environment includes unwelcome sexual advances, requests for sexual 
favors, and other verbal, non-verbal, or physical conduct of a sexual nature when:  
 
• Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s 
employment or a student’s status in a course, program or activity;  
 
• Submission to or rejection of such conduct by an employee or student is used as the basis for employment 
or academic decisions; or  
 
• Viewed from the perspective of both the individual and a reasonable person in the same situation, the 
conduct interferes with performance, limits participation in University activities, or creates an intimidating, 
hostile, or offensive University environment. 
 
 
Examples of conduct that may create a hostile environment include:  
 
• Unwelcome sexual jokes, language, epithets, advances or propositions;  
 
• The display of sexually suggestive objects, pictures, magazines, posters or cartoons;  
 
• Comments about an individual’s body, sexual orientation, sexual prowess or sexual deficiencies;  
 
• Unwelcome physical contact of a sexual nature;  
 
• Sexually suggestive, insulting or obscene comments, gestures or conduct (such as leering or whistling);  
 
• Offering or implying an offer of an education- or employment-related reward, such as a favorable review, 
grade, assignment, promotion, or continued employment, in exchange for sexual favors; or 
 
• Taking or threatening to take an adverse education- or employment-related action, such as an 
unfavorable review, grade or assignment, because sexual conduct or advances are rejected. 
 
 
The complete Policy is found at the link below. 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
 
http://www3.nd.edu/~equity/sexual_harassment/Policy.shtml 
  

http://www3.nd.edu/~equity/sexual_harassment/Policy.shtml
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Violence In The University Community  
 
The University of Notre Dame is committed to maintaining a safe environment. The University will not 
tolerate any violence, threats of violence, or intimidation by an administrator, faculty, staff, student*, or 
visitor, including independent contractors, that impacts the University or a member of the University 
community. Prohibited behavior can include physical acts, oral or written statements made in any medium 
(e.g., face-to-face, via regular or electronic mail, or via telephone), gestures and expressions, or behaviors 
such as stalking. 
 
*Although this policy does not apply to students, the conduct prohibited in this policy is also prohibited in 
du Lac, A Guide to Student Life (see Student Life Policies.) All violent acts, threats of violence or 
intimidation by students will be addressed by the Office of Residence Life & Housing in accordance with 
du Lac. Individuals who are both students and University administrators, faculty, or staff may be subject to 
disciplinary action in accordance with du Lac and/or this policy. 
 
Violations of this policy will be treated seriously and with prompt action. Any employee or faculty member 
found in violation of this policy will be subject to disciplinary action up to and including termination of their 
relationship with the University in accordance with the Human Resource Policy Manual or the Faculty 
Handbook as appropriate. Any individual who violates this policy may be removed and barred from 
University premises. In addition, where necessary, the University may refer incidents of violence, threats 
of violence, or intimidation to the appropriate Prosecuting Attorney or other law enforcement agency. 
 
The University prohibits retaliation against or harassment of individuals who act in good faith by reporting 
real or perceived violence, a threat of violence, or intimidation. The University also prohibits individuals 
from making deliberately false or misleading reports under this policy. Individuals who make such reports 
will be subject to disciplinary action up to and including dismissal under appropriate University disciplinary 
policies. 
This policy is in addition to any existing University policies such as Discriminatory Harassment, Sexual 
Harassment, and Firearms and Other Weapons, all of which are intended to create an environment 
conducive to the educational mission of the University. Under no circumstances shall this or any other 
University policy be interpreted to prohibit the University from taking action designed to prevent imminent 
violence. 
 
Definitions (for purposes of this policy only) 
 

• Intimidation – Intimidation is an act towards another person(s) whether verbal, written or physical, 
the purpose of which is to coerce or frighten, and the result of which could reasonably cause the 
other person(s) to fear for his or her physical safety or the physical safety of others. 
 

• Threat of violence – A threat of violence is any expression of intent to use violence or otherwise to 
cause physical harm to another person(s) regardless of whether the person communicating the 
threat has the ability to carry it out and regardless of whether the threat is made on a present, 
conditional, or future basis. 
 

• Violence – Violence is any act intended to cause physical harm to another person(s). Violence 
includes the exercise of physical force against another person including, but not limited to, hitting, 
pushing, kicking, shoving, throwing of objects, or fighting. Violence may or may not involve the use 
of weapons, vehicles, substances, or other means. 
 

• Workplace – For the purpose of this policy, workplace is defined as any location where an employee 
is in the process of performing work for the University. This includes work locations such as offices, 
work sites, vehicles and field locations. 
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• Employee – An employee for the purpose of this policy is anyone who has a work relationship with 
the University, including all regular and non-regular administrators and staff. 

 
Reporting Procedures 
Emergencies – Violence, threats of violence, or intimidation that require immediate response should be 
reported as follows: 

 
• from a campus telephone – dial 911 for response by Notre Dame Security/Police or Fire 

Departments (*preferred due to response time) 
 

• from a cell phone while on campus – dial 574-631-5555 for response by Notre Dame 
Security/Police or Fire Departments 
 

• from off-campus telephone or off-campus cell phone – dial 911 for response by local community 
emergency response agencies 
 

• call boxes are located in parking lots around campus for use in case of emergency situations. Calls 
from these locations will connect directly with the Notre Dame Security/Police Department. 
 

• the Office of Human Resources or the Provost’s Office (or Office of Residence Life & Housing for 
incidents involving students) should be notified as soon as possible and as appropriate to the 
situation; generally, such notification will be provided by the Notre Dame Security Police 
Department. 

 
Non-emergencies – Non-emergency incidents should be reported as soon as possible to a HR Consultant 
from the Office of Human Resources or the Provost’s Office (or the Office of Residence Life & Housing for 
incidents involving students) as appropriate, for guidance and assistance and to ensure that proper policies 
and procedures are followed. 
 
Additional Reporting Requirements 
All administrators, faculty, and staff should report to the Notre Dame Security/Police Department any 
restraining orders that would: 
 

• effectively prohibit the presence of the restrained individual from any part of the University of Notre 
Dame’s property or the Workplace or 
 

• effectively prohibit contact by the restrained individual with any member of the University 
community. 

 
Visitors 
Visitors should report incidents of violence, threats of violence, or intimidation to the Notre Dame 
Security/Police Department. 
 
Investigations 
The University will investigate all reports of violence, threats of violence, or intimidation. Depending on the 
circumstances, the Office of Human Resources or the Provost’s Office (or the Office of Residence Life & 
Housing for incidents involving students) will generally conduct the investigation. All investigations will be 
conducted in a discreet and confidential manner to the extent that is legally possible. Victims and witnesses 
will be advised as appropriate of the outcome of the investigation and what they should expect in the future. 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 

https://hr.nd.edu/nd-faculty-staff/forms-policies/violence-in-the-university-community/ 

https://hr.nd.edu/nd-faculty-staff/forms-policies/violence-in-the-university-community/


 

 28 

Accommodations of Disabilities and Other Medical Conditions 
 
The University of Notre Dame is committed to the fair and equitable treatment of all members of the 
University community. Persons with disabilities will be provided equal employment opportunities in 
accordance with the requirements of the Americans with Disabilities Act of 1990 (ADA), the Rehabilitation 
Act of 1973 and other applicable state and federal regulations. 
 
 Title I of the ADA requires an employer to provide reasonable accommodation to qualified individuals with 
disabilities who are employees or applicants for employment, except when such accommodation would 
cause an undue hardship. The Office of Human Resources at the University of Notre Dame is committed 
to guiding employees and the departments involved through the accommodation process with great care 
and attention to the needs of all impacted by the outcome. 
 
Accommodation for Employees 
 
Requesting accommodation: 
An employee who believes he or she has a disability that requires accommodation is responsible for 
making the request. A request for accommodation may be initiated with the employee’s 
supervisor/manager, department head, Human Resources Consultant, or directly with the ADA and 
Employment Compliance Program Manager. 
 
Once such a request is initiated, the employee must complete the Reasonable Accommodation Request 
Form and forward it to: 
 
Monique Frazier, J.D. 
ADA Program Manager 
Office of Institutional Equity 
200 Grace Hall 
Email: equity@nd.edu 
Phone: 574-631-0444 
Fax: 574-631-6926 
 
Review of requested accommodation.  
Submitting the Reasonable Accommodation Request Form sets in motion a collaborative, interactive 
process between the employee, supervisor/manager, department head, Human Resources Consultant 
and the ADA and Employment Compliance Program Manager to determine whether a reasonable 
accommodation is available to assist the employee in performing the essential functions of their role. 
Submitting a request for reasonable accommodation does not guarantee an accommodation will be 
granted. The employee must provide the proper documentation regarding the disability and the request 
will be analyzed according to the guidelines set forth by the U.S. Equal Employment Opportunity 
Commission (EEOC). 
 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 

http://hr.nd.edu/ada/ 
 
 
 
  

http://hr.nd.edu/ada/
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Consensual Relationships  
 
Because of the potential for abuse or the appearance of abuse and the inherent differential in authority, 
the University prohibits any faculty member or employee of the University from engaging in a romantic 
and/or sexual relationship or in romantic and/or sexual conduct with any student currently enrolled as an 
undergraduate at Notre Dame. 
 
Furthermore, because of the potential for abuse or the appearance of abuse and the inherent differential 
in authority between graduate students and their educators, counselors, and others holding positions of 
authority over them, the University prohibits any member of the University community from engaging in a 
romantic and/or sexual relationship or in romantic and/or sexual conduct with any graduate student whom 
he or she educates, counsels, coaches, supervises or evaluates in any way. 
 
Likewise, because of the potential for abuse or the appearance of abuse and the inherent differential in 
authority, the University prohibits any member of the University community from engaging in a romantic 
and/or sexual relationship or in romantic and/or sexual conduct with any employee whom that person 
supervises or evaluates in any way. 
 
Note: "Employee" as used in this provision does not include any student employees except for those who 
teach undergraduate students. 
 
Exceptions to any of these prohibitions will be considered by the Office of the Provost or the Office of 
Human Resources on a limited, case-by-case basis. If you have any questions about the application or 
effect of this policy to an existing or potential relationship, please ask your supervisor and/or member of 
the Office of the Provost or the Office of Human Resources. 
 
In keeping with this University policy, if charges of sexual harassment are made, the existence of a 
consensual relationship in any of the contexts stated above shall not be a defense in any proceeding 
brought by the Office of Residence Life and Housing, Office of the Provost, or Office of Human Resources. 
 
Individuals who violate this provision are subject to the range of discipline listed in the sexual harassment 
policy under the appropriate "Resolution" section. 
 
This policy is intended to be an addition to existing University rules and regulations and does not alter or 
modify any existing University rule or regulation. 
 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
https://hr.nd.edu/nd-faculty-staff/forms-policies/consensual-relationships/ 
 
 
 
 
 
 
 
 
 
 
 
 

https://hr.nd.edu/nd-faculty-staff/forms-policies/consensual-relationships/
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Drug and Alcohol Abuse  
 
University Policy 
 
The University of Notre Dame prohibits the manufacture, dispensation, distribution, sale, use, possession 
of and impairment by drugs or alcohol in the workplace, and prohibits certain off-duty drug-related conduct. 
The University’s policy is based on concern for the safety and well-being of students, faculty, employees, 
and campus visitors. Because of the importance, both in human and economic terms, of drug and alcohol 
abuse, the University of Notre Dame is committed to maintaining a drug and alcohol free workplace. To 
these ends, this Drug and Alcohol Policy has been adopted. 
 
Definitions 

1. Authorized Drug: (a) Lawful over-the-counter medications (excluding alcohol) in reasonable 
amounts; and (b) other lawful medications prescribed for the employee’s use. 

2. Drug: Any (a) illegal substance, including but not limited to, narcotics, hallucinogens, cocaine, 
marijuana, and designer drugs; (b) controlled substance, including, but not limited to, 
amphetamines and barbiturates, which are used either without being prescribed by a licensed 
physician or in excess of the amount prescribed by a licensed physician; © lawful over-the-counter 
medication; and (d) lawful prescription medication. 

3. Illegal Drug: Any (a) illegal substance, including, but not limited to, narcotics, hallucinogens, 
cocaine, marijuana, and designer drugs; and (b) controlled substance, including but not limited to, 
amphetamines and barbiturates, which are used either without being prescribed by a licensed 
physician or in excess of the amount prescribed by a licensed physician. 

4. Impaired: To be under the influence of a drug or alcohol such that the employee’s motor senses 
(e.g., sight, hearing, balance, reaction, reflex) or judgment either are, or may reasonably be 
presumed to be, affected. 

5. Work site: Any office, building, or property (including parking lots) owned or operated by the 
University, or any other site at which an employee is to perform work for the University. An 
employee is considered to be at a “work site” at all times when he/she is in or is responsible for a 
University vehicle while on University business. 

 
Prohibited Conduct 

1. Impairment Prohibited. No employee will report to any work site or will work impaired by any drug 
or alcohol, lawful or unlawful, except with supervisory approval. Such approval will be limited to 
authorized drugs and based strictly on an assessment of the employee’s ability to perform his/her 
regular or other assigned duties safely and efficiently. In seeking supervisory approval, an 
employee need not disclose his/her underlying medical condition. 

2. Possession and Use Prohibited. No employee at any work site will use or possess any quantity 
of any drug or alcohol, lawful or unlawful, except for authorized drugs. This prohibition generally 
does not apply to alcohol in those circumstances designated as social by the University, nor does 
it apply to the use or possession of alcohol in their residences by those employees who reside on 
campus except to the extent that such use or possession would interfere with the performance of 
their duties. 

3. Manufacture, Dispensation, Distribution and Sale Prohibited. No employee at any work site 
shall manufacture, dispense, distribute, or sell any drug or alcohol, lawful or unlawful, unless 
specifically related to the business of the University (e.g., research, bartender, etc.). 

4. Off-Duty Illegal Drug-Related Activity Prohibited. No employee shall engage in off-duty illegal 
drug-related activity. 

 
Discipline 

1. Impairment. Any employee who violates the University’s prohibition against impairment described 
above will be suspended or terminated, depending upon the circumstances. 
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2. Possession and Use. Any employee who violates the University’s prohibition against possession 
or use of alcohol will be suspended or terminated, depending on the circumstances. Any employee  
who violates the University’s prohibition against possession or use of drugs will be immediately 
terminated. 

3. Manufacture, Dispensation, Distribution or Sale. Any employee who is convicted of or otherwise 
caught manufacturing, dispensing, distributing, or selling any drug or alcohol in violation of the 
University’s prohibition against such conduct described above will be immediately terminated. 
  Employees must report any conviction for any of the above-described activities no later than five 
days after such conviction to the Office of Human Resources in the case of staff, and to the Office 
of the Provost in the case of faculty. Applicants for employment convicted of or otherwise caught 
engaging in this conduct generally will not be eligible for employment. 

4. Off-Duty Illegal Drug-Related Activity. Any employee who is convicted of off-duty illegal drug-
related activity, including use, possession, manufacture, dispensation, distribution, or sale of drugs, 
or who otherwise is determined to have engaged in off-duty illegal drug-related activity, including 
via the use of a drug test administered by the University or by a third party, will be considered to 
be in violation of the University’s Drug and Alcohol policy and will be suspended or terminated by 
the University. Employees must report any conviction for any of the above-described activities no 
later than five days after such conviction to the Office of Human Resources in the case of staff, and 
to the Office of the Provost in the case of faculty. An applicant for employment who has been 
convicted for off-duty illegal drug-related activity generally will not be eligible for employment. 
Applicants who test positive for illegal drug use will not be eligible for employment. 

5. Driving Under the Influence. Any employee who pleads guilty to or otherwise is convicted of 
driving under the influence of alcohol and who, as an essential function of the employee’s job, 
operates a motor vehicle, machinery or other motorized equipment that could be dangerous to 
himself/herself or others, will not be permitted to operate such vehicle, machinery or equipment 
until the employee has undergone an Employee Assistance Plan alcohol and/or drug assessment 
and has complied with all recommended programs. Additionally, to the extent an individual has 
his/her driver’s license revoked or suspended as a result of a conviction or guilty plea to driving 
under the influence of alcohol, he/she will not be permitted to operate such vehicles until the license 
is reinstated. The individual may be discharged or may be reassigned to another position during 
this time period, depending on the circumstances. 

6. Mandatory Employee Assistance Program Referral. Any employee who violates the University’s 
Drug and Alcohol Policy but is not terminated will be subject to a mandatory Employee Assistance 
Program (“EAP”) referral for addiction assessment and will be required to attend, at the employee’s 
expense, a recommended treatment program offered by an outside provider if the assessment 
indicates treatment is appropriate. An employee who completes any required treatment program 
must also comply with any after-care program established by the treating facility. Failure to comply 
with any of the above requirements will result in disciplinary action up to and including suspension 
or termination. If an employee is required to be absent from work to comply with this section, his/her 
right to reinstatement shall be governed by the University’s Family and Medical Leave Policy. 

 
Federal Law Requirements 
Because the University operates under Federal grants and contracts, it must comply with certain Federal 
requirements regarding drugs and alcohol in the workplace. Federal law requires that all employees be 
given a copy of the Drug and Alcohol Policy, and that they abide by the terms of the policy as a condition 
of their continued employment. 
 
Employees are made aware of the policy and provided information on how to obtain a copy during their 
orientation conducted by the Office of Human Resources. 
 
Implementation and administration of the Drug and Alcohol Policy with regard to staff is handled by the 
Office of Human Resources; implementation and administration of the Drug and Alcohol Policy with regard 
to faculty is handled by the Office of the Provost. Staff suspected of violating the Drug and Alcohol Policy 
should be reported to the Office of Human Resources; faculty suspected of violating this policy should be 
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reported to the Office of the Provost. The appropriate office shall investigate the alleged violation and take 
appropriate disciplinary action. 
Under Federal law, an employee must report his/her criminal drug statute conviction for an offense 
occurring in the workplace to the Office of Human Resources in the case of staff, and to the Office of the 
Provost in the case of faculty no later than five (5) days after such conviction. The appropriate office shall 
report the conviction to the Federal agency involved as required by Federal law. 
 
Employee Assistance Program (“EAP”)      [for FT and PT staff] 
The University has an Employee Assistance Program (“EAP”) that is available to faculty and staff members 
who seek assistance to overcome drug and/or alcohol abuse. Employees may receive information 
regarding the EAP from their supervisors, the Office of Human Resources, the Office of the Provost, or the 
Michiana Employee Assistance Program. 
 
Any employee who believes that he/she has a drug and/or alcohol abuse problem and who wishes to enroll 
in a voluntary treatment program may do so, at the employee’s expense. If participation in the treatment 
program requires the employee to be absent from work, the employee’s right to reinstatement shall be 
governed by the University’s Family and Medical Leave Policy. 
 
An employee who completes the treatment program must also be required to comply with any after-care 
program established by the treating facility. Refusal to participate in any after-care program may result in 
the employee’s termination. 
 
Confidentiality 
Drug and/or alcohol abuse is a particularly sensitive issue that may affect any member of the University 
community. The right to confidentiality of all parties involved in a violation or alleged violation of the 
University’s Drug and Alcohol Policy shall be strictly adhered to insofar as it does not interfere with the 
University’s legal obligation to investigate allegations of drug and/or alcohol abuse in the workplace when 
brought to the University’s attention, and to take appropriate corrective action. 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/drugs-and-alcohol/ 
 
 
 
 
  

http://hr.nd.edu/nd-faculty-staff/forms-policies/drugs-and-alcohol/
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Drug and Alcohol Testing  
 
 
Policy 
The University of Notre Dame is committed to providing an environment that ensures the well-being and 
safety of the University’s employees, students and campus visitors; protects University, employee and 
student property; and prohibits any influences that might have a detrimental effect upon the orderly, safe 
and efficient operation of the University. Based upon these goals, the University requires that its employees 
abide by the University’s policy regarding drugs and alcohol. 
 
Application of Policy 
This policy applies to applicants, staff and Temporary staff. Compliance with this policy is considered a 
condition of employment. If an applicant refuses to comply with the Drug and Alcohol Testing Policy, they 
will not be eligible for employment. If an employee does not comply, the employee may be disciplined up 
to and including termination of employment. 
 
Definitions 

1. Illegal Drug: Any (a) illegal substance, including but not limited to, narcotics, hallucinogens, 
cocaine, marijuana, and designer drugs; and (b) controlled substance, including but not limited to 
amphetamines and barbiturates, that are used either without being prescribed by a licensed 
physician or in excess of the amount prescribed by a licensed physician. 

2. Unfit Condition: Behavior at work, including, but not limited to: (a) drowsiness; (b) sleepiness or 
sleeping; (c) slurred and/or incoherent speech; (d) unusually aggressive behavior; (e) unusually 
depressive behavior, (f) unusual and rapid changes in mood; (g) disorientation or inability to 
concentrate; (h) lack of coordination in walking or performing other tasks. 

3. Drug and/or Alcohol Test: Any evaluation used to detect the presence of illegal drugs and/or 
alcohol in an individual’s system. 

4. Employee Subject to DOT (Department of Transportation) Regulations: Any employee 
required to have a Commercial Driver’s License (CDL) in order to perform the essential functions 
of his/her job. 

5. Safety Sensitive Positions: Those positions involving hazardous tasks that, if performed 
improperly, could result in harm to others. Positions in the following departments are currently 
deemed safety sensitive by the University: 

o Notre Dame Security/Police Department (except office/clerical) 
o Notre Dame Fire Department 
o Utilities Operations (all employees up through Director of Utilities, except office/clerical) 
o University Health Center (all persons who may be involved in patient care including doctors, 

nurses, patient care assistants, and pharmacists) 
o Athletic Department trainers 
o Aircraft pilots 
o Commercial Driver’s License holders as required by the federal Department of 

Transportation regulations 
o  

The University may change this list as appropriate. 
 
Processes 
 
Pre-Employment Testing   
All offers of employment, including offers of regular employment to Temporary staff covered under this 
policy, will be contingent upon satisfactory results of a drug test. If a pre-employment drug test indicates 
illegal drug use, the applicant will not be eligible for employment at the University. 
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 The applicant must complete a drug test no later than 72 hours after a job offer has been made. 
 Failure to complete the drug test within the 72 hours will result in a retraction of the offer and the 

applicant will not be eligible to re-apply and/or be employed at the University for at least six months. 
 The University understands some issues could potentially delay the opportunity to submit to a drug 

test within 72 hours but those situations must be discussed and approved in advance with the Office 
of Human Resources by contacting the Recruiter. 

 If applicant is a current temporary employee and does not complete or pass the drug test then the 
applicant will forfeit any and all employment with the University. 
 

Random Test 
The University may require a drug test on a random basis if: 

 The employee serves in a safety-sensitive position as defined above. 
 The employee has received a mandatory referral to the Employee Assistance Program sponsored 

by the University for addiction assessment; and is referred to treatment pursuant to that 
assessment. 

 The employee has violated or has been suspected of violating this policy in the past; or 
 The University is required to conduct testing under the Department of Transportation regulations. 

An employee selected for random testing may obtain a deferral of testing if the employee’s 
supervisor and the Office of Human Resources concur that there is a compelling business need to 
defer the testing. An employee whose random test is deferred will be subject to an unannounced 
test at a later date. 

All employees who fit the above situations are subject to random testing, including temporary and part-
time staff. 
 
For-Cause Test 
By its very nature, for-cause testing is based upon indicators of drug or alcohol usage. Circumstances that 
may lead to for-cause testing include, but are not limited to: 

1. The employee exhibits physical signs of alcohol and/or illegal drug use; 
2. The supervisor or other University representative believes that an employee’s unsatisfactory job 

performance, misconduct, or poor attendance may be related to drug or alcohol use; 
3. The employee has a work-related accident that (i) results in damage to University property or 

physical injury to another person, (ii) is the second or more work-related accident the employee 
has had within any 12-month period, or (iii) if the employee seeks medical treatment, the examining 
physician believes the accident was related to drug or alcohol use; 

4. The University obtains information the employee has or may have violated the University’s Drug 
and Alcohol policy, or that Drug and Alcohol policy violations have or may have occurred in a 
department or unit at the University in which the employee works. 
 

Testing Employees Subject to DOT Regulations 
In addition to the testing described above, employees subject to DOT regulations will be tested in 
accordance with the University’s Commercial Motor Vehicle Policy, copies of which are available through 
the Department of Risk Management and Safety. 
 
Education 
The Office of Human Resources offers a variety of training resources for supervisors and employees to 
promote awareness of the Drug and Alcohol Policy and of the Drug and Alcohol Testing Policy. These 
resources include training offered by the Human Resource Consultants in collaboration with the McDonald 
Center for Student Well-Being, use of the training opportunities provided by the Employee Assistance 
Program, and one-on-one meetings with both supervisors and staff members. 
 
Discipline 

1. An employee who ( i ) refuses to submit to a drug and/or alcohol test in accordance with the 
provisions of this policy, or (ii) refuses to fill out and sign the written consent form agreeing to submit 
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to the testing and permitting Notre Dame to be apprised of the testing results (Consent Form), will 
be immediately terminated. An applicant who engages in any of the above-described behavior will 
not be eligible for employment. 

2. An employee who switches or alters any sample submitted for testing will be immediately 
terminated. An applicant who engages in this behavior will not be eligible for employment. 

3. An employee who is determined, as a result of a drug and/or alcohol test, to have used illegal drugs 
or alcohol in violation of the University’s Drug and Alcohol Policy will be subject to disciplinary action 
as described in this policy. 

4. Employees who test positive at any time shall be considered medically unqualified to perform any 
of their job duties including the ability to operate a commercial motor vehicle in interstate 
commerce. If allowed to return to work, they shall not be permitted to resume any work duties 
including the operation of a motor vehicle until they, at a minimum: 

o No longer use illegal drugs; 
o Test negative for the use of illegal drugs; 
o Participate in and comply with the EAP recommended treatment program and after-care 

program offered by an outside provider; and 
o Are medically re-certified as being qualified to operate a motor vehicle, if applicable. To 

regain permission to operate a motor vehicle, the employee must agree to participate in 
follow-up random testing. 
 

Confirmatory Testing 
If any applicant or employee tests positive for use of illegal drugs, a confirming test using the GCMS test 
automatically will be conducted on the applicant’s or employee’s original specimen. If this test confirms the 
initial positive result, a physician will review the test results to determine if a legitimate medical reason 
exists for the positive result. 
 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/drug-and-alcohol-testing/ 
 
 
 
 
  

http://hr.nd.edu/nd-faculty-staff/forms-policies/drug-and-alcohol-testing/
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Firearms and Other Weapons  
 
Firearms, explosives, flammable substances and other weapons of any kind are not allowed on University 
property. This includes, but is not limited to rifles, shotguns, pistols, BB guns, pellet guns, bows and arrows, 
stun guns, knives, and martial arts weapons. 
 
Possession of any firearm or other weapon on University property, including in an employee’s automobile, 
is cause for corrective action up to and including termination. 
 
Employees who are required to carry a weapon as part of their job with the University are exempted from 
this policy. 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/firearms-and-other-weapons/  

http://hr.nd.edu/nd-faculty-staff/forms-policies/firearms-and-other-weapons/
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Solicitations and Canvassing  
 
In an effort to protect our employees, students, and visitors from unnecessary interruptions, the University 
prohibits the distribution of literature in work areas. The University also prohibits solicitation and distribution 
of literature during employees’ working time. Further, solicitation or distribution of any kind by non-
employees on University premises is prohibited at all times. 
 
However, the University recognizes the value of charitable organizations and encourages employees to 
be active participants in organizations that support or contribute to the mission of the University. Indeed, 
Notre Dame actively supports fund raising campaigns for the United Way and the Third World Relief fund. 
As a result, the annual University-sponsored United Way and Third World Relief Fund drives are the only 
exceptions to this policy. 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/solicitations-and-canvassing/ 
  

http://hr.nd.edu/nd-faculty-staff/forms-policies/solicitations-and-canvassing/
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 Smoking  
 
University Smoking Policy 
 
In accordance with Indiana state law (Ind. Code 7.1-5-12), Chapter 96 of the St. Joseph County Code of 
Ordinances and LEED certification requirements, and based on FDA testing, the University of Notre Dame 
(“University”) prohibits all smoking in or within 25 feet of all buildings and stadiums, as well as in all vehicles 
owned, leased or operated by the University. This includes the smoking of tobacco in any form (cigarettes, 
cigars, pipes, cigarillos, etc.), and the use of electronic devices that emit smoke, such as e-cigarettes or 
any other product intended to mimic smoking of any product such as hookahs or similar devices. 
In addition to the smoking products described above, the use of oral tobacco (including spit and spitless, 
smokeless, chew and snuff) and nasal tobacco (such as snuss) is prohibited in all University buildings. 
 
The University, through the Office of Human Resources, will provide access to smoking cessation 
programs for faculty and staff upon request. The McDonald Center for Student Well-Being will provide 
access to smoking cessation programs for students upon request. 
 
The sale, distribution and advertisement of all products described in this policy are prohibited on campus. 
 
This policy will be posted online and available to all students, faculty, employees and prospective 
employees. 
 
The success of this policy depends on the thoughtfulness, consideration, good will and cooperation of both 
smokers and non-smokers. All members of the Notre Dame Community, as well as visitors, share in the 
responsibility of adhering to and enforcing this policy. Violators who refuse to conform to this policy at 
University events (i.e., athletic events, concerts, etc.) will be escorted out of the event. 
 
Complaints about violators of this policy or air quality resulting from the above should be brought to the 
attention of the building representative or person responsible for the area in which the violation occurred. 
The responsible person, if unable to remedy the situation, will contact Risk Management and Safety for 
assistance. (Note: If the complaining party cannot identify the appropriate building representative, he/she 
should contact Risk management and Safety directly.) Risk Management and Safety will review the 
infraction and refer to the appropriate authority for corrective action or further restriction to the smoking 
policy. 
 
Questions regarding this policy can be directed to the Office of Human Resources (631-5900) or Risk 
Management and Safety (631-5037). 
 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/smoking/ 
 
 
NOTE: Campus Dining staff who choose to smoke during work hours must be on an approved rest or meal 
break (See Rest and Meal Periods on page 39).  Also, staff who smoke during an approved rest or meal 
break must only smoke in designated areas.  See your supervisor for the location of designated smoking 
areas outside of your building. 
 
 
 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/smoking/
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University Pay and Paid Time Off Policies and Procedures 
 

Rest and Meal Periods 
 
To promote a productive and safe work environment, the University provides rest and meal periods using 
the following criteria: 
 
Employees Who Work At Least Eight (8) Hours: 

 Two paid, 15-minute rest periods per workday. 
 One unpaid meal period per workday of at least 30 minutes in length. 

 
Employees Who Work At Least Six (6) Hours: 

 One paid, 15-minute rest period per workday. 
1. One unpaid meal period per workday of at least 30 minutes in length. 

 
Employees Who Work at Least Four (4) Consecutive Hours: 

 One paid, 15-minute rest period per workday. 
 

Supervisors determine and advise employees of the rest period length and schedule. To the extent 
possible, rest periods are provided in the middle of work periods (e.g., mid-morning and mid-afternoon for 
8-hour per day employees; after 2 hours of work for 4-hour per day employees). 
 
Meal periods are scheduled by supervisors to accommodate operating requirements. Employees are not 
compensated for this time if it is at least 30 minutes in length, so they must be relieved of all active 
responsibilities and restrictions during meal periods. 
 
Employees should not be absent from their work stations beyond the allotted rest or meal period time and 
cannot forego rest or meal periods and apply this time to paid time off. Unless approved by the supervisor, 
employees may not forego rest or meal periods to leave work earlier than usual or combine rest periods 
with meal periods so as to extend the meal period. 
 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
https://hr.nd.edu/nd-faculty-staff/forms-policies/rest-and-meal-periods/ 
 
 
 

Campus Dining Addendum 
 
In Campus Dining, the meal period may be taken as breakfast, lunch, or dinner depending on particular 
work schedules.  Meal periods and breaks will be scheduled according to the operational needs of each 
unit.  Staff are required to remain in their unit during rest breaks.  Each staff member is allowed one meal 
provided by Campus Dining during an eight-hour shift and a snack during their break. Follow your unit 
specific policy on procedures for Campus Dining provided meals and snacks. 
 
If, due to operational needs, a meal period is not taken, the staff member is required to make the shift 
manager aware and it needs to be approved by the responsible shift manager, and marked on the weekly 
schedule.   
 

https://hr.nd.edu/nd-faculty-staff/forms-policies/rest-and-meal-periods/
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Any staff scheduled for at least 8 hours may combine their two 15 minute rest breaks into one 30 minute 
break with prior manager approval. 
 
Staff are expected to be in their work areas ready to resume duties at the end of the meal or rest period 
 
See your unit specific policy on designated areas for eating and drinking during meal periods and breaks, 
as well as having beverages at or near your work station. 
 
Staff members may not take food off campus unless specifically approved by your shift supervisor 
 
Campus Dining staff who visit other units for meals must swipe their card to purchase a meal or beverage 
(maintenance, administration, etc.) 
 
Abuse of this policy may result in corrective action. 
 
 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
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Compensation  
 
Pay Checks 
 

 Pay codes and deductions are printed on payroll check stubs for your recordkeeping. Bring any 
errors or discrepancies to the attention of your Department Manager, Payroll, or HR. If you 
knowingly and willingly retain an overpayment, you may be subject to termination. 

 You will receive your pay on our regular paydays. Payroll calendar is available at: 

http://controller.nd.edu/payroll-services/ 

 All appropriate wage and payroll deductions, such as Social Security withholding and Federal and 
State income tax, will be taken out of each paycheck as required by law. 

 Campus Dining strictly prohibits improper payroll deductions. If an employee believes an improper 
deduction has occurred, he or she should report this concern to his or her supervisor immediately 
for prompt investigation. Upon review, if it is determined that an improper deduction has occurred, 
the employee will be reimbursed in full, and reasonable measures will be taken to ensure future 
compliance in accordance with the Fair Labor Standards Act. 

 
Time Records 
 

 Each employee must “clock in” at the beginning of his/her shift, on time, and clock out at the end 
of each shift, on time. Each employee must “clock” for any meal breaks, time “off property,” or any 
other personal activity. Times recorded must be actual time worked and no employee may clock or 
sign in for another employee. 

 Make it a habit of using your time system as follows: Beginning of shift, beginning of your 30 minute 
meal/break period and at the end of the meal/break period and again at the end of your shift after 
changing. Never clock in more than five minutes early or clock out late, unless a manager has 
authorized you to do so. 

 If you are clocked in, you should be working unless you are on an authorized break. If you are 
finished with your work and have permission to leave, punch out instead of waiting for the end of 
your shift. 

 Any employee falsifying a time record or violating any other aspect of this policy may be subject to 
discipline, up to and including an unpaid suspension or immediate termination. 

 We appreciate your hard work. Working while not clocked in is not permitted and working hours 
other than your scheduled shift violates our policies. 

 
Report In Pay 
 
If you report to work on time to work a regularly scheduled shift, you are able to perform your job and are 
sent home without being notified in advance, you will be paid for two additional hours at your regular rate 
of pay, or minimum wage, whichever is higher. 
 
However, if you ask to leave before the end of your shift, or if you volunteer to leave early, or if you are 
being sent home after working two hours, and your manager authorizes you to leave early, you will only 
be paid for those hours worked. 
 
Meeting Pay 
 
If you are required to attend special mandatory meeting on a day off, you are paid for the time spent at 
the meeting at your regular rate of pay, or $8.00.hour (whichever is higher), for a minimum of two hours, 
or the length of the meeting, whichever is longer. 
 
 
 

http://controller.nd.edu/payroll-services/
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Overtime 
 
For the purpose of calculating overtime pay, the standard full-time workweek for non-exempt employees 
is 40 hours. During peak workloads or emergencies, it may be necessary for non-exempt employees to 
work overtime. Overtime is calculated on a weekly basis (from 12:00 a.m. midnight Saturday to 11:59 p.m. 
the following Friday). Further, only time actually worked counts toward overtime; leave time taken and 
holiday time does not count toward the 40-hour period for overtime purposes. 
 
Non-exempt employees earn one and one-half of their base hourly rate (plus any shift differential as 
applicable) for overtime hours. Overtime hours must be approved prior to being worked and must be paid 
within a reasonable time period and in accordance with the Fair Labor Standards Act. The University does 
not provide compensatory time off (comp time) in place of overtime pay; however, it is acceptable to offer 
a modified schedule (flex time) so that the employee still only works 40 hours in one workweek. 
 
Reporting Income From Tips 
 
In compliance with federal law, an employee receiving $20.00 a month or more in tips or gratuities during 
the regular course of employment must report this information to the University.  Instructions for recording 
and reporting tips will be provided as part of the orientation for these employees. Further questions can be 
directed to your supervisor or by visiting the IRS website at http://www.irs.gov/taxtopics/tc761.html.  
 
Payment of Wages 
 
Pay increases depend on factors such as the pay range for the position, the employee’s job duties and 
training, the employee’s performance, and other factors determined by Campus Dining to be relevant. No 
increase is automatic, and every increase will be at the sole discretion of Campus Dining. 
 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/staff-compensation-policy/ 
 

 
Campus Dining Addendum 
 

1. Hourly Campus Dining staff must use their University identification card to “clock” in and out. 
 

2. Staff are not permitted to “clock” in or out for another staff member.  The penalty for such action 
can be immediate termination of the staff member(s) involved. 

 
3. If there are to be any corrections to a staff member’s time and attendance, they are to be made by 

the manager in charge at that time. 
  

4. Staff must NOT “clock” in more than 5 minutes before scheduled start times.  Staff are expected to 
be at designated workstations, in proper uniform, at the scheduled start time. 

 
5. Overtime is prohibited without approval of a supervisor.  Staff who work overtime without approval 

are subject to corrective action. 
 

 
 
 

http://www.irs.gov/taxtopics/tc761.html
http://hr.nd.edu/nd-faculty-staff/forms-policies/staff-compensation-policy/
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6. Staff will not be allowed to work without “clocking” in.  Staff members who do not have their 
University identification card will be issued 1 instance and must sign in with a manager prior to 
beginning their shift and out at the end of their shift. 

a. Any 6 instances within a 12 month period will be grounds for corrective action 
b. If the University Identification Card is reported lost to management, that staff member has 

2 weeks from the time it is reported lost to replace the ID card and any instances of signing 
in/out during this time will count as one instance.  (This exception may be used only once 
in a 12 month period) 

 
7. Catering servers/bartenders are to sign in or out with the Event Coordinator or Staffing Coordinator 

at each event at the start and end of each shift.  
 

8. Pay differentials will be considered for staff members in temporary work situations such as working 
as a lead, working undesirable hours or jobs, or working out of your job classification.  Your Unit 
Manager can provide additional details. 

 
 
  
 
Failure to follow the policy, and any suspected patterns of violating or abusing the policy will be handled 
as a performance issue and may result in corrective action. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 44 

Vacation Time - Non-Exempt Staff 
 
The University offers vacation time with pay to provide opportunities for rest and personal convenience. 
 
Eligibility 
Regular full-time and part-time non-exempt staff are eligible for paid vacation. Temporary/on-call 
employees are not eligible for this benefit. 
 
Vacation Accrual 
Vacation time begins to accrue immediately upon employment and becomes available for use after the 
completion of the staff member’s 90 day orientation period. Vacation time is accrued each pay period 
based on the table below. Vacation time can accrue up to one week over the annual vacation amount. 
Once the maximum is accrued, no additional hours are earned until vacation time is used. Hours in the 
vacation accrual remain available for use. 
 
The amount of paid vacation time staff members receive each calendar year increases with the length of 
their employment. Accrual rates are based on the pay group, length of service and change on the pay 
period in which a service anniversary is reached that increases vacation eligibility. Accrual rates for 
employees regularly working less than 40 hours per week are adjusted proportionally. 
 

Length of 
Service 

Annual 
Accrual 

Accrual Rate (hours) 
Semi-monthly Pay 

Accrual Rate (hours) 
Bi-weekly Pay 

Based on 40 hrs/week 

Up to Seven (7) 
years 

Two (2) 
weeks 

3.34 3.08 

Seven (7) years 
or more 

Three (3) 
weeks 

5.00 4.62 

Twelve (12) 
years or more 

Four (4) 
weeks 

6.67 6.16 

Twenty (20) 
years or more 

Five (5) 
weeks 

8.34 7.70 

 
 
Employees working less than 12 months will accrue vacation for the months they are scheduled to work. 
Departments may require an employee working less than 12 months to use part of their vacation while the 
employee is not working. Department supervision will determine how much vacation will be required to be 
used during the scheduled work period and how much will be used during the period the employee is 
scheduled off work. For example: an employee working 40 hours per week, 9 months of the year, with 8 
years of service would accrue 90 hours of vacation. The department may choose to allow 40 hours to be 
used during the nine months of work, then allow the remaining 50 hours to be used during the time the 
individual is not scheduled to work. 
 
Requests for vacation time should be made to supervisors in advance to allow for appropriate planning 
within the department. Supervisory approval is generally based on a number of factors including 
operational needs and staffing requirements. Seniority may also be a factor when conflicting requests for 
vacation are received. University policy allows for no more than three (3) consecutive weeks of vacation 
to be taken at any one time. Departments can establish more specific guidelines on any periods during the 
year when vacations may not be scheduled due to operational demands. 
 
Vacation time is paid at the employee’s base pay rate [or minimum wage, whichever is higher] at the time 
of vacation. If a University recognized holiday occurs during vacation, holiday pay will be provided instead 
of vacation pay for the holiday(s). 
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You will be required to use vacation time for personal or family illness if you do not have any incidental 
time available. Vacation time taken for personal or family illness will be counted as an occurrence. 
 
Upon separation from University employment, employees are paid for any unused vacation time earned 
through their last pay period worked. New hires that have not completed their 90-day orientation period 
are not eligible to receive their accrued vacation time payout. 
 
Applies to: 
Regular part-time and full-time staff 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/vacation---staff/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/vacation---staff/
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Vacation Time - Exempt Staff 
 
Eligibility 
 
Regular full-time exempt staff are eligible for paid vacation. Temporary/on-call employees are not eligible 
for this benefit. 
 
Vacation Accrual 
Vacation time begins to accrue immediately upon employment and becomes available for use after the 
completion of 90 days of employment. Vacation time is accrued each pay period. Vacation time can accrue 
up to one week over the annual vacation amount. Once the maximum is accrued, no additional hours are 
earned until vacation time is taken. All hours in the vacation accrual remain available for use. 
 
The amount of paid vacation time exempt staff receives each calendar year increases with the length of 
their employment and varies according to employment classification. Accrual rates are based on years of 
service and change on the pay period in which a service anniversary is reached that increases vacation 
eligibility. Accrual rates for those working less than 40 hours per week are adjusted proportionally 
 

Length of 
Service Levels 

All EIC & M1 – M2 
Annual Accrual 

Accrual Rate per 
Pay Period (hours) 

M3 – M5 
Annual 

Accrual Rate per Pay Period 
(hours) 

Upon Hire Two (2) weeks 3.34 
Three (3) 
weeks 

5.00 

Two (2) years Three (3) weeks 5.00 
Four (4) 
weeks 

6.67 

Ten (10) years Four (4) weeks 6.67 
Five (5) 
weeks 

8.34 

Twenty (20) 
years 

Five (5) weeks 8.34 
Six (6) 
weeks 

10.00 

 
Employees working less than 12 months will accrue vacation for the months they are scheduled to work. 
Departments may require an employee working less than 12 months to use part of their vacation while the 
employee is not working. 
 
Requests for vacation time should be made to supervisors in advance to allow for appropriate planning 
within the department. Supervisory approval is generally based on a number of factors including 
operational needs and staffing requirements. Seniority may also be a factor when conflicting requests for 
vacation are received. University policy allows for no more than three (3) consecutive weeks of vacation 
to be taken at any one time. Departments can establish more specific guidelines on any periods during the 
year when vacations may not be scheduled due to operational demands. 
 
Vacation time is paid at the employee’s base pay rate at the time of vacation. If a University recognized 
holiday occurs during vacation, holiday pay will be provided instead of vacation pay for the holiday(s). 
Vacation time should be submitted, and will be deducted from your accrued vacation bank in one-half day 
or full-day increments. 
 
Upon separation from University employment, employees are paid for any unused vacation time earned 
through the last pay period worked. New hires that have completed less than 90 days of employment are 
not eligible to receive their accrued vacation time payout. 
 
Applies to: 
Regular full-time staff 
http://hr.nd.edu/nd-faculty-staff/forms-policies/vacation---administrators/ 

http://hr.nd.edu/nd-faculty-staff/forms-policies/vacation---administrators/
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Incidental Days – Non-Exempt Staff 
 
Policy 
 
The University provides ten (10) Incidental Days for absences due to personal illness, illness of a qualifying 
family member, or personal business. Incidental Days are provided at the beginning of each calendar year 
(January 1) with no carry-over or banking of incidental days from one year to the next. Incidental Days are 
not paid upon separation from the University. Days are pro-rated for eligible part-time staff. 
 
For absences of more than five (5) consecutive work days, please refer to the Short-Term Income 
Replacement Program (STIR). 
 
Eligibility 
 
This benefit is available to regular full and part-time non-exempt staff who work a regular schedule of 
twenty hours or more per week. Part-time non-exempt staff working less than 20 hours per week, 
temporary, and on-call employees are not eligible for paid incidental days. Incidental days become 
available for use after the completion of the staff member’s 90 day orientation period. 
 
Usage 
 
Incidental Days may be used for personal illness, illness of a qualifying family member or personal business 
as described below. They may be used in hourly or daily increments. 
 
Personal Illness  
 
Incidental Days may be used for the non-exempt staff member’s absence due to personal illness or injury 
or due to personal appointments with a health care provider that cannot be scheduled outside of working 
hours. Absences of three (3) days or longer require a physician’s statement upon return to work. The 
supervisor may request a physician’s statement for absences of less than three (3) days if circumstances 
warrant. 
 
Family Illness 
 
Incidental Days may be used for the illness or medical/dental appointments of a spouse, child/stepchild, 
or parent. For purposes of this policy, a child or step child is any child under the age of eighteen or a child 
eighteen or older who has a permanent or temporary health condition that requires assistance with 
activities of daily living. 
 
Personal Business 
 
Up to two (2) Incidental Days per year may be used for personal business. Incidental Days for personal 
business must be pre-approved by the supervisor. 
 
Procedures 
 
Requesting Incidental Days 

 Personal Illness: Non-exempt staff should notify their department at the beginning of each workday 
when an illness occurs. Specific reporting procedures may be determined by the supervisor as 
appropriate to the department and circumstances. Illnesses extending beyond three (3) days 
require a physician’s statement to return to work. 

 Family Illness: As with personal illness, non-exempt staff should notify their supervisor at the 
beginning of each workday when a family illness occurs. 
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 Personal Business: Incidental Days for personal business should be requested of the supervisor in 
advance. Approval of these days is based on the operational needs of the department. 

 
Reporting Use of Incidental Days 

 Semi-monthly paid staff – Absences for semi-monthly paid staff are reported on the Report of 
Absences and Overtime Worked form. Absences should be reported within one week of the 
occurrence of absence. 

 Hourly paid staff – Absences for hourly paid staff are reported on the time card or electronic 
timekeeping system during the pay period in which it is used. 

 
The University requires non-exempt staff to use available Incidental Days for the one calendar week 
waiting period for an approved Short-Term Income Replacement leave (STIR). Non-exempt staff must also 
use Incidental Days for their own or their qualifying family member’s illness before the leave becomes 
unpaid. 
 
Please refer to the FMLA Policy if there is any possibility your absence may qualify as FMLA. If you believe 
your absence may be due to a FMLA or STIR qualifying reason, you must contact CareWorks by calling 
their toll-free number 888-436-9530. 
 
 
Applies to: 
Regular part-time and full-time staff 
 
https://hr.nd.edu/nd-faculty-staff/forms-policies/incidental-days---non-exempt-staff/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://hr.nd.edu/nd-faculty-staff/forms-policies/incidental-days---non-exempt-staff/
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Holiday Pay 
 
The University provides paid holiday time for eligible employees in observance of the following holidays: 
 

• New Year’s Celebration (December 31 and January 1) 
• Good Friday (Friday Before Easter) 
• Memorial Day (last Monday in May) 
• Independence Day (July 4. If July 4 falls on Saturday, the Friday before is observed as the holiday. 

If July 4 falls on a Sunday, the holiday is observed on the following Monday) 
• Labor Day (First Monday in September) 
• Thanksgiving (Fourth Thursday in November) 
• Day After Thanksgiving 
• Christmas Celebration (varies according to which day Christmas falls on) as follows: 

 

Christmas 
Falls On: 

Christmas Celebration New Year’s Celebration: 

Saturday 
Friday, December 24 Monday – 
Thursday, December 27-30 

Friday, December 31 

Sunday 
Friday, December 23 Monday-Friday, 
December 26-30 

Monday, January 2 

Monday 
Friday, December 22 Monday-Friday, 
December 25-29 

Monday, January 1 

Tuesday Monday-Friday, December 24-28 
Monday, December 31-
Tuesday, January 1 

Wednesday 
Monday-Friday, December 23-27 
Monday, December 30 

Tuesday, December 31-
Wednesday, January 1 

Thursday 
Wednesday-Friday, December 24-
26, Monday-Wednesday, December 
29-31 

Thursday, January 1 – 
Friday, January 2 

Friday 
Thursday-Friday, December 24-25 
Monday-Wednesday, December 28-
30 

Thursday, December 31 – 
Friday, January 1 

 
 

Eligibility 
 
Regular full-time and part-time exempt and non-exempt staff, depending upon their work schedule 
throughout the year, are eligible for holiday pay as follows: 
 

Work 12 
Months 

Work Less Than 12 Months (In a Calendar Year) 

Eligible for 
all holidays 

Eligible for all holidays falling in work period, except for those that fall 
outside of their Academic Year schedule (Example: Academic year 
employees such as 9 or 10 months not eligible for summer holidays) 

 
If a recognized holiday falls during an employee’s paid absence (e.g., vacation or sick leave), holiday pay 
is provided instead of the paid time off that might otherwise have been applied. Paid time off for holidays 
is not counted as hours worked for the purpose of determining overtime. 
 
Employees who are eligible must be in a pre-approved paid status the last scheduled workday preceding, 
during and the first scheduled workday following the holiday. Employees who take pre-approved vacation 
days before or after the holiday are paid for the holiday. Employees who take vacation days (that have not 
been pre-approved) before or after the holiday will not be paid for the holiday. Employees who are on a 
paid  
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sick leave immediately before or after the holiday are paid for the holiday only with a medical verification 
from a physician. If it appears that an employee is misusing the benefit, corrective action may result. 
 
Holiday Pay 
Holiday Pay is intended as income replacement and is calculated as follows: 
 
Employee’s base hourly rate X the number of hours the employee would have been scheduled to work on 
that day. Examples of an employee who is scheduled to work on the day of the holiday: 
 

Scheduled hours per day Holiday pay 

10 10 

8 8 

7 7 

6 6 

 
 Holiday pay is provided for the day(s) the University observes a recognized holiday. 
 Holiday pay is provided in addition with hours worked only. 
 When a holiday falls on a day a full-time regular employee is not scheduled to work, the employee 

has the option of taking the equivalent time off during their regular schedule with supervisory 
approval, but not to exceed their regularly scheduled full-time work week. Non-exempt employees 
who are scheduled to work on a University-observed holiday will receive: 

o Straight time pay at the employee’s regular hourly pay rate for all hours worked in the 
holiday; 

o Overtime payment (1½ times the employee’s regular hourly pay rate) for any actual hours 
worked over 40 within the work week’ if applicable; 

o AND holiday pay as previously described herein or an alternative day off within the same 
work week. 

 
University departments with business operation needs not outlined in this policy (example: 24/7 operations) 
may have additional guidelines regarding holiday pay. These options should be reviewed with Human 
Resources, the department and approved by the employee’s immediate supervisor. 
 
 
Campus Dining Addendum to Holiday Pay Policy 
 
Campus Dining strives to schedule as many employees off on Holidays as is possible based on business 
needs.  In the event an employee is scheduled to work on the Holiday, that employee will be given the 
option of: 
 

1. Taking another day off with pay during the Holiday work week, or 

2. Receiving Holiday pay plus pay for the actual hours worked 

 
Employees with the most seniority will receive first choice of working on a holiday.   
 
Managers will evaluate their business needs on holidays and fill positions based on those needs only, 
using the seniority rotation.  Otherwise, working on a holiday is not necessary. 
 
Applies to: 
Regular part-time and full-time staff 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/holidays/ 

http://hr.nd.edu/nd-faculty-staff/forms-policies/holidays/
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Funeral Leave 
 
Policy 
 
Regular full-time and part-time employees are provided funeral leave without loss of pay for the purposes 
of attention to immediate arrangements; travel to and from the site of the services, and for attendance at 
appropriate services for a family member’s death. Time allotment is based on the following guidelines: 
 

Relationship Allotment 

Employee’s spouse, child, step-child, parent, step-parent, parent of 
spouse 

Five work 
days 

Employee’s or the employee’s spouse’s: sibling, step-sibling, 
daughter/son-in-law, step-daughter/son-in-law, grandparent, step-
grandparent, or grandchild, step-grand child 

Three work 
days 

Employee’s aunt, uncle, niece or nephew 
One work 
day 

Employee’s cousin, brother/sister-in-law by marriage (e.g., the 
spouse’s sister’s husband) 

One-half 
work day 

 
 
Compensation 
 
Funeral pay is calculated on the employee’s base pay rate at the time of absence. If the death occurs while 
the employee is on vacation, the employee is compensated for the funeral benefit and vacation time can 
then be rescheduled through the supervisor. In circumstances where additional time off is granted, the 
time taken is paid from available vacation or personal days. Once paid time is exhausted, such additional 
time would be considered unpaid leave. Funeral benefits are not available to an employee who is: 

• on an approved, paid or unpaid leave of absence 
• off during a University paid holiday 
• off during Christmas and New Year’s Celebration 

 
Requests for Funeral Leave 
 
Employees request funeral leave by notifying their supervisor of the death and specifying the relationship 
to the deceased, the date, and location of the funeral. Requests for additional time off due to the death of 
a family member or death of a friend should also be made to the supervisor. In circumstances where 
concern exists regarding an employee’s attendance record, the supervisor may require verification of 
attendance at the funeral. 
 
Reporting 
Hourly paid staff report use of funeral leave on their timecard or through the electronic timekeeping system. 
The staff member’s relationship to the deceased should be noted on the report or timecard as appropriate. 
 
Applies to: 
Regular part-time and full-time staff  
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/funeral-leave/ 
 
 
 
 
 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/funeral-leave/
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Jury Duty and Subpoenas 
 
The University encourages employees to fulfill their civic responsibilities by serving jury duty when 
required. Regular full-time or part-time employees who are summoned to jury duty are granted necessary 
time off without effective loss of regular pay or fringe benefits. All other employees will be granted 
necessary time off but will not be paid by the University. Accrual for benefits calculations (such as vacation, 
sick leave, or holiday benefits) will not be affected during jury duty absence. 
 
Regular full and part-time employees who have received a subpoena to be a witness in court and are not 
a party to the legal action will not lose compensation from the University for regularly scheduled hours. An 
employee who is a party to the legal action will not receive compensation from the University unless the 
employee uses available vacation or personal days. 
 
Procedures 
Employees must notify their supervisor when summoned for jury duty or when served with a subpoena to 
appear as a witness in court. The employee must also provide a copy of the subpoena to the supervisor. 
Upon receipt of jury duty pay, the employee should endorse the check and give it to their supervisor for 
deposit into the department’s account. 
 
A Report of Absence and Overtime Worked form indicating service on jury duty should be submitted 
for employees paid on a semi-monthly basis. For hourly paid employees, absence for jury duty should be 
reported on the employee’s time card or through the electronic timekeeping system. 
 
 
Applies to: 
Regular part-time and full-time staff 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/jury-duty-and-subpoenas/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://controller.nd.edu/forms/
http://hr.nd.edu/nd-faculty-staff/forms-policies/jury-duty-and-subpoenas/
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Military Leave of Absence 
 
The University provides a military leave of absence to any regular, full-time faculty or staff member who is 
called upon to serve on active duty. 
 
Faculty and staff who take a military leave for Reserve or National Guard training are eligible for up to two 
(2) weeks of pay. In addition, any regular faculty or staff member who takes a military leave for extended 
active duty is eligible for up to twelve (12) weeks of paid leave. All other military leave time is unpaid. An 
employee taking a military leave may elect to use their vacation and personal days during the military 
leave. 
 
Compensation 
The term “paid leave” for purposes of this policy means that the University will pay the difference between 
the employee’s military pay and the employee’s University pay (if the military pay is less). Proof of military 
pay is required. 
 
Benefits Continuation During Leave 
Employees on military leave, whether paid or unpaid, may elect to continue their current health insurance 
at their normal contribution rates for up to six (6) months. Thereafter, employees may elect to continue 
their current health insurance for an additional six (6) months at full cost to the employee. After twelve (12) 
months, employees on military leave will be offered the opportunity to continue their health insurance at 
full cost in accordance with COBRA regulations. 
 
Reinstatement 
Upon release from military service, regular employees who wish to return to the University are generally 
entitled to reinstatement to either their previous position or a position with like seniority, status, and pay – 
depending on the length of the employee’s military service and the University’s operational needs. Any 
faculty or staff member who does not notify the University of their intent to return within the time frame 
below shall be deemed to have resigned. 
 
The reinstatement rights as described in this policy are available provided that the employee’s period of 
military service does not exceed five years and provided that the employee has not been separated from 
the military with a less than honorable discharge or otherwise excluded by law. 
 
Employees returning from military leave are entitled to the seniority they would have attained had their 
employment with the University been continuous. 
 
To be eligible for reinstatement, an employee must have provided advance notice of their need for military 
leave and, upon returning from military leave, must provide timely notice of intent to return in accordance 
with the following schedule: 
 

Length of 
Leave 

Time in Which to Notify University of Intent to Return 

30 days or 
less 

Within 3 days after completion of military service OR on the first 
University work day after completion of service, whichever is longer 

31 to 180 
days 

Within 14 days after completion of military service 

More than 
180 days 

Within 90 days after completion of military service 

 
 
 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/benefits-continuation-cobra
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Procedures 
 
Notification 
Employees requesting a Military Leave of Absence should promptly notify their immediate supervisor 
indicating the anticipated dates of the leave. Copies of military orders and military pay information should 
also be provided to the supervisor when available. 
 
Reporting 
 
Non-exempt Staff – Supervisors must report paid military leaves on the employee’s time card, through 
the electronic timekeeping system, or on a Report of Absences or Overtime Worked form, whichever is 
applicable. An Employment Status (change to “Leave of Absence”) Form must be submitted by supervisor 
to initiate an unpaid Military Leave of Absence. 
 
Exempt Staff – Supervisors must submit an Employment Status (change to “Leave of Absence”) Form to 

report both paid and unpaid Military Leaves of Absence for faculty and exempt staff. Supervisors may use 

the Military Leave Supervisor Checklist to assist them in this process. 
 
Supervisors may use the Military Leave Supervisor Checklist to assist them in this process. 
 
Hiring Replacement Employees During Military Leave 
As discussed above, employees who take military leave generally will be reinstated to their previous or a 
comparable position upon return from leave. Therefore, to provide maximum flexibility upon the employee’s 
return from leave, every effort should be made to utilize on-call or temporary personnel during an 
employee’s military leave. The hiring of a regular employee should be considered only after exhausting 
the possibility of temporary personnel. When hiring a replacement, the position should be described as a 
temporary replacement for an employee on military leave. 
 
Applies to: 
Regular part-time and full-time staff 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/leave-of-absence-military/ 
 
  

http://hr.nd.edu/assets/17292/militarylvchecklist.pdf
http://hr.nd.edu/nd-faculty-staff/forms-policies/leave-of-absence-military/
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Family and Medical Leave (FMLA) 
 
The University provides eligible employees with leave from work consistent with the provisions of the 
Family and Medical Leave Act of 1993 (FMLA). The Family and Medical Leave Act of 1993, updated 
January 16, 2009, entitles employees to take unpaid, job-protected leave for specified family and medical 
reasons with continuation of group health insurance coverage under the same terms and conditions as if 
the employee had not taken leave. 
 
Eligibility 
An exempt or non-exempt staff member who: 
 

1. has been employed by the University for at least twelve months 
2. has worked at least 1,250 hours during the 12-month period immediately preceding the 

commencement of the leave is eligible for FMLA 
3. has available FMLA hours 
4. has a qualifying condition certified by a health care provider or meeting military family leave 

entitlement. 
 

The 12 months need not be consecutive. The University will count all months worked except those that 
were worked prior to a long break in service (7 years or longer) unless that break was due to National 
Guard or Reserve military service or was pursuant to a written agreement indicating the employee’s intent 
to return to work. 
 
Only actual hours worked are included to determine eligibility. Vacation, incidental days, Short Term 
Income Replacement, holiday and other hours not worked whether paid or unpaid do not count towards 
the 1,250 hour requirement. However, military service covered under the Uniformed Services Employment 
and Reemployment Rights Act (USERRA) will count towards fulfilling both eligibility requirements. 
 
Qualifying Reasons 
Eligible employees may take up to 12 weeks of Family and Medical Leave within a rolling 12 month period 
for the following reasons: 
 

 The employee’s own serious health condition, including pregnancy and birth-related conditions, 
that render the employee unable to perform the essential functions of his or her job, 

 The birth of the employee’s child and to care for that child, 

 The placement of a child with the employee for adoption or foster care and to care for that child, 

 To care for the employee’s spouse, child or parent who has a serious health condition, 

 To handle certain qualifying exigencies related to a spouse, child or parent’s active duty or call to 
active duty in support of a contingency operation. 

 To care for a spouse, child, parent or next of kin with a serious injury or illness incurred or 
exacerbated within 5 years of active duty in the Armed Forces (up to 26 weeks). 
 

Definitions 
Spouse – A husband or wife as defined or recognized by the State of Indiana.  
Parent – A biological parent, adoptive parent, step-parent, or an individual who stood in loco parentis (in 
place of a parent) to an employee.  
Child – A biological, adopted , or foster child, a stepchild, a legal ward or a child of an individual standing 
in loco parentis (in place of a parent) who is a) under the age of 18 or b) 18 years of age or older and 
incapable of self-care because of a mental or physical disability. 
 
For purposes of Military Caregiver Leave and leave qualifying under the qualifying exigency military 
provision, there is not an age requirement. 
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Serious Health Condition – An illness, injury, impairment, or physical or mental condition that involves 
(1) an overnight stay in a hospital or medical care facility and any period of incapacity or subsequent 
treatment related to the same condition, or (2) continuing treatment by a health care provider. Continuing 
treatment may be established under any of the following circumstances: 
 

1. Short-term incapacity for more than three full consecutive calendar days that also involves one of 
the following: 

a. Treatment by a health care provider on at least one occasion with a continuing regimen of 
treatment under the health care provider’s supervision. The visit to the health care provider 
must be in-person within 7 days of the first day of incapacity. 

b. Treatment two or more times by a health care provider. The first visit to the health care 
provider must be in-person within 7 days of the first day of incapacity and the second 
treatment must take place within thirty days of the first day of incapacity and must be 
determined by the health care provider. 

2. Pregnancy or prenatal care; 
3. Chronic serious health condition (such as asthma, diabetes, epilepsy) which require periodic visits 

for treatment by a health care provider at least twice a year; 
4. Permanent or long-term incapacity (such as Alzheimer’s, severe stroke, terminal stages of a 

disease); 
5. Absence to receive multiple treatments for restorative surgery after an accident or injury or a 

condition that would likely result in an incapacity of 3 or more days if not treated (such as cancer, 
severe arthritis, kidney disease). 
 

Qualifying Exigency – Specific activities arising out of the fact that a covered military member is on active 
duty, including issues related to short notice deployment, attendance at military events and related 
activities, arranging for or addressing childcare and school activities (but not routine childcare), making 
financial and legal arrangements, attending counseling, rest and recuperation with a covered service 
member, and attending post-deployment activities. 
 
Next of Kin- the nearest blood relative other than the covered service member’s spouse, parent, son or 
daughter, in a set order of priority, unless another blood relative has been designated as next of kin. This 
applies to Military Caregiver Leave only. 
 
Duration of Leave 
 
Employees may be granted a maximum of twelve weeks of FMLA in any twelve-month period. The twelve-
month period is a “rolling” twelve-month period measured backward from the date an employee uses any 
leave. An employee’s FMLA balance is equal to 12 weeks minus any FMLA time taken during the 
immediately preceding 12 months. 
 
Leave for a newborn child or for adoption or foster care placement of a child must be complete within 
twelve months of the birth, adoption or placement. The leave cannot be taken intermittently or on a reduced 
schedule unless both the department and the individual agree on the schedule of intermittent or reduced 
leave. If both parents work for the University, a combined total of 12 weeks of leave during the 12-month 
period is permitted. 
 
Leave for a serious health condition (for a seriously ill child, spouse or parent or the employee’s own 
condition) may be taken intermittently or on a reduced schedule but only if certified by a health care 
provider as needed for medical reasons. 
 
Employees are obligated to remain in contact with their supervisors regarding their status during the FMLA 
leave as frequently as the supervisor deems appropriate and necessary under the circumstances. 
Employees must keep their supervisors informed about the day they intend to return to work. For 
employees who are approved for intermittent FMLA leave, contact with the supervisor and CareWorks 
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must be made every day that the employee intends to use intermittent leave. For employees on an 
approved FMLA leave that extends more than 30 days, such contact must be made with the supervisor 
and CareWorks at a minimum of every 30 days. 
The employee must make reasonable efforts to schedule the intermittent leave so as not to disrupt the 
operation of the department. The University may temporarily transfer employees to an available alternative 
position if an employee needs intermittent leave or leave on a reduced leave schedule that is foreseeable 
based on planned medical treatment for the employee, a family member, or a covered service member, 
including during a period of recovery from one’s own serious health condition, a serious health condition 
of a spouse, parent, child, or a serious injury or illness of a covered service member, or if the University 
agrees to permit intermittent or reduced schedule leave for the birth of a child or for placement of a child 
for adoption or foster care. In such cases, the alternative position shall have equivalent pay and benefits. 
 
Pay During FMLA Leave 
 
The Family and Medical Leave Act provides job-protected unpaid leave time. The University requires 
employees to use available paid leave for their own serious health condition, to the extent available, before 
the leave becomes unpaid. FMLA leaves will be coordinated with the Short Term Income Replacement 
Program (STIR) as applicable. You may also be eligible for Parental Leave pay. The following table 
indicates the use of paid time during leaves. Paid time is based on scheduled work hours. 
 

 
Circumstances in Which Paid Time Must be Used during FMLA 

Reason for Leave Incidental STIR Parental Leave Vacation 

Employee’s Own Serious Health Condition X X*  X 

Birth of a Child ( Mother) X ** X* X X 

Adoption, Foster Care Placement, or Birth/Care of a Child  
(Both parents) 

  X X 

Serious Health Condition of Spouse, Child or Parent X   X 

Military Qualifying Exigency X   X 

Military Caregiver Leave X   X 

Workers’ Compensation Optional   Optional 

 
* If approved by CareWorks:  
** Incidental days until released to work by health care provider 
 
Any leave time approved as FMLA, whether paid or unpaid, is counted as part of the twelve- week Family 
and Medical Leave period. Time off for Workers’ Compensation is counted as FMLA. 
 
Coordination with Other Leave Programs 
 
Incidental Days: Available Incidental Days will be applied to the FMLA pay policy as noted above and for 
the STIR waiting period (one calendar week) but cannot be used for the actual leave period under STIR. 
Short Term Income Replacement (STIR): FMLA runs concurrent with an approved continuous leave 
under the STIR program.  
Vacation: Staff are required to use available vacation time for an approved FMLA leave prior to going into 
unpaid status. 
Workers’ Compensation: FMLA runs concurrent with an approved leave under the Workers’ 
Compensation program. 
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Reinstatement 
Before an employee can return to work from a FMLA for the employee’s own serious health condition, the 
employee must present a certification from their health care provider that they are able to return to work, 
and will be able to perform the essential functions of their job without posing a significant risk of harm to 
the employee or others. The UND Return-To-Work/Work Release form must be completed by the 
employee’s health care provider and returned to the employee’s supervisor at least three business days 
prior to returning to work. 
 
Return-To-Work with restrictions should be reviewed at the department level to determine if the restrictions 
can be met or for a potential accommodation under the Americans with Disabilities Act (ADA). 
 
An employee returning from an approved FMLA will be restored to the same position that the employee 
held when the leave started, or to an equivalent position, with equivalent benefits, pay and other terms and 
conditions of employment. Any employee who chooses not to return to work upon release by their health 
care provider will be considered to have resigned their position effective the last day of the leave. 
 
Extended Medical Leave 
Any medical leave beyond the duration of a FMLA is considered an extended medical leave. An employee 
not meeting the eligibility requirements for an FMLA may still be eligible for an extended medical leave. 
Extended medical leave is only available for employees on leave due to their own serious health condition. 
An employee must use any available paid time during the extended medical leave before going into unpaid 
status. 
 
When an employee goes on an unpaid extended medical leave, the department may post the employee’s 
position. Employees returning from an extended unpaid medical leave may not be guaranteed a position. 
However, they will be considered for any available position for which they are qualified at the time of release 
to return to work. An employee who is not released to return to work by a health care provider within one 
year from the beginning of any medical leave may be separated from the University. 
 
Military Caregiver Leave 
FMLA provides up to 26 weeks of leave in a single 12-month period to an employee who is the spouse, 
son, daughter, parent, or next of kin of a covered service member. A covered service member is a current 
member of the Armed Forces, including a member of the National Guard or Reserves, who has a serious 
injury or illness incurred in the line of duty and is undergoing medical treatment, recuperation, or therapy; 
or is otherwise in outpatient status; or is on the temporary disability retired list. 
 
For purposes of Military Caregiver Leave, a “single 12-month period” is defined as a rolling year beginning 
with the first day of the leave. An eligible employee is entitled to a combined total of 26 weeks of Military 
Caregiver Leave and leave for any other FMLA qualifying reason in a single 12-month period, provided 
that the employee may not take more than 12 weeks of leave for any other FMLA qualifying reason during 
this period. For example, in a single 12-month period, an employee could take 12 weeks of FMLA to care 
for a newborn child and 14 weeks of Military Caregiver Leave, but could not take 16 weeks of leave to care 
for a newborn child and 10 weeks of Military Caregiver Leave. 
 
It is the employee’s responsibility to provide complete, sufficient, and timely certification when requesting 
leave. 
 
Procedures 
 
Request for Family and Medical Leave 
The University partners with CareWorks to administer its FMLA program for exempt and non-exempt staff. 
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The procedures are as follows: 
 

 To obtain information regarding FMLA leave, to initiate a FMLA request, or to report time off related 
to an existing claim, employees must contact CareWorks at 1-888-436-9530 between 8:00 AM and 
8:00 PM Eastern Time, Monday through Friday. 

 Employees must submit completed paperwork by mail or fax to 888-436-9530. Failure to provide 
the medical certification by the deadline provided in correspondence by CareWorks may result in 
a delay or denial of the FMLA request. 

 CareWorks will contact the employee directly about the status of the FMLA request. 
 

Any faculty member requesting a FMLA must apply through the Office of Human Resources and the Office 
of the Provost and does not contact CareWorks. The Faculty Family and Medical Leave Policy can be 
viewed at http://facultyhandbook.nd.edu. 
 
Employee Notice Requirements 
In the event a FMLA leave is required for planned medical treatment, the course of treatment should be 
scheduled so as not to unduly disrupt the department’s operations. Employees should consult with their 
department prior to arranging appointments so that a schedule can be agreed upon that best suits both 
employee needs and the needs of the department. If the leave is foreseeable, 30 days prior written notice 
to the University is required. When 30 days notice is not practicable, employees must notify their supervisor 
and CareWorks as soon as practicable and must comply with the department’s normal call-in procedures. 
If an employee is absent due to a FMLA qualifying reason, they must contact CareWorks as soon as the 
employee becomes aware of the need for an absence. The employee must also call their supervisor. 
Failure to provide proper notice may result in delay or denial of the leave, and may result in an attendance 
or other policy violation. 
 
Medical Certification 
When a FMLA leave is requested because of the employee’s own serious health condition, or the serious 
health condition of a covered family member, the University will require the employee to have their health 
care provider complete a medical certification form. The employee will have 15 business days to return the 
completed form to CareWorks. Correspondence to the employee from CareWorks will advise the employee 
of the due date of the medical certification. The employee’s failure to provide a complete and sufficient 
medical certification could result in denial of leave, unless and until the complete and sufficient medical 
certification is provided. 
 
The University reserves the right to request and obtain a second opinion of a serious health condition from 
a health care provider at the University’s expense. In the event that the first and second opinion differ, the 
University may request and obtain a third opinion. The third opinion would be binding. 
 
Medical Certification During Extended Leave 
Employees on an extended medical leave that does not qualify under FMLA or STIR must provide medical 
certification to the Office of Human Resources. 
 
Continuation of Benefits 
While on FMLA and for up to one year while on Salary Continuation, Short-Term Income Replacement or 
Extended Medical Leave for personal illness, certain employee benefits will continue. 
 
Specifically, 
 

 Benefits funded in full by the University such as base life insurance ($25,000), long-term disability 
insurance, and educational benefits continue during this period. 

 For the first six months of an employee’s own medical leave, the University subsidizes and the 
employee pays their regular share of the premium for their elected benefits. 

http://facultyhandbook.nd.edu/
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 For the second six months, the University subsidizes and the employee pays their regular share of 
the premium for their medical insurance. The employee continues to pay the full cost of 
supplemental and dependent life insurance and other applicable voluntary benefits. The employee 
will be offered COBRA for dental, vision and the Flexible Spending Account (for medical expenses), 
as applicable. 

 The Internal Revenue Code does not allow participation in the Dependent Care Flexible Spending 
Account while on medical leave. Dependent care expenses incurred during a medical leave are not 
eligible for reimbursement. An employee on an approved medical leave of absence may elect to 
change or suspend his/her Dependent Care election for the balance of the year. This change must 
be made through the Office of Human Resources. 
 

Once an employee is in unpaid status, applicable premiums costs are to be paid through automatic 
withdrawal. Employees are asked to sign a Promissory Note form and Authorization for Electronic 
Withdrawal form to authorize the University to withdraw the premium from the designated account no later 
than the fifth of the each month. Failure to make payment, sign the promissory note or discuss their 
situation, will result in termination of benefits by the University. 
 
 
Applies to: 
Regular part-time and full-time staff 
 
http://hr.nd.edu/nd-faculty-staff/forms-policies/family-and-medical-leave-fmla/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://hr.nd.edu/nd-faculty-staff/forms-policies/family-and-medical-leave-fmla/
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Short Term Income Replacement (STIR) 
 
Non-Exempt Staff 
The University of Notre Dame recognizes the importance of income protection when a staff member falls 
ill and is unable to work. 
 
Effective July 1, 2016, income protections for non-exempt staff have been enhanced to essentially match 
the corresponding benefits for exempt staff: the new Short Term Income Replacement program will provide 
non-exempt staff 100% income replacement in the event of an extended absence due to their own illness 
or injury. 
 
Eligibility 
This benefit is available beginning July 1, 2016, to regular full-time and part-time non-exempt staff who 
work a regular schedule of twenty hours or more per week. 
 
About the Benefit 
 
For complete information about the Short-Term Income Replacement (STIR) benefit, please consult the 
Short-Term Income Replacement policy. 
 
The Short-Term Income Replacement (STIR) benefit provides income replacement in the event of an 
extended work absence due to the staff member’s illness or injury. After a required waiting period of one 
calendar week, the benefit provides 100% of the staff member’s regular pay. 
 
Waiting period: Income replacement under STIR requires a waiting period of one calendar week. 
Incidental Days may be used to cover the waiting period; if no Incidental Days are available, vacation time 
will be used. Absences of one calendar week or less do not qualify for STIR and are covered instead under 
the University’s Incidental Days policy. 
 
Qualifying absences: An absence of more than one calendar week due to an eligible, non-work-related 
illness or disability may qualify for income replacement under STIR. Event eligibility is determined by 
CareWorks upon a review of the claim and medical evidence. 
 
Maximum length of coverage: The maximum period of time during which income may be replaced under 
STIR is defined by the health care provider but is not longer than 25 weeks. 
 
Payment 
 
STIR payments are paid through the University’s payroll system. Any applicable deductions and 
withholdings applied to the employee’s pay (such as insurance premium deductions and/or tax 
withholdings) are also applied to STIR payments. 
 
 
Reporting a Claim with CareWorks 
The University’s STIR program is administered by CareWorks. Staff must contact CareWorks if they 
believe they qualify for STIR. To initiate a claim, contact CareWorks: 
 

 By phone: (888) 436-9530 (8 am – 8 pm EST, Monday through Friday); language translation 
services are available; On the web:  https://timeoff.careworksabsence.com 

 
CareWorks coordinates with Family Medical Leave Act (FMLA) and/or Long Term Disability (LTD) when 
necessary. 
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Reporting an Absence 
 
Staff must notify their supervisor of any and all absences, planned or unplanned, as soon as known. 
 
 
Applies to: 
Regular part-time and full-time staff 
 
https://hr.nd.edu/benefits/time-off-leaves/short-term-income-replacement/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://hr.nd.edu/benefits/time-off-leaves/short-term-income-replacement/
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Workers’ Compensation Insurance 
 
Policy 
 
The University provides a Workers’ Compensation Insurance Program to protect staff from loss of income 
and/or cost of medical care attributable to a work-related injury or illness. The program covers personal 
injury, illness or death by an accident arising out of and in the course of employment. Coverage starts 
immediately upon employment. In general, Workers’ Compensation Benefits provide an eligible staff 
member with a 2/3-salary reimbursement up to allowable Indiana maximums. The University subsidizes 
the 1/3 difference of salary up to 100% of pre-injury earnings. 
 
Medical Treatment Services 
The University furnishes physician services and any other necessary medical care to the staff member. 
Notre Dame Wellness Center professionals on campus administer medical treatment for injuries incurred 
at work and determine necessary referrals to other physicians, specialists, or facilities. 
 
In cases of emergency, medical treatment that cannot be provided by the Notre Dame Wellness Center is 
provided by St. Joseph’s Regional Medical Center – Mishawaka emergency room. If transportation is 
necessary for treatment of the injury or illness, the Notre Dame Security/Police Department will determine 
the appropriate method of transportation to the proper medical facility. 
 
Expenses for work-related injuries not reported to the staff member’s supervisor, or expenses from medical 
facilities other than those indicated above, will not be eligible for reimbursement. Staff members who refuse 
to accept tendered medical services or refuse to undergo medical examination will face the possibility of 
losing all workers’ compensation benefits. 
 
Pay during Workers’ Compensation Related Absences 
 
Staff members off work as a result of a work-related injury or illness may be eligible for workers 
compensation payments beginning with the eighth calendar day of total disability at the rate of 2/3rds 
regular pay. Compensation is paid for the first seven calendar days only if the work-related disability 
continues more than twenty-one (21) days. The staff member will be paid for the additional 1/3rd pay 
subsidized by the University. 
 
All Workers’ Compensation issues and questions should be referred to the Risk Management and Safety 
Department or by calling 631- 5037. 
 
Procedures 
 
Detailed information on the reporting procedures followed by the University may be obtained from Risk 
Management and Safety by calling 574-631-5037. 
 
Reporting Responsibilities 
 
The staff member should: 
1. Inform their supervisor immediately of any work-related injury, no matter how minor 
2. By direction of their supervisor, have an evaluation of all work-related injuries or illnesses at the Wellness 
Center. 
 
The supervisor should: 
1. Send the staff member to The Wellness Center for evaluation with a Supervisor’s Report to the 
Wellness Center. 
2. Report the injury to Risk Management and Safety within 24 hours of the injury by completing a First 
Report of Incident form and submitting to the Office of Risk Management & Safety, 636 Grace Hall 

https://riskmanagement.nd.edu/workers-compensation/
https://riskmanagement.nd.edu/workers-compensation/
http://hr.nd.edu/benefits/ndwc/
https://riskmanagement.nd.edu/assets/182264/report_to_the_wellness_center.pdf
https://riskmanagement.nd.edu/assets/182264/report_to_the_wellness_center.pdf
https://obforms-prod.cc.nd.edu/appnetob/UnityForm.aspx?d1=AUuBTBdhUGr5WTd3Iby20sGLR1rNM0XpKAYrmuHzx8Q1yCYwiZXJv3zl1caXg%2f1VczuxpXy7SiXou7AAvD1zyRsSl0o57tnLypWzLqaeMACUOrPSmxAtQzfZkdkVWrzRT%2fzrK95NSutI5QfgL9fggvobojqwzWbYOUzd7FM6pYbFetv9EtJ2ij1rimtjMDluz5%2bgztXjNvl%2fQCmVJWsdPlw%3d
https://obforms-prod.cc.nd.edu/appnetob/UnityForm.aspx?d1=AUuBTBdhUGr5WTd3Iby20sGLR1rNM0XpKAYrmuHzx8Q1yCYwiZXJv3zl1caXg%2f1VczuxpXy7SiXou7AAvD1zyRsSl0o57tnLypWzLqaeMACUOrPSmxAtQzfZkdkVWrzRT%2fzrK95NSutI5QfgL9fggvobojqwzWbYOUzd7FM6pYbFetv9EtJ2ij1rimtjMDluz5%2bgztXjNvl%2fQCmVJWsdPlw%3d
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3. Report a staff member’s absence(s) due to a work-related illness or injury for: 
 Salaried Exempt: Leave of Absence form 
 Salaried Non-Exempt: Report of Absences and Overtime form 
 Hourly Non-Exempt: Ultra-time electronic keeping system (see UltraTime task on InsideND) 

 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 

 
http://hr.nd.edu/nd-faculty-staff/forms-policies/worker-s-compensation/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

https://hr.nd.edu/assets/60818/leave_of_absence_form.xls
http://controller.nd.edu/assets/93489/absence_ot_form.xls
https://inside.nd.edu/
http://hr.nd.edu/nd-faculty-staff/forms-policies/worker-s-compensation/
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Additional University Policies and Procedures 
 

Educational Benefits  
 
The University offers a variety of educational benefit plans to assist faculty, staff, retirees, their 
spouses and children in achieving their educational goals. 
 
Faculty, Staff, Retirees, & Spouses 
 
Educational Benefit for Notre Dame Classes 
 
Upon employment, full-time faculty, staff, and their spouses; postdoctoral research employees 
and their spouses; interns and their spouses; and visiting faculty and their spouses are eligible for 
tuition remission for courses at Notre Dame. This benefit also applies to retired faculty and staff, 
and their spouses. The program provides 90% tuition remission for undergraduate courses and 
100% tuition remission for graduate courses for a maximum of one (1) course up to three (3) 
credits per semester or summer. More detailed information on requirements and application 
procedures is available at: 
http://hr.nd.edu/nd-faculty-staff/forms-policies/notre-dame-educational-benefit/ 
 
 
Staff Only 
 
Non-Notre Dame Tuition Reimbursement Program 
 
Full-time staff are eligible for the Non-Notre Dame Tuition Reimbursement Program. This program 
provides reimbursement for one (1) course up to three (3) credits, each spring, summer, or fall 
semester with a maximum reimbursement amount of $1,500.00 per academic year for courses 
taken at an accredited institution towards an undergraduate or graduate degree. Qualifying 
courses must be reasonably related to present or future work assignments at Notre Dame or must 
be in pursuit of a post-secondary education to achieve an undergraduate or a graduate degree at 
an accredited institution. Job-related certification, skills, or trade training is also reimbursed up to 
$750. Additional information on the requirements and application procedures is available at: 
https://hr.nd.edu/nd-faculty-staff/forms-policies/non-notre-dame-tuition-reimbursement/ 
 
 
Fred E. Freeman Staff Scholarship 
 
Regular, full-time non-exempt staff employees with at least three (3) years of full-time service are 
eligible to apply for the Fred E. Freeman Staff Scholarship. This fund provides tuition 
reimbursement for post-secondary education, certification, or college degree programs up to a 
maximum of $1000 per semester, per employee. Additional information on requirements and 
application procedures is available at: 
https://hr.nd.edu/nd-faculty-staff/forms-policies/fred-e-freeman-staff-scholarship/ 
 
Children’s Education Benefits 
 
The University provides education benefits to the children of eligible faculty and staff and to eligible 
retirees. Specific information on these benefits is available at: 

http://hr.nd.edu/nd-faculty-staff/forms-policies/notre-dame-educational-benefit/
https://hr.nd.edu/nd-faculty-staff/forms-policies/non-notre-dame-tuition-reimbursement/
https://hr.nd.edu/nd-faculty-staff/forms-policies/fred-e-freeman-staff-scholarship/
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Notre Dame Educational Benefit: 
https://hr.nd.edu/nd-faculty-staff/forms-policies/notre-dame-classes---children/ 
 
Saint Mary’s College Educational Benefit 
https://hr.nd.edu/nd-faculty-staff/forms-policies/saint-mary-s-classes---children/ 
 
Other Colleges & Universities Benefit 
https://hr.nd.edu/nd-faculty-staff/forms-policies/other-colleges-universities---children/ 
 
 
 
Applies to: 
Regular part-time and full-time staff 
 

https://hr.nd.edu/nd-faculty-staff/forms-policies/educational-benefits/ 
 
 
  

https://hr.nd.edu/nd-faculty-staff/forms-policies/notre-dame-classes---children
https://hr.nd.edu/nd-faculty-staff/forms-policies/notre-dame-classes---children/
https://hr.nd.edu/nd-faculty-staff/forms-policies/saint-mary-s-classes---children
https://hr.nd.edu/nd-faculty-staff/forms-policies/saint-mary-s-classes---children/
https://hr.nd.edu/nd-faculty-staff/forms-policies/other-colleges-universities---children
https://hr.nd.edu/nd-faculty-staff/forms-policies/other-colleges-universities---children/
https://hr.nd.edu/nd-faculty-staff/forms-policies/educational-benefits/
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Security Policies 

 

Fraud  
 
Campus Dining and its staff members must, at all times, comply with all applicable laws and regulations. 
Campus Dining does not condone staff who violate the law or act unethically. Fraud and conspiracy to 
commit fraud are viewed as one and the same, and such actions will not be tolerated. 
 

 Fraud is defined as any deceit, trickery, or indecent action perpetuated for gain (financial or 
otherwise). 

 Staff Conduct – all business conduct should be well above the minimum standards required by law. 

 Prompt Communication – if a staff member experiences or is witness to fraud at or pertaining to 
Campus Dining, that staff member has a responsibility to communicate the transgression to an 
immediate supervisor as quickly as possible. 

 Privacy and Confidentiality – privacy is of the utmost concern. All claims of fraud will be kept in the 
strictest confidence whenever possible. Campus Dining does not tolerate discrimination of any kind 
including that towards a staff member who raises a good faith fraud concern (whistle-blower). 

 Consequences – any staff member determined to have (1) committed fraud, (2) known of fraud and 
failed to report such knowledge, (3) knowingly made a false fraud claim, or (4) discriminated against 
a whistle-blower will be subject to disciplinary action up to and including separation of employment, 
recovery of loss damages, and criminal prosecution. 

 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
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Key Control  
 
The security of our Campus Dining facilities is a shared responsibility by all staff. It is every staff member’s 
responsibility to participate in safe keeping practices of issued keys. To keep our staff and customers safe, 
and to protect the assets of the University, each key holder is responsible for any and all keys issued to 
him/her at all times. 
 
Issuance Procedures: 

 A Department Head or equivalent will determine if a staff member shall be assigned a master key. 
Once key assignment has been approved, the Department Head will contact the Assistant Director 
of Marketing and report that a key has been assigned. 

 Only a unit manager can approve the assignment of keys. 

 The Assistant Director of Marketing will keep a list of all staff assigned a key. 

 Once a key has been received, security of the key must be maintained at all times. 

 At the end of a shift, keys must be returned to the unit manager. 

 The Assistant Director of Marketing will conduct random audits of keys with all Departments. 
 
Lost Key Procedure: 

 If a key is lost or misplaced, a supervisor must be notified immediately. 

 The supervisor or Unit Manager will notify the Assistant Director of Marketing immediately if a key 
has been misplaced, lost or stolen. 

 After a search is conducted for the lost key, the unit manager will evaluate the situation with the 
Human Resources Consultant.  
 

Progressive Discipline Procedure Related to Keys: 

 The first offense of losing a key may result in corrective action 

 Additional offenses of lost keys will result in further corrective action up to and including termination.  

 If any Department fails to account for any keys, the Department Head will be subjected to 
disciplinary actions in line with the corrective action procedures for administrators.  

 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
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Inclement Weather  
 
Policy 
The University recognizes that adverse weather conditions can impact University operations. While every 
attempt is made to maintain normal operations and services for the benefit of students, faculty, and 
employees, it may occasionally be necessary to close the University when extreme weather conditions 
occur. In such circumstances, any decision to close University operations is made by the Provost and/or 
Vice President for Business Operations. 
 

Procedures 
 
Communication of Weather-related Closures 
Communication of any decision to close the University, whether during standard office hours (8:00 am – 
5:00 pm, Monday through Friday) or non-standard hours (evenings, weekends or holidays), is initiated by 
the Office of Human Resources and the Office of News and Information utilizing sources such as: local 
media; voice mail and e-mail messages to Department Heads; telephone calls to key University 
departments; and announcement via the Notre Dame web site home page. 

 
When a decision to close the University occurs while employees are at work, individual departments will 
be notified as outlined above and should immediately communicate to all affected employees in their 
reporting structure. 

 
Compensation 
 
University Closure – Limited Staffing Mode 
When a limited staffing mode of operation is implemented during weather-related closure of the University, 
employees designated as critical to continuing operations are expected to make every reasonable effort to 
report to work. Departments will determine which positions are designated as critical and will communicate 
this designation to employees. The University may elect to provide transportation to critical employees who 
are unable to report. 
 
Staff Employees (non-exempt) who report to work during a “limited staffing mode” will be paid their straight 
time hourly rate for the hours they were scheduled to work plus straight time pay for hours actually worked. 
For example: 
 

 A critical employee normally working 8 hours who reports and works 8 hours during an inclement 
weather closure will receive 16 hours of pay. 

 A critical employee normally working 8 hours who reports and works 12 hours during an inclement 
weather closure will receive 20 hours of pay. 

 A critical employee normally not scheduled to work on the inclement weather closure day but who 
is called in and reports to work and works 4 hours will receive 4 hours pay for the hours actually 
worked. 

 
As with a standard workweek, a staff (non-exempt) employee will be paid at one and one-half times their 
hourly rate for any hours actually worked over 40 in a workweek in which an inclement weather closure 
occurs. 
 
Administrative (Exempt) employees who report to work during “limited staffing mode” will be paid their 
regular semi-monthly pay amount and are not entitled to additional pay. 
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University Closure – Limited Staffing Mode – Extended Shifts 
 
In circumstances where inclement weather conditions require limited staffing mode employees to remain 
on campus between regular or extended work shifts, the following compensation practices will apply: 
 
Employees who work an extended shift during a limited staffing mode will be paid for all hours actually 
worked. Hours paid will not include hours spent sleeping or eating. Only hours actually worked will be 
counted in the calculation of overtime.  
Employees who have met the 40 hours worked requirement for overtime while working when the University 
is closed will be paid the regular overtime rate of one and one-half times their base rate for all hours worked 
beyond 40 in that workweek. 

 
University Closure – All Others 
 
When the University is closed at the beginning of the day or shift, employees who are scheduled but not 
required to report will receive straight time pay for the hours scheduled to work. 
 
Employees who report to work because of a late announcement of closure by the University (i.e., an 
announcement made less than one hour before the start of the shift) will receive an amount equivalent to 
two hours of straight time pay in addition to their regular straight time pay in consideration of their having 
reported. This two-hour payment is not counted as hours worked for overtime purposes. 
 
Employees not scheduled to work due to planned vacation, personal days, and leaves of absence will not 
be compensated for the closure of the University due to inclement weather. 
 

Weather-related Absences when the University Remains Open 
 
Employees are expected to make every reasonable effort to report to work during adverse weather 
conditions. Employees who are unable to report to work because of adverse weather conditions when the 
University remains open may use accrued vacation or personal time to receive pay for the absence. 
 
If adverse weather conditions develop during the work shift, but the University remains open, an employee 
may request a voluntary early release from their supervisor. If the department head approves an early 
release, the employee may choose to take the time without pay or to use accrued vacation or personal 
time. The department is responsible for completing the appropriate forms regarding the absence. Unpaid 
absences in these circumstances are considered occurrences under the University policy on attendance. 

 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 

 
https://hr.nd.edu/nd-faculty-staff/forms-policies/inclement-weather/  
 
 
Campus Dining Addendum  
 
Campus Dining staff (excluding office/clerical) are considered critical to continuing operations.  If students 
are on campus and a snow/blizzard emergency is called, our primary goal will be operation of North Dining 
Hall, South Dining Hall, Religious Houses and the CCE.  Auxiliary operations would continue their normal 
operation with possible supplementation from other units if Auxiliary employees are unable to report for 
work.  If adequate staffing is available, we may also open the Huddle and Duncan Student Center. 
 

https://hr.nd.edu/nd-faculty-staff/forms-policies/inclement-weather/
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Campus Dining Policies and Procedures 
 

 

   Safety – Injury Reporting 
 
Safety is everyone’s responsibility.  Monthly training is offered to all staff members on various safety topics.  
Your supervisor will schedule you to attend training sessions.  
 
 
Although we focus on prevention of injuries, sometimes they happen.  The following are responsibilities 
and procedures to follow when an injury occurs: 
 

1. Report the injury to your supervisor 
2. Seek treatment if needed 

Non-Emergency 

 Notre Dame Wellness Center 

 Med Point 24 (if Wellness Center is not open) 
Emergency 

 St. Joseph Hospital Emergency Room (preferred) 
3. Upon returning to work, give your Return to Work (RTW) slip to your supervisor as soon as 

possible 
 

 
Supervisor/Manager Responsibilities 

1. Complete and submit an Incident report 

 If staff is taken to an ER, submit any information you have immediately to provide 
awareness to Risk Management Services (RMS) of the situation; also allows Wellness 
Center to contact the ER for information 

2. Obtain staff member’s Return To Work form 
3. Make immediate notification (to RMS and Director Hospitality Training & Development) if staff 

member is taken off work    
4. Communicate with Wellness Center regarding restrictions/limitations 
5. Notify RMS immediately of any change to work status 
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Cell Phone Usage 
 
In keeping with our commitment to staff safety, cell phones are not to be used in the work area for any 
reason including texting, emailing, checking the time and using the calculator.  Calculators may be provided 
if you need one.   
 
Cell phones may be used during authorized rest and meal breaks in an authorized break area.   
 
Earbuds and headphones are prohibited in all operations for safety reasons unless otherwise specified by 
Senior Management. 
 
If food handling staff touch a cellphone during food preparation, he/she must wash hands and put on new 
gloves immediately.  
 
Failure to comply with this policy may result in corrective action. 
 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
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Lockers 
 
If you have been issued a locker, you should not keep valuables or cash in your locker.  In the event of 
problems or damage to your locker, you should report it immediately to your supervisor. 
 
During your employment, you may be requested to provide a spare key or lock combination number to 
the unit management.  This is necessary for several reasons: 
 
1. In the event of an accident, or other serious situations, your manager may have to gain entrance to 

your locker to provide you or your family with personal possessions. 
 

2. Our pest control company is expected to keep our facilities free from infestation.  To do this, there are 
times that access is required to lockers; however, this is done only in the presence of a supervisor. 
 

3. At times, locker checks may be made for security reasons, laundry checks, or sanitation checks.  When 
this is done, it will be done by management and will be done in your presence. Any prohibited items 
found in a staff member's locker will be confiscated, wrapped and tagged in the presence of witnesses, 
and sent to the Lost and Found Department. Disciplinary action, as appropriate, will be carried out. If 
the confiscated property belongs to the University, it will be returned to the respective department or 
be destroyed as advised. If it is staff’s property, it may be returned to the staff member on his or her 
departure. 

 

4. Knife boxes in the kitchens are maintained to allow staff to safeguard their University equipment and 

may be opened at any time by management for inspection purposes. 

 
NOTE:  Some Campus Dining facilities do not have lockers.  See your unit manager with any questions 

on securing personal property 

 
 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
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Appearance and Grooming  
 
As a staff member and representative of Campus Dining, you are expected to take pride and care in your 
personal appearance.  In general, you must be neat, clean, and well-groomed in your appearance.  To 
assist you in projecting your best image, we have set the following appearance and grooming standards 
which are to be maintained by all staff.  For the protection of our customers, many of our standards, 
practices, and requirements exceed those of local Health Department regulations.   
 
It is each staff member’s responsibility to abide by these standards.  Your manager reserves the right, at 
his/her sole discretion, to determine on a case-by-case basis, what is, and is not, appropriate.  If you report 
to work in an unprofessional appearance or dress, or if any of these standards are not met, you will not be 
permitted to work until the problem is corrected. 
 
Any medical or religious exceptions to the appearance and grooming standards must be presented to 
Human Resources for review and determination.  Campus Dining’s appearance and grooming standards 
are subject to change with or without notice at the sole discretion of the leadership team.   
 
Any staff who appear to be in a condition which is deemed offensive or considered hazardous to the safety 
of himself or others will not be allowed to start or continue working until the staff member can work safely.  
A staff member may be required to seek medical or other appropriate care. 
 

NOTE:  Some units will have additional appearance and grooming requirements.  Your unit 

manager will provide you with this information.  

 
 
Personal Hygiene 
 

 The staff member is neat and clean, and teeth are kept clean. 

 Body odor and lingering aroma from smoking or foods with strong smells, such as garlic, are absent. 

 Any perfumes, cologne, scented lotion, and aftershaves are used sparingly. Food handling staff 
members are not permitted to wear them. 

 Sneezes and coughs are covered 

 Gum is NOT chewed 

 If a food handling staff member has an open or exposed cut, wound or sore, it must be covered 
with a double barrier on order for the staff member to work. 
 

 
Hand Washing 

 
Hand washing is a critical component of food safety.  

 

Staff members must clean their hands and exposed portions of their arms and put on clean gloves 

immediately before engaging in food preparation including working with ready to eat exposed food, clean 

equipment and utensils, unwrapped single service, single use articles, and: 

 

 Before starting a new food service task. 

 After touching bare human body parts other than clean hands and exposed portions of arms. 

 After touching hair, ears, mouth, jewelry, or cellphone. 

 After using rest room (toilet) facilities.  Hands are also to be washed after returning from breaks or 

meal periods. 

 After coughing, sneezing, using a handkerchief or disposable tissue and after using tobacco. 
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 After handling soiled equipment or utensils. 

 During food preparation, as often as necessary to remove soil and contamination and to prevent 

cross contamination when changing tasks. 

 When switching between working with raw food and working with ready-to-eat food. 

 After engaging in other activities that contaminate the hands. 

 

Staff members must clean their hands in a hand washing sink or approved automatic hand washing facility 
and must not clean their hands in a sink used for food preparation, or in a service sink or a curbed cleaning 
facility used for the disposal of mop water and similar liquid waste. 
 
Clothing, Uniforms, and Head Coverings 
 

 Staff members must be dressed in clean uniforms (including any uniform outwear), which are 

provided by the University.  Staff members who resign or are terminated are expected to return 

their uniforms. 

 

 Staff members destroying or neglecting their uniforms or those of others will be subject to corrective 

action. 

 

 Staff members are expected to report to their job assignment in a clean and complete uniform daily.  

Uniforms must be worn as designed, for example, jackets closed and buttoned; hats on with bills 

facing forward; and if staff members wear special items, such as a back brace for lifting, the item 

should be properly worn at all times. 

 

 No pins are allowed to be worn on the uniform, including the hat and apron. 

 

 Food handling staff members must wear an approved head cover.  Food handling staff members 

and those involved in cleaning and sanitizing utensils and equipment will effectively restrain hair 

using the following procedures: 

 
o Wear a clean cap, hairnet, or a Chef’s hat.  It will be worn in a manner that covers all hair, 

including the front of the hair.  Any long hair that hangs below the collar must be pulled back 

and restrained.  Hair that falls over the staff member’s shoulders when leaning forward or 

bending over is not effectively restrained. 

 

o Beard restraints are required for staff members with facial beards. 

 

o For catering servers and dining hall staff members working as catering servers:  This job 

function is considered the same as other food handlers and follows the same policies and 

procedures (i.e. hair is pulled back and any hair that falls below the collar is restrained.  

 
 

Office Attire 
 
Business attire is the expected dress from Monday through Thursday.  Business casual attire is acceptable 
on Friday according to the manager’s discretion.  Business attire is defined as slacks, skirts, dresses, 
blouses, sweaters, and jackets for women, and slacks, dress shirts, and ties for men.  Business casual 
includes sportier clothing, such as sport shirts and khaki pants with or without a Notre Dame logo.  
Sneakers, non-Notre Dame sweatshirts, and sweatpants are not considered business casual.  All business 
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and business casual attire should be neat, clean, and professional looking.  Clothes should not be wrinkled, 
stained, torn, or excessively worn.  Shoes should be kept clean and polished without excessive scuffmarks. 

 
During the summer months when many of the students are on break, the office attire from Monday through 
Friday is business casual, according to the manager’s discretion.  Examples of appropriate attire are sport 
shirts, sleeveless tops, sundresses, capris, denim skirts/dresses, khaki pants, clogs and sandals.  Nylons, 
socks, and ties are optional, depending on departmental activities, customer visits, and/or meetings.  
Examples of inappropriate attire are t-shirts, tank tops, spaghetti-strap tops, halter tops, crop tops, shorts, 
miniskirts, sneakers, and flip flops.  In spite of the heat, good judgment should be used at all times to 
maintain a professional and positive image. 
 
 

Slip Resistant Shoes    

 

All staff members, including temporary, who spend a majority of their work time on quarry tile, terrazzo, or 

other hard floor surfaces, face a high risk for slip related accidents because of the nature of the work area.  

Water, grease, and food occasionally add to the potential of slipping on the floor surface.  This policy is 

created to help minimize that risk. 

 

All regular staff and Temporary staff whose regular work environment includes working or walking on a 

hard floor surface such as quarry tile, terrazzo, concrete or other hard surfaces are required to wear a 

black shoe that is slip resistant.   This sole must offer a coefficient of friction (COF) on a tile floor of 0.8 and 

a COF of 0.6 on a wet tile floor.  Most shoes advertised as slip resistant will suffice. 

 

In addition, shoes must be kept in good repair to enhance their safety value.  Shoes must be replaced or 

repaired if wear creates a safety hazard.  This includes sole tread worn smooth, or the heel worn to a 

significant angle where contact with the floor is not made with the tread of the sole.  Most slips and falls 

occur when the heel of the shoe meets the floor surface at an angle, with the least amount of sole area, 

the lowest coefficient of such and the highest potential to slip. 

 

All staff are offered the opportunity to order a pair of shoes (priced at $40) from Shoes for Crews, or to 

bring in a personally purchased verified slip resistant shoe (literature or tags attached to the shoe when 

purchased must be provided to the unit manager to verify their acceptability).  A $40 reimbursement will 

be issued, payable one time per year by the unit, if all required material is turned in including a receipt for 

purchase of this item. Receipts must be turned in to the unit manager within 30 days of purchase. 

 
Nametags 
 
The nametag is visible and straight, worn on the shirt or apron only. 
  
The nametag is free of soil and decoration. 
 
 
Male Facial Hair 
 
Small, well-trimmed, conservative mustaches are allowed.  Well maintained beards will be allowed but 
must be covered by a beard restraint.  
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Fingernails 
 
Fingernails must be free from dirt.  Nail polish and false nails are not permitted to be worn by food handling 
staff members.   Fingernails must be kept at active length and be well groomed (no rough edges)  
 

Tattoos 

 
Visible tattoos must be covered if they portray images or words that are offensive (i.e. would not be allowed 
on a t-shirt in a high school setting). 

 

Jewelry 

 
Earrings are allowed to be worn in ears, and staff members are asked to use discretion in the size and 
style of earring worn.  Large, dangling earrings are not permitted. Staff members will be asked to remove 
jewelry for food safety reasons if it is continuously handled (i.e. touched, played with). 
 
Tongue bolts and lip jewelry (rings and studs) are not allowed while at work.  
 
For food handling staff members, only a plain wedding band is to be worn. No bracelets (including medical 
ID) or watches will be worn on the wrist and necklaces must be worn above the collar or tucked inside the 
uniform 
 
 
 
Applies to: 
Regular part-time and full-time staff 
Temporary staff 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 78 

 
 
 
 
Staff Handbook Acknowledgement 
 
 
I acknowledge that I have been informed of and have access to the Campus Dining Staff Handbook. I 
further acknowledge that this Handbook supersedes any and all prior Handbooks, as well as any and all 
oral statements which may be contrary to the statements in this Handbook. I specifically understand the 
policies and procedures for Sexual and Discriminatory Harassment, Drug and Alcohol Abuse, and 
Safety. I further understand that: 
 

1. My employment is governed by the contents of this Handbook, and that it is my responsibility to 
familiarize myself with and understand all information contained in this Handbook.  
 

2. This Handbook is neither an employment contract nor an agreement guaranteeing employment 
for any specific period of time. I further understand that I may voluntarily leave Campus Dining at 
any time for any reason and that Campus Dining may terminate my employment at any time for 
any reason. 
 

3. I also understand that Campus Dining reserves the right to retract, revoke, or change the 
provisions of this Handbook from time to time at its sole discretion. I further understand that 
Campus Dining expressly reserves the right to modify any of the provisions of the Handbook at 
any time and without notice. I agree to be bound by and observe the changes in all respects. 
 

4. I have received instruction for accessing the Handbook through InsideND and have the 
opportunity to print a copy of the handbook using my own resources if I choose to do so. 
 

5. Handbooks are revolving documents and changes may occur. I also understand that I am 
personally responsible for reviewing, knowing and complying with updates. I further understand 
that all updates will be integrated in the Handbook, which is available on InsideND and in my 
Campus Dining unit.  

 
 
 
 
 
 
 
 
Staff Member Name:  ________________________________________   
 
 
Staff Member Signature: ________________________________________ 
 
 
Date:    ________________________________________  


