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2. HUMAN RESOURCES POLICIES 
 
2.1 EMERGENCY CONTACT INFORMATION 

It is the responsibility of all individuals who work for the UA System Office to keep their emergency 
contact information current. This includes accurate and up to date address, phone and email information 
for the employee and the same information regarding individual(s) who should be contacted in the event 
of an emergency concerning the employee. This information should be provided in isolved. 

When employees experience a change in their address, phone, or other relevant information, it is their 
ultimate responsibility to inform their supervisor and update their information in isolved.  

Periodic requests may be made by the UA System Office HR Department and supervisors or department 
heads to employees to ensure that employee emergency contact information is current.  

Emergency contacts will only be contacted in the event of a legitimate emergency concern. 

 
2.2 STANDARDS OF BEHAVIOR 

Employees are expected to perform their work and conduct themselves in such a manner that reflects 
professionalism, is respectful toward others, brings credit to the UA System, and complies with all 
applicable laws and UA System policies. Poor performance or misconduct may result in disciplinary action 
under the UA System Office’s Progressive Discipline Policy of this handbook, up to and including 
termination of employment. 

 
To assure orderly operations and provide the best possible work environment, the UA System Office from 
time to time establishes general work rules.  Although it is not possible to list all the forms of behavior that 
are considered unacceptable in the workplace, the following are examples of the types of infractions 
which can result in disciplinary action up to and including immediate termination.  To avoid such severe 
consequences, follow simple common sense, read and understand this list of examples, and ask a 
supervisor before engaging in any questionable activity.  Some of these work rules may also be covered by 
other UA System Office policies. 

 
• Insubordination or lack of cooperation.  
 
• Failing to follow instructions of, or to perform work requested by, the supervisor.  
 
• Violation of Equal Employment Opportunity, Harassment or Workplace Violence policies.  
 
• Failing to meet reasonable standards of e



Page | 9  
 

 
• Abusing, damaging, wasting, stealing or inappropriately removing or possessing UA System Office 

property, records, or the property of other employees.  
 
• Falsifying your employment application or making misrepresentations on any other personnel 

records.  
 
• Falsifying records or forms with reasons for absences or leave.  
 
• Dishonesty or falsifying UA System Office reports or committing fraud with regard to any records 

(including time sheets, expense accounts, etc.).  
 
• Failure to prepare and submit required reports and/or records in a timely manner.  
 
• Fighting, threatening violence, or otherwise starting a disturbance on UA System Office premises or 

while performing job duties, including, but not limited to, assaulting, or intimidating a UA System 
Office employee or non-employee.  

 
• Unauthorized possession of firearms, knives, weapons, explosives, or dangerous substances while 

performing job duties or on UA System Office premises.  
 
• Reporting to work in a condition unfit to perform your duties, including reporting to work with 

measurable amounts of illegal drugs, intoxicants, or controlled substances in your system or being 
under the influence of alcohol, drugs, or controlled substances.  

 
• Possessing, consuming, or selling alcohol, illicit drugs, or controlled substances on UA System Office 

premises or while performing your job duties.  The only exception to this rule is if the UA System 
Office authorizes that alcohol may be served at a UA System Office approved function.  

 
• Violating a UA System Office safety, fire prevention, health, or security rule, policy, or practice; or 

creating or contributing to unhealthy or unsanitary conditions.  
 
• Smoking.  
 
• Acting in conflict with the interests of the UA System Office. 
 
• Boisterous or disruptive activity in the workplace.  
 
• Conduct leading to damage of UA System Office owned property.  
 
• Disclosing confidential UA System Office information without authorization.  
 
• Unauthorized solicitation or distribution on UA System Office property.  
 
• Performing work other than UA System Office assignments during working hours.  
• Conducting a lottery or gambling on UA System Office premises.  
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• Using profanity.  
 
• Failing to fully cooperate in any UA System Office investigation.  
 
• Failing to notify the UA System Office of an accident as soon as possible.  
 
• Abuse of phone or other communication systems for personal use.  
 
• Violation of any other UA System Office policies. 

2.3 HARASSMENT 
The UA System Office is committed to providing an environment for employees, students, and visitors 
that is free from illegal harassment based on race, color, religion, national origin, sex, sexual orientation, 
gender identity, gender expression, age, genetic or family medical history, disability, veteran status, or 
any other protected class in its programs and services.  Such illegal harassment violates federal civil 
rights laws and the UA System Office’s nondiscrimination policy.  All UA System Office employees must 
understand that harassment based upon one’s protected class will not be tolerated, and that they are 
required to abide by the following policy. The UA System Office will take appropriate action to prevent, 
correct, and where warranted, discipline behavior that violates its Harassment Policy.  Discipline could 
include discharge. 

The UA System Office implements its Harassment Policy through preventive education and training and 
through procedures for investigating and resolving claims of harassment.  Individuals who believe they 
are being harassed are encouraged to report the problem to appropriate administrative officials. 
Information about appropriate complaint channels and the procedures for resolution of claims of 
harassment follows and can also be obtained from the UA System Office HR Department.  

The UA System Office encourages employees to report any problem or complaint of harassment. No one 
will be subject to, and the UA System Office prohibits, any form of discipline, reprisal, intimidation, or 
retaliation for good faith reporting of incidents of harassment of any kind, pursuing any harassment 
claim, or cooperating in related investigations.  Any employee who retaliates against another employee 
for good faith reporting of incidents of harassment of any kind, pursuing any harassment claim, or 
cooperating in related investigations is subject to disciplinary action, up to and including discharge.   

The UA System Office is committed to enforcing this policy against all forms of harassment.  However, 
the effectiveness of the UA System Office’s efforts depends largely on employees reporting 
inappropriate workplace conduct.  If employees feel that they or someone else may have been 
subjected to conduct that violates this policy, the employee should report it immediately.  If employees 
do not report harassing conduct, the UA System Office may not become aware of a possible violation of 
this policy and may not be able to take appropriate corrective action.    

This Harassment policy shall not, however, be used to bring frivolous or malicious complaints against 
other employees. If a complaint has been made in bad faith, disciplinary action may be taken against the 
person bringing the complaint.  In cases of alleged illegal harassment, the protections of the First 
Amendment must be considered if issues of speech or artistic expression are involved.  
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2.3.1 SEXUAL HARASSMENT 
All UA System Office employees are prohibited from harassing employees and other covered 
persons based on that individual’s sex or gender (including pregnancy and status as a 
transgender or transsexual individual) and regardless of the harasser’s sex or gender. 
 
Sexual harassment means any harassment based on someone’s sex or gender.  It includes 
harassment that is not sexual in nature (for example, offensive remarks about an individual’s sex 
or gender), as well as any unwelcome sexual advances or requests for sexual favors or any other 
conduct of a sexual nature, when any of the following is true: 

• Submission to such conduct is made, either explicitly or implicitly, as a term or condition 
of employment; 

• Submission to or rejection of such conduct is used as a basis for evaluation in making 
personnel decisions affecting an individual; and/or 

• Such conduct has the purpose or effect of unreasonably interfering with an individual’s 
performance as an employee or creating an intimidating, hostile, or offensive 
environment. 

Examples of behavior that could be considered sexual in violation of this policy include but are 
not limited to:  

• Physical contact of a sexual nature, including touching, patting, hugging, or brushing 
against a person’s body; 

• Explicit or implicit propositions or offers to engage in sexual activity; 
• Comments of a sexual nature, including sexually explicit statements, questions, jokes, or 

anecdotes; 
• Remarks about sexual activity; 
• Speculation about sexual experience;  
• Exposure to sexually oriented graffiti, pictures, texts, posters, or materials; and/or 
• Online postings in any social media platform, including Facebook, Twitter, Instagram, 

Snapchat, etc. that include derogatory statements or contain sexually suggestive 
content. 

This list is illustrative only, and not exhaustive.  No form of harassment will be tolerated.   

2.3.2 OTHER TYPES OF HARASSMENT 
The UA System Office’s Harassment Policy applies equally to harassment based on an 
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The letter of complaint shall state the nature of the problem, the pertinent facts, and the 
remedial action desired.  Within seven working days after receipt of the letter of 
complaint, the next level supervisor shall investigate the matter; meet with the employee 
and any other personnel involved, if deemed necessary or appropriate; and respond in 
writing.  The next level supervisor's response shall summarize what was done in 
investigating the complaint, what findings and/or conclusions were reached, and what 
action is being taken, if any. 

 
4. If a satisfactory resolution is not achieved at this level, the employee may elect to take 

the problem to the person at the next higher supervisory level, following the same 
procedure outlined in step 3 above. If the problem is not resolved at that level, the 
employee may continue this procedure upward through successive levels of authority. 

 
5. The last level of appeal shall be to the Chancellor of The UA System or his designee, 

whose decision will be final.  Review at the level of the Chancellor may be made solely on 
the basis of the letter of complaint, the supervisors’ responses, and any other writings or 
documents which have been identified in the course of processing the complaint.  

All materials generated in the above process are the property of the UA System Office. At the conclusion 
of the dispute all related materials will be held in a confidential file in the appropriate UA System Office 
location. This file will be separate from the official employee file(s). 
 
All materials generated in the above process or any resulting lawsuit will be stored and maintained in 
accordance with the UA System Office’s Department of Finance and Administration’s Document 
Retention Policy.  

 
2.6 CONSENSUAL INTIMATE RELATIONSHIPS 

Consensual intimate relationships exist when employees mutually and consensually become romantic 
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most current issue of the Diagnostic and Statistical Manual of Mental Disorders presented by the 
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(e) Employee is eligible for OJI Program wage benefits beginning on Monday (the fourth 
calendar day after the day of the OJI).  

Sick leave and annual leave will continue to accrue while OJI Program wage benefits are being paid. 
Employees off on OJI’s will be given the same holidays and holiday periods as other employees are 
given. 

Employees may use accrued benefit time in addition to the OJI Program wage benefit of 66 2/3% of 
regular pay (subject to the weekly maximum) to result in the employee receiving his or her full regular 
rate of pay. The accrued benefit time used to supplement the OJI Program wage benefit may exceed 33 
1/3% of the employee's regular rate of pay only if the employee's 66 2/3% OJI Program wage benefit is 
capped by the weekly maximum described above. No combination of the OJI Program wage benefit plus 
accrued benefit time may exceed 100% of the employee's regular rate of pay. 

The employee must notify his or her department of the request for OJI Program wage benefits and the 
request to use eligible accrued benefit time as a supplement. The employee is responsible for keeping 
the immediate supervisor or department/unit head and the HR Department of the System Office 
apprised of his or her status and projected date for return to work. The department/unit is responsible 
for submitting time records to Payroll for processing.  

If there is lost time resulting from an OJI, the employee may also have the lost time from work counted 
as time off under the Family and Medical Leave Act (FMLA), see the Family Medical Leave section of this 
handbook and the application of FML may be retroactive to the date the OJI occurred. If the reason for 
the employee’s OJI absence is due to a qualifying serious illness or injury, the UA System may notify the 
employee in writing that the leave will be counted as FML leave. In such a case, FML will run 
concurrently with the employee’s receipt of OJI Program benefits. Employees injured on the job who are 
eligible for FML should also complete an FML Medical Leave Request Form. Forms are available on the 
UA System Office’s website.  

The 180 day benefit period runs from the date of the OJI, regardless of the date medical treatment is 
sought.  

An employee who terminates employment with the System Office (voluntarily or otherwise) is not 
eligible for OJI Program lost wage benefits following his or her employment termination date.  

Employees with serious OJI’s are also expected to apply for benefits under the System Office’s Long- 
term Disability (LTD) Insurance Program. It is the sole responsibility of the employee to determine the 
estimated length of disability and to make application for LTD benefits in a timely manner.  

The HR Department will monitor the status of employees who are unable to work because of an OJI. 
Employees who are unable to return to full duty or to modified duty, if it can be accommodated by his 
or her department, within 180 days from the OJI may be discharged from employment.  

Any job status protection afforded by the Family Medical Leave Act or other System Office policy will be 
recognized in the administration of the OJI program.  

In coordination with the HR Department of the System Office, the employee’s supervisor, department 
manager or other designated manager/director will determine if the department will be able to 
reasonably accommodate any modifications imposed by the authorized treating physician. 

http://uasystem.edu/administration/
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OJI Benefits after 180 Calendar Days  
The length of time that an employee is entitled to receive OJI Program wage benefits shall not exceed 
180 days from the date of the OJI. Employees who are unable to return to full duty or to modified duty, 
if it can be accommodated by his or her department, within 180 days from the OJI may be discharged 
from employment.  
If it reasonably appears that, based upon the nature and severity of the OJI, the OJI will not be healed or 
otherwise resolved and the employee will not be released to full-time work status within 180 days, then 
on or about the 60th day from the date of the OJI the employee should contact the HR Department to 
discuss long term disability (LTD) benefits.  

If, on the 180th day from the date of the OJI, the employee is not on approved LTD benefits, they may be 
required to provide to the HR Department documentation from an approved physician to confirm the 
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Questions regarding outside employment and consulting activities should be discussed with the 
employee’s supervisor or referred to the HR Department of the UA System Office. 

 
2.10 PERSONNEL FILE PRIVACY 

It is the policy of the UA System Office to maintain a personnel file for each UA System Office employee.  
Employee files are confidential and are to be treated as such 
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1. An individual who has a regular part-time appointment will retain their service date when changing 
to a regular full-time appointment. 

2. An individual who has a regular full-time appointment will retain their service date when changing to 
a regular part-time appointment. 

3. An individual who has a full-time temporary appointment will retain their service date when changing 
to a regular part-time or regular full-time appointment.  

4. An individual who has a part-time temporary appointment and changes to a regular appointment will 
receive a new service date. 

5. An individual who changes from an irregular/contingent/on-
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of retiring individuals to determine whether or not the revolving door provision of the Alabama Ethics 
law applies to them.  

Individuals who retire from positions which may be subject to the revolving door provision as defined by 
the Alabama Ethics Commission should discuss their retirement/re-employment plans with the HR 
Department.  

In general, the revolving door provision applies to individuals who retire from positions of authority. 
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During summer and interim terms, graduate students may be allowed to work as Graduate Student 
Assistants without meeting the above enrollment criteria.  Students who have completed their degree 
programs generally should not continue working as student employees beyond the end of the academic 
term in which they graduate.  
  
Employing departments are responsible for adherence to the above guidelines.  

 
Limits of Employment  
Student employment positions are temporary and/or part-time appointments and are not eligible for UA 
System Office benefits or privileges of employment. Student Assistant employees may work a maximum 
of 20 hours per week during Fall and Spring terms. However, Student Assistant employees may work up 
to 40 hours per week during academic year break periods.  Note: These limits apply to the total hours 
worked for all combined on-campus jobs.    
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be paid time and a half their regular rate of pay if the hours worked in any workweek are greater than 
40. The workweek at the UA System Office begins at 12:00 a.m. on Sunday and ends at 11:59 p.m. on 
Saturday. 
 
Graduate Student Assistants employed by the UA System Office are paid a monthly stipend and are not 
eligible for overtime pay.  Depending on departmental approval and funding availability, some Graduate 
Student Assistants may receive tuition assistance.  

 
Exceptions may be made only by the UA System Office Department of Human Resources. 
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