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WELCOME FROM THE PRESIDENT 
 
On behalf of the Board of Trustees and the entire Daemen College family, I would like to 
welcome you as a member of our first-rate staff. The College makes every effort to provide 
excellent working conditions in a pleasant and supportive atmosphere. We believe that you will 
find Daemen College a friendly and congenial place to work. You are joining a college that has 
been named not only one of the best places to work for in Western New York (by Buffalo 
Business First), but one of the top ten colleges to work for in the nation (by the Chronicle of 
Higher Education).  
 
The College, in turn, expects from each member of its staff a high level of performance. The 
smooth operation of the College and the fulfillment of our mission to provide a high-quality 
education to our students at an affordable price can only be accomplished by the dedicated, 
efficient, and harmonious effort of all who are in its service. 
 
I hope that you find your employment at Daemen College to be challenging, productive and 
enjoyable. 
 
Cordially, 

 
Gary A. Olson 
President 
 
 
FOREWORD 
 
This Handbook describes what is expected of you and the benefits and privileges available to 
you as an employee. While this Handbook contains the current policies and benefit programs, it 
does not constitute a contract between you and the College. The College reserves the right to 
supplement, modify or terminate this handbook or any of the policies contained in it at any time 
with or without notice. Employees are hired for an indefinite term and are employed at-will. 
Either the employee or the College may terminate the employment relationship at any time for 
any reason or no reason. No other agreements or assurances made or implied by the College in 
the hiring or recruiting process are valid unless in writing and signed by the President of the 
College. 
  



 

 

1. CODE OF CONDUCT 
Welcome to Daemen College.   The College code of conduct requires that all College 
employees treat supervisors, fellow employees, students, and the public in a professional 
manner.  Respect, integrity, courtesy, and a cooperative attitude between employees are 
essential to efficient operation of the College and job satisfaction. 

Satisfactory performance of the work for which the employee was hired is expected of all 
employees. Insubordination, dishonesty, on-the-job intoxication or substance abuse or 
disregard for the rules, regulations, standards, and procedures of the College will not be 
tolerated. 
 
You are an important goodwill ambassador of the College.  As a member of the campus 
community, you will come in contact with students, faculty, other employees, parents, 
alumni, and visitors.  The College is judged by what you say and how you act.  Please keep 
in mind the following: 
 
Personal Appearance. Your personal appearance is important.  Regardless of the type of 
work you do, you should be appropriately dressed according to accepted business standards. 
You should also be neat and clean in your personal appearance. 
 
Courteous Service. Requests for information may be made to you by students, their family 
members or visitors in person or by telephone. If you are unable to provide the requested 
information immediately, you should make every effort to obtain the information or direct 
the request to the proper department. 
 
Telephone Etiquette. Good telephone manners can make friends for the College.  Answer 
all telephone calls promptly, courteously, and speak to your party as you would face to face. 
 
When answering the telephone at the College, you should identify your office and yourself.  
Do the same when placing a telephone call.  If an incoming call is not for you, offer to 
transfer the call to the proper office or person. 
 
Local personal calls are permitted only in case of an emergency. Should you receive a 
personal call, keep it as brief as possible.  Cell phone use including texting should not be a 
distraction to you or other employees. 
 
Mail. No personal mail should be sent to the mail room without postage.  The College 
postage meter provides postage for official College business only. 
  



 

 

2. JOB INFORMATION 
2.1.        Personnel Paperwork  

Newly hired employees must complete paperwork in Human Resources (HR).  New 
employees must supply documentation to complete an I-9 form for the Department of 
Homeland Security, a Form W4 for Federal tax withholding and Form IT2104 for New 
York State tax withholding prior to receiving a payroll check. 
 

2.2.        Personnel Files  
Personnel files for all employees are maintained in the HR Office. These files belong to 
the College, however, you may review the information contained in your own file by 
contacting the HR office during regular business hours. 

 
2.3.        Changes to Personnel Records  

It is your responsibility to report any changes in your personal record to the HR Office 
and to your assigned department.  Such changes include: 

☑ Name 
☑ Address 
☑ Home telephone number 
☑ Marital status 
☑ Dependents 
☑ Emergency contact 
☑ Change of beneficiary 
☑ Additional educational degrees received after hire 

 
2.4.        Personnel Directory Information  

Personal data including home address and telephone number will be published annually 
in the Personnel Directory unless you inform the HR Office of your desire to have this 
information omitted.  
 
Photo Release: Daemen College assumes absolute and irrevocable right and permission 
with respect to any photographs taken of employees while at work or attending campus 
events.  Unless written notice is on file in the HR office, Daemen College is released 
and discharged from any and all claims and demands arising out of or in connection 
with the use of photographs, including any and all claims for libel.  
 

2.5.        Organizational Chart  
An updated Organizational Chart is available on the HR webpage at 
https://www.daemen.edu/about/working-daemen  
 

2.6.        Identification Cards  
All employees are required to obtain a Daemen College identification card when hired.  
Identification cards are available at the Campus Safety Desk in Wick. Your I.D. card is 
valuable.  You can use it, for example, to identify yourself, to borrow books from the 
Library and to gain admission to certain College facilities and functions. You may also 
be required to produce it as identification upon request. Loss of the card should be 
reported to Campus Safety immediately. 



 

 

 
2.7.         Parking  

A parking pass is required for parking in all College lots.  
 
The sum of $35.00 for a regular pass (or $200.00 for approved reserved spaces) will be 
deducted in one installment (or 4 consecutive $50 installments for approved reserved 
spaces) beginning with the first pay date in October for the full academic year or the 
next pay date available if a permit is requested at any point during the academic year.    
 
The cost of a pass is not prorated, transferable or refundable.  Failure to display a sticker 
and obey parking regulations may result in fines including tickets or tows which will be 
the employee’s responsibility to pay.  
 
This charge for a regular pass only applies to staff employees earning in excess of 
$25,000 per year.  Purchasing a regular parking pass does not guarantee a parking space 
will always be available.    
 
Each employee is allowed to purchase one pass per year. That pass can be swapped 
from vehicle-to-vehicle as long as all of the vehicles have been linked to that pass. 

 
2.8.        Email Accounts  

Daemen College values the efficient flow of communication between all campus 
constituents and other parties, and it also attempts to protect all faculty and staff from 
litigation.  The following policy is meant to accomplish these goals. 

 
Official campus communications are primarily distributed via email.  All Daemen 
College faculty and staff will be assigned a Daemen College email account when hired.  
All faculty and staff are responsible for checking their Daemen College email account 
regularly to ensure that important communications are not missed.  Specific guidelines 
regarding the regularity of access and response times to emails is determined by 
individual department heads and supervisors. 
 
Only official Daemen College email accounts should be used when conducting College 
business. This will protect you and the College in the event of unforeseen legal actions.  
Daemen College email can be checked on office computers or on computers in the RIC 
during regularly scheduled work hours.  Instruction for accessing email will be provided 
if needed.  Please submit your request to the HR Office (ext.8325). 

 
2.9.        Solicitation  

Employees may be solicited for limited charitable purposes while on College property. 
Only official College announcements may be distributed to employees or posted on any 
campus bulletin boards. 

 
2.10.        Staff Development  

The College may occasionally provide training and other staff development programs. 
These programs are offered during regular business hours. Your participation is 



 

 

expected and may be mandatory at the direction of your supervisor and/or the College 
administration. 

 
2.11.        Classification  

Your job title falls into one of the following general classifications of non-academic 
positions at the College: 

2.11.1. REGULAR FULL TIME EMPLOYEE  
An employee hired for 35 to 40 hours per week for twelve months of the year. 

 
2.11.2. LIMITED FULL TIME EMPLOYEE 

a. An employee hired for 35-40 hours per week for nine or ten months of the 
year. 

b. An employee hired to work between 25-35 hours per week for twelve 
months of the year. 

 
2.11.3. PART TIME EMPLOYEE  

An employee hired to work an average of less than 25 hours per week. 
 

2.12.        Periodic Review of Newly Hired Employees  
During your first six months of service with the College, your immediate supervisor 
will have an opportunity to see how well you like the job and how well you fit into it. 
You will receive a written evaluation of your job performance after three and six 
months of employment.  You may not be eligible for certain benefits until you have 
satisfactorily completed your first six months of employment. Successful completion of 
the six month introductory period does not alter the otherwise at-will nature of the 
employment relationship. 

  



 

 

3. COMPENSATION 
3.1. Pay Periods  

All employees are paid bi-weekly, every other Wednesday. The pay period for staff 
employees is the preceding two-week period ending on the Saturday before the 
Wednesday payday. For administrative employees, the pay period is the preceding two 
weeks, Thursday to Wednesday.  
 
Should payment date fall on a holiday, payroll checks will be issued on the previous 
banking day.   Wage and salary adjustments will be made in accordance with the salary 
scale determined by the Board of Trustees, as recommended by the President of the 
College. 
 

3.2. Payroll Direct Deposit  
Daemen College encourages depositing your paycheck directly into a checking or 
savings account. Direct deposit forms are available from the HR office or website. 

 
Through our payroll provider, access is available to your earnings statements and 
original W-2 forms 24 hours per day, 7 days a week.  In order to gain access to this 
online system, you will be prompted to complete a registration process during which 
you must enter contact and security information, answer a few security questions and 
create a password.  Your password must be at least eight characters long and must 
contain at least one letter and either one number or one special character.  Also, your 
password is case sensitive.  You will be assigned a system generated User ID.  The 
security questions will be used to verify your identity if you ever forget your user ID or 
password.  
 
You may start your registration process immediately at https://ipay.adp.com, by 
clicking the “Register Now” link. Your Registration Pass Code:  DaemenCol-Pays  is 
required for registration.  Upon completing the registration process, you may access 
your pay statements at https://ipay.adp.com. 
 

3.3. Credit Union  
Employees of Daemen College have the option of becoming members of the Amherst 
Federal Credit Union.  The Credit Union offers various accounts and loans for almost 
every need.  Employees may join the Credit Union immediately after employment or at 
any time thereafter.  Family members at the same address are also eligible.  A payroll 
deduction is available to add to your savings, checking, and/or to make loan payments.  
Further details are available in the Payroll Office or at the Credit Union.  
 
Payroll deduction/direct deposit is also available to other credit unions. 

 
3.4. Time Reports for Staff & Facilities 

3.4.1. TIME REPORTS – STAFF  
Each staff member is required to complete a bi-weekly time report and submit it 
to the Payroll Office no later than the end of business Thursday before the 
Wednesday pay date. You are required to fill out the time sheet promptly and 



 

 

accurately. Each time sheet should be signed by both the employee and the 
supervisor. 
 

3.4.2. TIME REPORTS – FACILITIES  
Time cards will be used for all Facilities personnel.  A master time sheet will be 
kept with the time cards in the Facilities Office.  Facilities employees must punch 
in and out on their time card.  Failure to do so could result in loss of pay.  
Falsifying a time card or punching in or out a time card other than your own could 
result in dismissal. 

 
 
3.5. Overtime for Staff (including Facilities)  

Unless otherwise advised at the time of hire, staff and facilities employees are 
compensated on an hourly basis and are entitled to overtime in accordance with       
this policy. Administrative 
employees are not eligible for overtime. 

 
     Staff and facilities employees shall not work overtime unless specifically      

authorized by their supervisors. 
 

Supervisors may change staff members’ scheduled hours during a particular    
workweek to reduce the cumulative number of hours worked that week to 40 or  
less. While supervisors reserve the right to make last minute schedule changes,  
supervisors will strive, as a courtesy, to give at least 12 hours notice to a staff  
employee when their schedule will be changed.  
 

   
All hours worked up to and including forty (40) hours during the work week  
(Sunday to Saturday) shall be paid at the staff member’s regular hourly rate.  Staff    
and facilities employees will be paid at a rate of time and one-half their regular   
hourly rate for all hours worked over forty during the workweek.  The College  
considers paid time off for holidays/vacation as hours “worked” for overtime  
calculation purposes.  

 
 
 
 

According to the Fair Labor Standards Act (FLSA), compensatory time cannot be  
substituted for payment of time and a half for hourly employees in the private  
sector unless the compensatory time is given in the same payroll period in which  
the overtime was incurred. Therefore, supervisors can allow a staff or facilities  
employee to take compensatory time within the same payroll week thereby  
reducing the number of hours worked to 40 or less.  Or, supervisors can establish  
a time off plan. Under this time off plan, the staff or facilities employee will be  
given one and one-half hours of compensatory time for every hour worked over  
40 hours in a workweek. This compensatory time must be used within the same payroll  



 

 

period that the overtime was incurred. 
 
 

Staff, including essential staff, may be required to report to work and also be required  
to incur overtime during emergencies, extraordinary weather conditions, for special  
campus events, or other circumstances deemed necessary by the College. When the  
College cancels classes, and/or closes administrative offices for extraordinary weather  
conditions, work schedules may be changed to differing start and end times, at the  
discretion of the supervisor and/or the President, to accommodate for snow removal,  
needed repairs or other necessary services. During these circumstances, supervisors  
may also require essential staff to stay until relief shift personnel are able to report, or  
may require essential staff to report to work during a shift that begins at a later start  
time. Refusal to do so may result in suspension without pay or termination.  

 
 

Staff, including essential staff, may be called into work on a holiday or a day the  
College is closed even under circumstances where staff are not regularly scheduled or  
given advance notice. Refusal to do so may result in suspension without pay or  
termination. In this special case of being called in on a holiday or a day the College is  
closed, the supervisor will compensate the staff member in one of two ways. Either the  
staff member will receive their regular holiday pay for that day plus be paid a second  
regular hourly rate (or time and one-half overtime rate, if applicable) for each hour  
worked during that shift (with a minimum of four hours of pay). Or, the staff member  
will forgo their regular holiday pay for that day and instead, receive their regular rate  
(or time and one-half overtime rate, if applicable) for each hour worked during that  
shift (with a minimum of four hours of pay) in addition to be given one extra Personal  
Leave Day.  

 
 

Staff, including campus safety supervisors, may be regularly scheduled to work shifts  
during holidays or when the College, and most other offices and departments  are  
closed. Scheduled shifts are assigned by supervisors and approved by the Department  
Head.  Refusal to work a regularly scheduled shift may result in suspension without pay  
or termination.  

 
 

Staff who are regularly scheduled to work a shift that falls on Daemen’s Federal  
Holiday list (see Section 6.1) will be paid at a rate of time and one-half of their  
regularly hourly rate for that shift. Staff who are regularly scheduled to work a shift that  
falls on a holiday or closing that is not included on Daemen’s Federal Holiday list, will  
be paid their regular hourly rate for that shift (unless overtime is applicable) and will  

               also receive an extra Personal Leave Day.   
 
 
 



 

 

4. WORK POLICIES  
 4.1       Hours 
 4.1.1    ADMINISTRATIVE EMPLOYEES   
 For administrative employees, routine working hours are determined by 

the duties, responsibilities and workload of the position.  Work schedules 
should be discussed with the immediate supervisor who has the authority 
to alter work schedules based on the need, duties and responsibilities of 
the position. Normal working hours for administrative employees are 
8:30am – 4:30pm, Monday – Friday, which includes one hour unpaid  
lunch period. 

 
4.1.2  STAFF EMPLOYEES (including Facilities Personnel)  
For staff employees in administrative or faculty offices, the work day is  
seven hours plus an unpaid hour for lunch. The workweek is five days per  
week.  Ordinary work hours for Facilities staff is eight hours, with a  
half-hour unpaid lunch/dinner period. Ordinary work hours for most other  
staff are 8:30am – 4:30pm, Monday – Friday, which includes a one hour  
unpaid lunch period. Work schedules should be discussed with the  
immediate supervisor who has the authority to alter work schedules based  
on the need, duties and responsibilities of the position.  

 
Supervisors can alter work schedules for staff employees to avoid the  
accrual of overtime within a workweek. While supervisors reserve the  
right to make last minute schedule changes, supervisors will strive, as a  
courtesy, to give at least 12 hours’ notice to a staff employee when their  
schedule will be changed. 
 

4.1.3. ESSENTIAL STAFF 
Essential staff includes all staff working in Facilities, Dining Services and 
Campus Safety. 
 

 
4.2. Attendance and Punctuality  

If you find it necessary to be absent from work, you are expected to contact your 
supervisor during or before the first fifteen minutes of the scheduled work day.  An 
absence or tardiness on your part not only places an extra burden on your co-workers, 
but may also hinder the operation and service of your own and related departments.  
 
New York State Law requires employers to keep up-to-date attendance records and your 
record will be a major consideration for advancement.   
 
Failure to call in or habitual tardiness and/or absenteeism are grounds for dismissal. 
 

4.3.        Lunch Breaks  
Full time staff and administrative employees are entitled to a one-hour lunch break to be 
taken between 11:30am – 2:00pm. No lunch hour should ordinarily extend beyond 2pm.  



 

 

 
No offices are to close down or be left unattended at any time.  Since all departments 
are to remain fully operational at all times, it is suggested that employees stagger their 
lunch hours to provide the best possible service to students and the general public.  
 
No employees will be permitted to work voluntarily through their lunch hour. The New 
York State Department of Labor requires employees to take a break for lunch of at least 
one half hour if they are scheduled to work for more than six hours.  
 
Food service is available in the Wick Center dining hall and snack bar during regular 
serving hours.  There are also employee lounges located throughout the campus.  
 
Full-time Facilities personnel are entitled to a one-half hour lunch/dinner period. 

 
4.4.        Breaks 

A paid fifteen minute morning and afternoon break is granted to staff employees 
whenever possible.  The timing of the break is at the discretion of the supervisor.  
 
A break should not be taken just before lunch or before the end of the day.  If you are 
unable to take a break on any given day, no compensatory time off is available. 

 
4.5.        Personal Leave for Staff & Facilities Employees  

On July 1st each year full time and limited full time employees who have completed six 
(6) months of continuous employment will be entitled to up to seven (7) paid personal 
leave days to be used during the following twelve (12) months. Personal days may be 
used for personal illness or any other reason.  Whenever possible, personal leave days 
should be scheduled in advance with your supervisor. For unscheduled absences in 
excess of three (3) consecutive days a medical excuse may be required.  Newly hired 
employees will receive a pro-rated amount of personal leave after completing six (6) 
months of continuous employment to be used before the following July 1st .   
 
Employees may take personal leave in hourly increments.  Personal leave may not be 
accumulated from year to year and unused personal leave will not be paid.  
 
Personal leave will be paid at the employee’s regular rate except that for any days when 
the employee is entitled to worker’s compensation or disability payment, in which case 
pay for personal leave shall be the difference between said payment and the employee’s 
regular rate.  
 
Personal leave is not available to extend an employee’s vacation. 
 

4.6.        Medical Leaves of Absence  
In the event of an injury, illness or medical condition that prevents an employee from 
working for an extended period of time, the employee will be entitled to paid medical 
leave as follows:  

 



 

 

Workers’ Compensation. If the period of absence is caused by an illness or injury 
arising out of the employee’s employment with the College, a full time or part time 
employee will be eligible for compensation benefits as established by the New York 
Workers’ Compensation Law.  Workers’ compensation also provides for the payment of 
medical expenses and payments to the employee’s dependents in the event of death.  
Statutory workers’ compensation benefits are generally less than the employee’s regular 
compensation, however, certain full time employees may be eligible for salary 
continuation as described below.   
 
 
Daemen College participates in a Preferred Provider Organization for treatment of 
employee on-the-job injuries.  All employees injured on-the-job except in emergency 
situations, will receive initial evaluation and treatment through MetraComp, Inc.  For 
injuries that require further treatment, MetraComp will provide the appropriate referral 
to a Network Provider. Full payment of medical bills for your workers compensation 
injury may become your responsibility each time you do not use a Network Provider.  
A complete explanation of the Preferred Provider Organization is distributed to all 
newly hired employees and is available in the HR Office.  
 
Prior to seeking treatment for non-emergency, on-the-job injury, employees must 
contact the HR Office to obtain a referral to the PPO and also must complete an 
Injury/Accident Report.  
 
Additional information regarding accident prevention, reporting, and other safety-
related aspects can be referenced through the HR website, available at 
https://www.daemen.edu/about/working-daemen 
 
Medical records are maintained for each employee with occupational exposure in 
accordance with 29 CFR 1910.1020, “Access to Employee Exposure and Medical 
Records.” As such, all exposure incidents must be reported and recorded.  
 
The HR Director is responsible for maintenance of the required medical records.  These 
confidential records are kept in HR Office for at least the duration of employment plus 
thirty years. Student medical records are kept in the Student Health Office in Wick 
Center.  
 
Employee medical records are provided upon request of the employee or to anyone 
having written consent of the employee within fifteen working days. Such requests 
should be sent to the HR Director.  
 
Disability Compensation. Similarly, any employee who is disabled and absent from 
work for a continuous period in excess of five (5) days for a non-work related illness or 
injury will be eligible to receive disability benefits as required by New York State Law.  
In addition, certain full time employees may be eligible to receive salary continuation as 
described below.  
 



 

 

Salary Continuation. Regular full time employees who have completed at least six (6) 
months of continuous employment at the time the illness or injury occurs will be 
entitled to receive their regular compensation for the period of absence up to three (3) 
months. The payment to the employee under this policy will be the difference between 
the employee’s regular compensation and the amount the employee is entitled to receive 
from statutory worker’s compensation or disability benefits.  Salary continuation 
benefits are limited to a maximum of three (3) months in any twelve (12) month period.  
 
Long-Term Disability. If the medical leave exceeds three (3) months of continuous 
absence, regular full time employees who have completed three (3) months of 
continuous service are eligible to apply for benefits under the College’s Long-Term 
Disability Plan (LTD).  This plan provides an eligible employee with supplemental 
benefits over the employee’s worker’s compensation or disability benefits up to two-
thirds (2/3) of the employee’s regular monthly compensation with a maximum of 
$8,000.00 per month.  LTD benefits may continue for the length of the disability, or age 
67, whichever is first.  See the Summary Plan Description or contact the HR office for 
the specific details of the LTD plan.  
 
Applying for Medical Leave.  If you expect to be absent for more than five 
consecutive workdays as a result of an illness or disability, you must apply for short-
term disability or workers’ compensation benefits as far in advance of your anticipated 
leave date as is practicable.  Benefit applications are available in the HR Office.  
Written notification must also be given to your immediate supervisor. If your absence is 
due to an emergency, you or a member of your immediate family must inform your 
supervisor as soon as practicable; this should be followed up with an application for 
short-term disability or workers’ compensation benefit.   
 
In order to qualify for medical leave benefits, you must apply for and be granted a 
formal medical leave of absence through the HR Office and provide the College with a 
statement from your physician verifying the disability and your expected date of return.  
In addition, Daemen College reserves the right to require that you be examined by a 
College-designated physician, any time at its discretion.  In order to be eligible for 
continued benefits under this policy, you must provide additional physician’s statements 
once every thirty days, or more frequently, if requested, attesting to your continued 
disability an inability to work.  
 
No benefits are payable under this program if your illness or injury is connected to work 
you do for another employer.  
 
Before being permitted to return from medical leave, you are required to present 
Daemen College with a note from your physician indicating that you are capable of 
returning to work and performing the essential functions of your position, with or 
without reasonable accommodation. (Note: the College will make reasonable 
accommodation to your disability in accordance with applicable laws where required.)  
 



 

 

Benefits While on Medical Leave.  All College benefits that operate on an accrual 
basis (e.g., vacation and paid personal days) continue to accrue while on salary 
continuation or family medical leave under the Family and Medical Leave Act (FMLA). 
All College group health benefits (e.g., hospitalization, dental and major medical 
insurance) continue during the first six (6) months of your leave. Additional health 
benefit coverage is provided, based on the following schedule:  
 
If leave commences:  
After 1 year of service  College group health benefits continue for an additional six 

(6) months or a total of twelve (12) months.  
  
After 5 years of service  College group health benefits continue for an additional 

twelve (12) months or a total of eighteen (18) months.  
 
After 10 years of service  College group health benefits continue for an additional 

eighteen (18) months or a total of twenty-four (24) months. 
 
Thereafter COBRA benefits will apply.  See section 5.11. 
 
Reinstatement to an employee’s former position cannot be guaranteed to any staff or 
administrative employee returning from medical leave after three (3) months. 
 
Should this policy conflict in any way with the College’s FMLA policy, the FMLA 
policy should be followed. 

 
4.7.        Death in Family  

Full time and Limited Full Time employees are allowed time off with pay upon a 
death in the immediate family.  In case of the death of father, mother, spouse, child, 
brother, sister, mother-in-law, or father-in-law, up to four days will be granted 
depending upon the circumstances of the case.  
 
Part-time employees are not eligible for this benefit. 

 
4.8.        Jury Duty  

The College considers such duty an obligation and responsibility. Any Full Time or 
Limited Full Time employee who is sent for jury duty will be paid by the College the 
difference between their salary for the period of jury service and all compensation 
received by the employee for jury service, upon presentation to the College of proper 
evidence as to jury service and the total amount of compensation therefrom.  
 
Part time employees receive jury service pay for the first three days of service as 
required by law.  
 

4.9.        Right to Vote  
New York employers must provide employees with time off to vote in accordance with 
these state rules.  
 



 

 

If a registered voter in New York does not have sufficient time outside of working 
hours to vote at any election, that person may take off the amount of working time that, 
when added to voting time outside working hours, will allow enough time to vote.  
 
Paid time off rules: Of the time taken off to vote, up to two hours may be taken 
without loss of pay. Time off to vote must be taken at the beginning or end of the 
person's work shift unless otherwise mutually agreed upon between the employee and 
employer.  
 
Advance notice requirements: An employee who needs time off to vote shall notify 
the employer no more than 10 nor less than two working days before election day that 
time off is required.  
 
Amount of time off allowed: Of the time taken off to vote, up to two hours may be 
taken without loss of pay.  
 
When time off not allowed: If an employee has four consecutive nonworking hours 
when the polls are open, the employee has sufficient time outside of work to vote. 
 

4.10.        Employment of Relatives  
As a general policy, relatives of employees may not be employed at the College when 
one would be the supervisor of the other.  Relatives include: parents and children, 
spouses, brothers and sisters, uncles and aunts, nieces, nephews, and in-laws. 

 
4.11.        Hiring and Job Postings  

New and replacement positions will be posted on the HR website. Any employee who 
has completed six months of service may apply for a posted position. All applicants, 
both internal and external, must submit their application materials via the website portal 
for full consideration. All full time and limited full time offers of employment are 
contingent upon a favorable background check. (Please reference background check 
policy for full details.)  

 
4.12.        Outside Employment  

Employees should not engage in outside employment that affects or conflicts with their 
employment with the College.  Please refer to the Conflict of Interest policy which 
addresses reporting outside employment. 

 
4.13.        Snow or Other Emergencies  

When it is necessary to close the College because of snow or other emergency, the 
official announcement that the College is closed will be broadcast over the local 
television and radio stations.  
 
The College has also developed an Emergency Notification System which will send text 
or voice mail messages to your cell or home telephone.  Please register your number 
with HR and update the HR office with any changes.  
 



 

 

When the College is officially closed because of snow, DO NOT attempt to drive on 
campus, unless you have been designated as ESSENTIAL PERSONNEL by your 
supervisor. If you find it absolutely necessary to visit, please park your car off campus. 
This will enable us to clear the parking lots of snow. ALL FACILITIES/CLEANING 
PERSONNEL ARE CONSIDERED ESSENTIAL PERSONNEL AND MUST 
REPORT TO WORK. 

 
 

4.13.1. FULL TIME AND LIMITED FULL TIME EMPLOYEES  
When the College is officially closed, you will receive full pay for time lost. 
When the College is open, but you are unable to report for work, you may charge 
your time to personal leave or vacation pay.   
 

4.13.2. PART TIME EMPLOYEES  
         You are paid for actual hours on the job.  If you are sent home early on a work               
         day because of weather or other emergency, you will be paid for the total number       
         of hours originally scheduled to work. 

 
4.14.        Termination of Employment  

The College requests that an existing employee submit to his/her supervisor a letter of 
resignation at least two weeks in advance in order to leave in “good standing.”  
 
Accrued vacation or personal leave may not be used to advance an employee’s 
separation date or be substituted for two weeks notice.  See section 6.2 for further 
information regarding payment of accrued vacation.  
 
If your employment should be terminated, your final paycheck will be released by the 
Vice President for Business Affairs on the regular payroll date following your last 
working day ONLY after all College property including but not limited to keys, 
computers, credit cards, parking sticker, and identification card are returned.  
 

4.15.        Performance Reviews and Salary Adjustments  
Annually on or about May 31st, immediate supervisors will perform a performance 
review for each staff and administrative employee.  Any salary adjustments will 
normally be effective July 1st for all employees hired prior to April 1st. 

  



 

 

5. COLLEGE POLICIES REGARDING EMPLOYMENT 
5.1. Non-Discrimination, Equal Opportunity and Affirmative Action Policy  

Daemen College is committed to compliance with its obligations under Title IX of the 
Educational Amendments of 1972, Titles VI and VII of the Civil Rights Act of 1964, 
Section 504 of the Rehabilitation Act of 1973, the Americans With Disabilities Act, the 
Age Discrimination in Employment Act, Executive Orders, the New York State Human 
Rights Law, and other applicable antidiscrimination laws.  It is the policy of Daemen 
College to provide all students, applicants and employees an equal access to all 
programs and facilities without regard to sex, sexual orientation, gender, race, color, 
creed, religion, veteran or military status, national origin, age, disability, familial status, 
marital status, domestic violence victim status, status as an ex-offender, arrest record, 
predisposing genetic characteristics or genetic information, or any other characteristic 
protected by federal or New York State law. 
 
Furthermore, the College will not discriminate against any individual with respect to the 
application of College policies, or the criteria for the successful completion of any 
course or program on the basis of sex, sexual orientation, gender, race, color, creed, 
religion, veteran or military status, national origin, age, disability, familial status, 
marital status, domestic violence victim status, status as an ex-offender, arrest record, 
predisposing genetic characteristics or genetic information, or any other characteristic 
protected by federal or New York State law. Every person in the Daemen College 
community is required to be familiar with and act in accordance with this policy. This 
includes administrators, faculty, staff, students, contractors, and vendors. All violations 
of this policy will be addressed and, where appropriate, discipline will be administered. 
Any person or entity found in willful violation of this nondiscrimination policy shall be 
subject to termination, expulsion, or contract termination as appropriate. 
 
The College President has assigned day-to-day responsibilities for the implementation 
and administration of this policy to the Associate Vice President for Academic Affairs, 
Dr. Kathleen Boone, who serves as the College’s Equal Opportunity and Affirmative 
Action Officer. Any questions concerning this policy and any complaints of 
discrimination should be communicated to Dr. Boone, Duns Scotus Hall, Room 102, 
telephone (716) 839-8301 (campus extension 8301), kboone@daemen.edu. 
 
A complaint of discrimination may also be filed with the Office for Civil Rights (OCR) 
of the U.S. Department of Education. Complaints are to be filed within 180 calendar 
days of the alleged act of discrimination and may be made to the New York regional 
office of OCR: 
 
New York Office 
Office for Civil Rights 
U.S. Department of Education 
32 Old Slip, 26th Floor 
New York, NY 10005-2500 
Telephone: 646-428-3900 
FAX: 646-428-3843; TDD: 877-521-2172 



 

 

Email: OCR.NewYork@ed.gov 
 
The College recognizes its duty to continue to provide equal employment opportunity 
to all qualified persons, and reaffirms its commitment that there shall be no 
discrimination against applicants or employees because of membership in any protected 
classes under federal and/or state law, in matters of employment, upgrading, promotion, 
transfer, layoff, termination, rates of pay, selection for training, recruitment and 
recruitment advertising. Any employee found to have acted in violation of our policy 
shall be subject to appropriate disciplinary action, which may include discharge.  
 
The College is also committed to affirmative action and its Affirmative Action Program 
(AAP) is designed to include those elements contained in Executive Orders 11246 and 
11375 and outlined in the Office of Federal Contract Compliance Revised Order 
Number 4. Questions or concerns about our EEO Policy and AAP may be directed to 
the EO/AA Officer (Associate Vice President for Academic Affairs), Duns Scotus Hall, 
Room 102, 716.839.8301. 
 
The College's Affirmative Action Program commits the College to identifying and 
analyzing all areas of employment in compliance with applicable federal regulations for 
government contractors and to provide guidance and assurance for full implementation 
of our EEO Policy. Areas identified for special attention will be assigned to appropriate 
personnel and specific instructions for affirmative action, including specific goals, will 
be formulated.  
 
The following will be the rules under which the EEO Policy and AAP are implemented 
and operated:  
1. The College will recruit, hire and promote employees without regard to 

membership in any protected classes under federal and/or state law.  
2. The College will base decisions on employment so as to further the principle of 

equal employment opportunity.  
3. The College will ensure that promotion decisions are in accord with principles of 

equal employment opportunity by imposing only valid requirements for 
promotional opportunities.  

4. The College will ensure that all other personnel actions such as compensation, 
benefits, transfers, sabbaticals, leaves of absence, layoffs, returns from layoff, 
College sponsored training, education, tuition assistance, social and recreational 
programs will be administered without regard to sex, sexual orientation, gender, 
gender identity, race, color, creed, religion, veteran or military status, national 
origin, age, disability, marital status, domestic violence victim status, status as an 
ex-offender, arrest record, predisposing genetic characteristics or genetic 
information, or any other characteristic protected by federal or New York State law.  

5. The Associate Vice President for Academic Affairs is designated as the College's 
Equal Opportunity and Affirmative Action Officer charged by the President of the 
College with direct responsibility to monitor all equal employment opportunity 
activity throughout the College and the responsibility for assuring attainment of the 



 

 

College's stated objective of full compliance with the policy of nondiscrimination in 
employment.  

6. The College's Equal Opportunity and Affirmative Action Officer will monitor the 
AAP and will report periodically to the President the effectiveness of the program. 
Such reports will include recommendations for necessary action to ensure 
attainment of the College's EEO objectives. The President will take any necessary 
action upon receiving those reports.  

7. All department heads will have the responsibility of ensuring full compliance with 
the provisions of the College's EEO Policy and AAP.  

 
The intent of the above policy also applies to the recruitment, employment and 
advancement of qualified individuals with disabilities, qualified veterans with 
disabilities, and qualified veterans of the Vietnam Era, recently separated veterans, and 
other protected veterans.  
 
New York State Human Rights Law has recently been amended to include interns, both 
paid and unpaid, among the classes of people specifically protected from discrimination 
in employment. 

 
5.2. Policy Prohibiting Unlawful Harassment Including Sexual Harassment 

 
A. Purpose. Daemen College is committed to offering educational and employment 
opportunity based on ability and performance in a climate free of discrimination. 
Discrimination is prohibited at this institution not only because it is unlawful, but because 
it is wrong. Please refer to the College’s Policy on Nondiscrimination, Equal 
Opportunity, and Affirmative Action for a comprehensive statement of the College’s 
commitment in this regard. Among the forms of discrimination prohibited by the College 
is unlawful harassment, including sexual harassment, by employees as discussed in this 
policy. In addition, the College will endeavor to protect students and employees, to the 
fullest extent possible. This includes instances of reported harassment at the College and 
in the workplace by students, vendors, or other non-employees. When appropriate, the 
College will take steps to prevent College employees from harassing non-employees.  
 
B. Definition of Terms. For the purpose of this policy terms such as sexual harassment, 
discrimination, and retaliation are defined pursuant to the applicable state and federal 
law.  
 
C. Sexual Harassment. It is the policy of Daemen College not to discriminate on the 
basis of sex, including sexual harassment, in its educational programs, activities or 
employment policies as required by Title IX, Education Amendments of 1972, Equal 
Employment Opportunity Commission regulations, and other applicable 
antidiscrimination laws.  
 
Sex discrimination in the form of harassment on the basis of sex includes unwelcome 
sexual advances, requests for sexual favors, and other verbal or physical contact of a 
sexual nature when: a) submission to such conduct is made either explicitly or implicitly 
a term or condition of an individual’s employment or education status; or b) submission 



 

 

to or rejection of such conduct by an individual is used as the basis for educational or 
employment decisions affecting such individuals; or c) such conduct has the purpose or 
effect of unreasonably interfering with an individual’s performance or creating an 
intimidating, hostile, or offensive working or educational environment. Daemen College 
will take all steps necessary to prevent such discrimination and effectively address 
incidents of unlawful harassment, including the imposition of appropriate sanctions.  
 
As examples, the following kinds of conduct, or others with a similar harassing effect, are 
absolutely prohibited if such conduct falls within the definition stated above:  
 
1. Abusing an employee or student through insulting or degrading sexual remarks, jokes, 
innuendoes, or other sexually oriented conduct (including, among other things, graphic or 
descriptive comments relating to an individual’s body or physical appearance, sexually 
oriented teasing or pranks, improper suggestions, objects or pictures, or unwanted 
physical contact); or  
 
2. Threats, demands or suggestions that an employee’s or student’s status depends in any 
way upon tolerating or accepting sexual advances or sexually oriented conduct.  
 
3. Sexual violence, defined as physical sexual acts perpetrated against a person’s will or 
where a person is incapable of giving consent due to the victim’s age, use of drugs or 
alcohol, or intellectual or other disability.  
 
Any harassment of Daemen College employees, students, or applicants, or third parties 
(such as participants in College sponsored events) in violation of these rules is absolutely 
prohibited and will not be tolerated. Interim protective measures may be made while a 
complaint is investigated. Both complainant and alleged offender shall be treated 
equitably throughout the investigation.  
 
Conduct that occurs off campus, including but not limited to that perpetrated 
electronically, by social networking or email, is also subject to investigation and an 
appropriate response under the Policy to the extent that such conduct contributes to a 
sexually hostile environment on campus.  
 
Sexual harassment is illegal under both state and federal law. Inquiries regarding 
compliance with Title IX and New York State law 129-B may be directed to the Title IX 
Coordinator (Schenck Hall 209B, 716.839.8562. Inquiries regarding compliance with all 
other state and federal discrimination laws may be directed to the Associate Vice 
President for Academic Affairs (DS 102, 716.839.8301), who is the College’s Equal 
Opportunity and Affirmative Action Officer. 
 
D. Other Unlawful Harassment. Unlawful harassment is defined as verbal or physical 
conduct which denigrates or shows hostility or aversion to an individual because of his or 
her sex, sexual orientation, gender, race, color, creed, religion, veteran or military status, 
national origin, age, disability, familial status, marital status, domestic violence victim 
status, status as an ex-offender, arrest record, predisposing genetic characteristics or 



 

 

genetic information, or any other characteristic protected by federal or New York State 
law, or that of his or her relatives, friends, or associates, and which: 
 
 1. Has the purpose or effect of creating an intimidating, hostile, or offensive working or 
educational environment; or  
 
2. Has the purpose or effect of unreasonably interfering with an individual’s 
performance; or  
 
3. Otherwise adversely affects an individual’s employment or educational opportunities.  
 
As examples, the following kinds of conduct, or others with similar harassing effect, are 
absolutely prohibited if such conduct falls within the definition stated above:  
 
1. Abusing an employee or student through epithets, slurs, negative stereotyping, or 
threatening, intimidating or hostile acts (even if claimed to be “jokes” or “pranks”) which 
relate to sex, sexual orientation, gender, race, color, creed, religion, veteran or military 
status, national origin, age, disability, familial status, marital status, domestic violence 
victim status, status as an ex-offender, arrest record, predisposing genetic characteristics 
or genetic information, or any other characteristic protected by federal or New York State 
law; and  
 
2. Written or graphic material which denigrates or shows hostility or aversion toward an 
individual or group because of sex, sexual orientation, gender, race, color, creed, religion, 
veteran or military status, national origin, age, disability, familial status, marital status, 
domestic violence victim status, status as an ex-offender, arrest record, predisposing 
genetic characteristics or genetic information, or any other characteristic protected by 
federal or New York State law, and is displayed or circulated (including electronically) in 
the workplace or educational environment. 
 
Any harassment of Daemen College employees, students or applicants in violation of 
these rules is absolutely prohibited and will not be tolerated.  
 
E. Retaliation. Retaliation against employees, students, third parties (such as participants 
in College sponsored events) or applicants for exercising their rights under this policy is 
also strictly prohibited and will not be tolerated. This includes retaliation against 
employees, students, third parties (such as participants in College sponsored events) or 
applicants for inquiring about their rights, or for making an honest complaint of a 
violation or possible violation, or for truthfully assisting in a complaint investigation. 
Claims of retaliation should be reported to the Associate Vice President for Academic 
Affairs (DS 102, 716.839.8301), who is the College’s Equal Opportunity and Affirmative 
Action Officer or the Title IX Coordinator (SH 209B, 716.839.8562) as applicable.  
 
F. No One Has Authority To Violate This Policy. Under no circumstances does any 
faculty member, administrator, trustee, other employee, or student of the College or any 
other person, including vendors and sub-contractors, have any authority whatsoever to 



 

 

engage in discriminatory, harassing, or retaliating conduct in violation of this policy. If 
anyone claims to have such authority, or if an employee, student, third party (such as 
participants in College sponsored events) or applicant has a question about whether 
objectionable conduct is authorized by the College, the College’s Equal Opportunity and 
Affirmative Action Officer (DS 102, 716.839.8301), should be contacted.  
 
G. Academic Freedom. As an institution of higher education, Daemen College, its 
employees and students also must be aware of the need for freedom of inquiry and 
openness of discussion in its educational and research programs, and must strive to create 
and maintain an atmosphere of intellectual seriousness and mutual tolerance in which 
these essential features of academic life can thrive. No college can or should guarantee 
that every idea expressed in its classrooms or laboratories will be inoffensive to all; 
pursued seriously, education and scholarship necessarily entail raising questions about 
received opinions and conventional interpretations. Daemen College does guarantee, 
however, that credible accusations of inappropriate remarks or conduct that may violate 
the College policy prohibiting discrimination and harassment will be investigated 
promptly, thoroughly, and fairly.  
 
H. Procedures. Employees, students, and applicants are encouraged to promptly report 
any conduct that they believe violates this policy. If the College does not know about the 
conduct, it cannot act. Complaints or inquiries should be made confidentially to the 
Associate Vice President for Academic Affairs who is the College’s Equal Opportunity 
and Affirmative Action Officer. In the case of student-on-student conduct, complaints or 
inquiries should be made confidentially to the Vice President for Student Affairs and 
Dean of Students (Wick Center, 716.839.8519) for investigation and adjudication under 
the Student Conduct (Disciplinary) Procedures outlined in the Student Handbook. The 
Vice President for Student Affairs and Dean of Students will report any allegations of 
Title IX violation to the Title IX Coordinator. Alternatively, an individual may initially 
discuss the matter with any other employee of the College, or involve any other person to 
help in bringing the complaint forward, provided the complaint is promptly brought to the 
attention of the Associate VPAA or Dean of Students, to ensure consistency and 
centralized decision-making in the application of this policy. Complaints may also be 
made anonymously through U.S. or campus mail to the Title IX Coordinator, Daemen 
College, 4380 Main Street, SH 209B, Amherst, New York, 14226.  
 
Discrimination and harassment complaints will be handled pursuant to the Grievance 
Procedure in Discrimination and Harassment Cases or Student Conduct (Disciplinary) 
Procedures as applicable. Ordinarily, the VP for Student Affairs and Dean of Students 
will investigate complaints of student-on-student harassment; the Associate VP for 
Academic Affairs, as EO/AA Officer, will investigate any complaints involving 
employees. Complainants will be encouraged to express their wishes for resolution of the 
matter. Complainants of sexual violence shall be entitled to necessary interim actions to 
protect them. When complainant and alleged violator are both members of the campus 
community, interim measures will be taken to ensure safety and equitability during the 
investigation. Both the complainant and the alleged perpetrator shall have equal 
opportunity to present relevant evidence and to appeal determinations as provided for in 



 

 

the above policies. Both the complainant and the alleged perpetrator will receive in 
writing the outcome of the investigation.  
 
Complaints and inquiries will be kept confidential to the extent practicable and consistent 
with the need to conduct an adequate investigation. Reasonable steps will be taken to 
honor a party’s request regarding confidentiality and/or pursuit of investigation, but such 
requests must also be evaluated in the context of the College’s responsibility to provide a 
safe and nondiscriminatory environment for all persons and/or to warn the College 
community of possible danger. The College will inform the parties if confidentiality 
cannot be ensured.  
 
Any employee or student who is found to have violated this policy will be subjected to 
appropriate disciplinary measures up to and including termination or expulsion.  
 
Individuals with complaints of discriminatory harassment may also have the right to file a 
complaint with the Office for Civil Rights (OCR) of the U.S. Department of Education. 
An employee may also have the right to file a charge with the United States Equal 
Employment Opportunity Commission (“EEOC”), the Office of Civil Rights (“OCR”), or 
the New York Division of Human Rights (“SDHR”). A charge should be filed with the 
EEOC within 300 days of the most recent date that the unlawful conduct occurred, or if 
filed with the OCR, within 180 days, or if filed with the SDHR, within one (1) year. 
Reporting to the College is critical, however, if the College does not know about the 
conduct, it cannot act.  
 
No one should allow conduct that may violate this Policy to continue unreported. It is 
extremely important that this be reported so that the College can act to stop such conduct 
at the earliest possible time.  
 
Daemen College provides training for employees on recognizing and preventing unlawful 
harassment, including sexual harassment: all employees are expected to participate in 
such training. 
 

5.3. Grievance Procedure in Discrimination and Harassment Cases 
Policy. It is the policy of Daemen College, in accordance with federal and state laws 
including, but not limited to, Title IX of the Education Amendments of 1972, the Civil 
Rights Act of 1964, the Rehabilitation Act of 1973, the Age Discrimination in 
Employment Act, the Americans with Disabilities Act and the New York State Human 
Rights Law, not to discriminate on the basis of sex, sexual orientation, gender, race, 
color, creed, religion, veteran or military status, national origin, age, disability, familial 
status, marital status, domestic violence victim status, status as an ex-offender, arrest 
record, predisposing genetic characteristics or genetic information, or any other 
characteristic protected by federal or New York State law, against any person with 
respect to employment, admission to the College, or in participation in any College 
program or activity. Also, in accordance with these laws, it is the policy of the College 
to prohibit harassment of any student, employee or applicant on the basis of sex, sexual 
orientation, gender, race, color, creed, religion, veteran or military status, national 



 

 

origin, age, disability, familial status, marital status, domestic violence victim status, 
status as an ex- offender, arrest record, predisposing genetic characteristics or genetic 
information, or any other characteristic protected by federal or New York State law. All 
complaints alleging a violation of this policy will be investigated and appropriate 
remedies will be instituted. 
 
A. Responsibility. Every person in the College community is responsible for 
compliance with this policy. The Associate Vice President for Academic Affairs as the 
Equal Opportunity and Affirmative Action Officer has been given day-to-day 
responsibility for implementing this policy.  
 
B. Grievances. All grievances or complaints alleging a violation of the College’s 
nondiscrimination policy and policy prohibiting unlawful harassment should be 
submitted to the Associate Vice President for Academic Affairs who is the Equal 
Opportunity and Affirmative Action (EOAA) Officer (Room DS 102, 716.839.8301). 
The EOAA Officer will also inform the Title IX Coordinator of any grievance that may 
constitute a violation of Title IX. Grievance forms are available in the office of the 
EOAA Officer, but any form or format may be used provided it is identified as a 
grievance. A grievance should contain a statement of the facts identifying the violation 
and as much supporting documentation as possible. Upon request, assistance in 
preparing the grievance will be supplied by the EOAA Officer. Those filing a grievance 
should also express their view of a possible resolution to the problem. A grievance 
should be filed as soon as possible after the alleged discrimination has occurred (usually 
within 30 days). A delay in filing a grievance may impact the ability of the College to 
investigate and resolve the grievance.  
 
C. Grievance Processing. 
 
Step 1. The EOAA Officer will attempt to resolve the matter as simply and as quickly 
as possible by informally meeting with the relevant persons in an effort to reach an 
acceptable agreement. If the complaint involves an alleged sexual assault, the matter 
will immediately proceed to Step 2 below; no informal mediation will be undertaken.  
 
Step 2. Unless an acceptable resolution is reached in Step 1, the grievant may request 
that the matter be referred to the appropriate Cabinet member (Vice President for 
Academic Affairs (VPAA) in the case of a faculty grievant) for a more formal 
investigation. Such request may be made at any time, but not later than ten (10) days 
after notification that the Step 1 procedure is completed. Within thirty (30) days 
thereafter, the Cabinet member or VPAA or his/her designated representative 
(Grievance Officer) will conduct an investigation with respect to the grievance. (Should 
the grievance be against either the EOAA Officer or the Cabinet member, the grievant 
should notify the Director of Human Resources who will arrange for another Grievance 
Officer to be appointed). Efforts will be made to complete the investigation within 45 
days after Step 2 is initiated.  
 
During the investigation, the grievant shall have the right to present evidence and 



 

 

witnesses. The Grievance Officer will also examine other relevant evidence and 
witnesses, including professionals where appropriate. The Grievance Officer shall 
render a written decision on the grievance applying a preponderance of the evidence 
standard. A copy of the decision will be provided to the grievant and accused party 
(ies). Either party may seek review by the College President of all or part of the 
Grievance Officer's decision by filing an appeal with the Office of the President within 
10 days after the decision is rendered. The President in conjunction with legal counsel 
for the College will review the decision to determine whether it is supported by 
substantial evidence and that the College substantially complied with applicable 
procedures. The President's decision will be rendered within 30 days of filing the 
appeal. The President may affirm the decision, modify the decision, or return the matter 
for further investigation. Should the President be the accused party, the appeal will be 
made to the Executive Committee of the Board of Trustees, which will review and rule 
upon the Grievance Officer’s decision. 
 
 
Non-Discrimination, Equal Opportunity and Affirmative Action Policy 
Daemen College is committed to compliance with its obligations under Title IX of the 
Educational Amendments of 1972, Titles VI and VII of the Civil Rights Act of 1964, 
Section 504 of the Rehabilitation Act of 1973, the Americans with Disabilities Act, the 
Age Discrimination in Employment Act, Executive Orders, the New York State Human 
Rights Law, and other applicable antidiscrimination laws.  It is the policy of Daemen 
College to provide all students, applicants and employees an equal access to all 
programs and facilities without regard to sex, sexual orientation, gender, race, color, 
creed, religion, veteran or military status, national origin, age, disability, familial status, 
marital status, domestic violence victim status, status as an ex-offender, arrest record, 
predisposing genetic characteristics or genetic information, or any other characteristic 
protected by federal or New York State law. Furthermore, the College will not 
discriminate against any individual with respect to the application of College policies, 
or the criteria for the successful completion of any course or program on the basis of 
sex, sexual orientation, gender, race, color, creed, religion, veteran or military status, 
national origin, age, disability, familial status, marital status, domestic violence victim 
status, status as an ex-offender, arrest record, predisposing genetic characteristics or 
genetic information, or any other characteristic protected by federal or New York State 
law. Every person in the Daemen College community is required to be familiar with and 
act in accordance with this policy. This includes administrators, faculty, staff, students, 
contractors, and vendors. All violations of this policy will be addressed and, where 
appropriate, discipline will be administered. Any person or entity found in willful 
violation of this nondiscrimination policy shall be subject to termination, expulsion, or 
contract termination as appropriate. 
 
The College President has assigned day-to-day responsibilities for the implementation 
and administration of this policy to the Associate Vice President for Academic Affairs, 
Dr. Kathleen Boone, who serves as the College’s Equal Opportunity and Affirmative 
Action Officer. Any questions concerning this policy and any complaints of 
discrimination should be communicated to Dr. Boone, Duns Scotus Hall, Room 102, 



 

 

telephone (716) 839-8301 (campus extension 8301), kboone@daemen.edu. 
A student also has the right to file a complaint of discrimination with the Office for 
Civil Rights (OCR) of the U.S. Department of Education. Complaints are to be filed 
within 180 calendar days of the alleged act of discrimination and may be made to the 
New York regional office of OCR: 
New York Office 
Office for Civil Rights 
U.S. Department of Education 
32 Old Slip, 26th Floor 
New York, NY 10005-2500 
Telephone: 646-428-3900 
FAX: 646-428-3843; TDD: 877-521-2172 
Email: OCR.NewYork@ed.gov 

 
5.4. Dispute Resolution Procedures 

If an employee has a complaint or problem other than one grievable under the 
Grievance Procedure in Case of Discrimination, as described in Section 5.3 of the 
handbook, the matter is handled in accordance with the following procedures. 
  
 

1.         The employee shall bring the matter to the attention of his or her immediate 
supervisor. Both parties are expected to make a good faith attempt to 
resolve the matter at this level and in accordance with any relevant policies 
and procedures contained in the pertinent employee handbook. Subsequent 
levels of review will consider compliance with the spirit of this provision in 
rendering a decision.  Communication may be orally or in writing at this 
stage, and shall be in writing if either party requests.  If an employee feels 
unable to communicate his or her concerns to the immediate supervisor, he 
or she should contact the HR Director in accordance with provision 2 
below. 

 
2.         The HR Director is available to assist employees with work-related 

problems or complaints. If in the HR Director’s judgment, the problem 
may constitute a violation of College policy or procedure, he or she will 
take appropriate steps to facilitate correction of the possible violation.  The 
HR Director may also refer the employee to the employee’s immediate 
supervisor, or the supervisor’s supervisor, if in the HR Director’s 
judgment, it is appropriate to do so.  The HR Director may also participate 
in meetings of the affected parties, at the request of either party or at the 
HR Director’s own discretion. 

 
3.         If the complaint or problem remains unresolved at the level of the 

employee and immediate supervisor, the employee may bring the matter to 
the attention of the supervisor’s supervisor. At this stage, the employee 
shall communicate the problem in writing if requested to do so by the 
supervisor’s supervisor. The supervisor’s supervisor shall review the 



 

 

matter, consulting with relevant parties as appropriate, and render a 
written decision.  The decision is final, subject to review by the HR 
Director to ensure that the decision is in compliance with College policies 
and procedures. Should this review result in modification of the decision, 
the HR Director shall ensure that the modification is approved by an 
officer of the College. 

 
  
 

4.         If discrimination in violation of College policy or the law is alleged or 
suspected, the EO/AA Officer (Associate Vice President for Academic 
Affairs) shall be consulted. In matters involving possible discrimination, 
the Grievance Procedure in Discrimination Cases shall be followed. 

 
  
 

5.         In the event of disputes between members of different campus 
constituencies, procedures are as follows: 

 
  
 

a.         A dispute initiated by a faculty member with an administrative or 
staff employee shall be governed and processed according to the 
procedures outlined in this handbook. 

 
b.         A dispute initiated by an administrative or staff employee with a 

faculty member shall be governed and processed according to the 
Dispute Resolution Procedure outlined in the Faculty Handbook. 

 
c.        If it is unclear what procedure is appropriate for disputes involving 

Faculty, the Vice President for Academic Affairs, in consultation 
with the Faculty Senate President, shall determine the procedure to 
be followed. 

  
d.         Disputes with students initiated by staff or administrative 

employees should follow procedures outlined in the Student 
Handbook.  

  
e.         Disputes with staff or administrative employees initiated by 

students should follow the Dispute Resolution Procedure outlined 
in the Student Handbook. 
 

      
 

5.5.        Conflict of Interest Policy 
Policy Purpose.  Daemen College’s policy is to comply with all laws and regulations 
affecting its activities.  This policy on conflict of interest is intended to satisfy 



 

 

compliance requirements and guide College personnel in avoiding those situations that 
can result in a conflict of interest.  
 
Policy.  It is the policy of Daemen College that employees must discharge their duties 
in the best interests of the College to the extent permitted by law.  Therefore, each 
employee must: 

 
1. Refrain from any activity or transaction that could influence or cause an 

employee not to act in the best interests of the College, including, without 
limitation, any business transaction or private arrangement for personal 
profit which arises out of or relates to a position of authority with the 
College or upon confidential information which is obtained by reason of 
such position of authority.  For purposes of this policy “personal profit” 
means profit to the employee, any member of his or her immediate family 
(spouse, parents, children, siblings) and any entity with which he or she 
may be associated. 

 
2. Disclose any financial, ownership, or management interest in any entity 

engaged either in the delivery of educational services, or in the delivery of 
goods or services of any kind to the College. 

 
3. Refrain from participation in a transaction with the College which could 

result in personal profit except upon the written approval of the President 
or his designee. 

 
4. Disclose any personal activity or business opportunity which is within the 

scope of the activities of the College and refrain from pursuing or 
exploiting such opportunity except upon written approval of the President 
or his designee. 

 
5. Refrain from accepting any gift, favor, service, compensation, or benefit 

of any kind from any person who can influence the exercise of the 
employee’s professional judgment on behalf of the College.  This includes 
any person with whom the employee may transact business on behalf of 
the College, or whom the employee knows to be transacting, or seeking to 
transact, business with the College.  Items of minimal value (e.g., $50 or 
less) are not included within this policy, and need not be reported, unless 
they occur more than twice per calendar year. 

 
6. Refrain from making or tendering payments, gifts or services to or for the 

benefit of any government or accrediting agency official, employee or 
designee who is in a position to influence directly or indirectly, any 
government or accrediting agency action or decision. 

 
7. Refrain from making or soliciting contributions in the name or on behalf 

of the College or with College funds, services or facilities in any form to, 
or in aid of, any political party, group, candidate or cause.  It is not a 



 

 

violation of this Policy for an employee to contribute to a political party or 
campaign as a private citizen. 

 
8. Refrain from participating in any employment, salary, or other important 

decision regarding an immediate family member or person with whom the 
employee is in a close personal relationship. Members of the same family 
may not be employed in a situation where one member of the family 
works under the administrative supervision of another except with the 
approval of the appropriate vice president.  Pertinent provisions of the 
Faculty Handbook will be observed in any cases involving faculty 
members. 

 
9. Comply with all established accounting and audit policies and practices to 

ensure the protection of College assets. 
 

A conflict or a potential conflict of interest can arise at any time.  It is therefore required 
that a situation encompassed by this Policy be disclosed before occurrence if that is 
possible, and in any event as quickly as possible after the situation is appreciated. 
 
If any employee is in doubt about a situation, it should be fully disclosed to the 
appropriate vice president, so that a determination can be made as to what action, if any, 
needs to be taken.  There is no harm in good faith, over- reporting; by contrast, failure 
to report may be a violation of this Policy. 
 
Procedure. The President of the College, or his designee(s), will administer the 
Conflict of Interest Policy.  The President may, at his discretion, refer selected issues or 
matters to the Audit Committee of the Board of Trustees. 

 
1. This Conflict of Interest Policy is to be communicated at least annually to 

all employees. New employees are to be given a copy of this policy. 
 
2. A Conflict of Interest Statement Attachment A, available in the HR office, 

must be executed by all College officers, Cabinet members, Deans, 
administrators and full time faculty members. Cabinet members are to 
assure that all of their employees who are required to execute the 
Statements do so.  Signed Statements must be submitted to the Vice 
President for Business Affairs.  An employee may be asked to complete 
and sign a new Statement whenever a situation arises that may potentially 
involve this policy.  Failure to complete or sign a Statement upon request 
will be deemed an admission of an actual conflict of interest. 

 
3. An employee who becomes aware at any time of a conflict of interest 

involving himself/herself should immediately obtain and complete a 
Conflict of Interest Disclosure Form Attachment B, available in the HR 
Office, and deliver it to the Cabinet member responsible for his/her area.  
The Cabinet member must deliver a copy of each Disclosure Form to the 
Vice President for Business Affairs. 



 

 

 
4. All Conflict of Interest Statements and Disclosure Forms should be 

delivered to the Vice President for Business Affairs.  If a possible, 
perceived, or actual conflict is disclosed, the Vice President for Business 
Affairs will require the appropriate Cabinet member or dean to review the 
situation and contact the necessary people to develop an understanding of 
the situation.  Thereafter the Vice President for Academic Affairs will 
render a decision in those cases pertaining to faculty members and the 
Vice President for Business Affairs will render a decision in all other 
cases.  All decisions and resolutions must be in the best interests of the 
College.  If research is involved, the resolution must meet the granting 
institution’s requirements. Conflicts involving the Vice President for 
Business Affairs will be handled by the Board Audit Committee. 

 
5. An employee impacted by a resolution may appeal to the President by 

submitting a written statement explaining the disagreement. After 
consulting with the Board Audit Committee, if deemed necessary, the 
President will issue a final decision. 

 
6. A copy of all documents relating to the disclosure and the resolution will 

be retained by the Vice President for Business Affairs. 
 
7. In general, all Conflict of Interest Statements and Disclosure Forms are to 

be retained for four years.  All Conflict of Interest documents and related 
actions for grants must be maintained at least three years beyond the 
termination of the related grant or resolution of any action with the 
granting organization, whichever is longer.  Research related disclosure 
materials are to be maintained by the Vice President for Academic Affairs. 

 
8. All Conflict of Interest documents will be available for review by the 

Board Audit Committee and external auditors. 
 
9. Conflicts involving senior management are to be resolved by the President 

in consultation with the Board Audit Committee and College legal 
counsel. 

 
10. Conflicts involving the President are to be resolved by the Board Audit 

Committee and the Executive Committee of the Board if deemed 
necessary. 

 
Policy Violations and Retaliation. A deliberate or grossly negligent violation of this 
policy may result in disciplinary action up to and including termination of employment, 
cessation or prohibition of business with a vendor, and other appropriate remedies. Any 
disciplinary action against an employee will be subject to review in accordance with the 
Dispute Resolution Procedure of the applicable handbook.  
 



 

 

It is also a violation of College policy to retaliate against an individual who reports a 
potential or perceived violation of this conflict of interest policy.  If an individual 
believes that retaliation has occurred or is threatened, he or she should report it 
immediately to the Cabinet member responsible for his/her area or to the President. It is 
also a violation of this Policy for an employee to file a Disclosure Form or give a 
statement that is made in bad faith.  The identity of the person reporting conduct in 
accordance with this Policy will be kept confidential to the extent possible with an 
adequate investigation. 

 
5.6.        Daemen College Whistleblower Policy 

General. Daemen College requires all trustees, officers and employees to observe high 
standards of business and personal ethics in the conduct of their duties and 
responsibilities. As employees and representatives of the College, we must practice 
honesty and integrity when fulfilling our responsibilities and comply with all applicable 
laws and regulations.  
 
The College’s internal controls and operating procedures are intended to detect, prevent 
or deter improper activities; however, even the best systems of control cannot provide 
absolute safeguards against irregularities.  
 
Accordingly, the College has adopted this Whistleblower Policy to provide a 
mechanism to assist and encourage trustees, officers and employees to come forward in 
good faith with reports or concerns about suspected compliance issues on a timely basis.  
 
Reporting Responsibility.  It is the responsibility of all trustees, officers and 
employees to report suspected financial misconduct. This Whistleblower Policy governs 
only the reporting and investigation of suspected financial misconduct, such as 
violations of applicable laws, external regulations, College policy of a financial nature 
or misuse of College resources. Financial misconduct may include, but is not limited to, 
ethics violations, fraudulent transactions, conflicts of interest, inappropriate expenditure 
of funds, questionable internal controls and failure to comply with accounting standards 
and audit practices, theft or inappropriate use of cash or other College resources, 
falsification of hours worked for payroll purposes and inappropriate spending of cash 
through the accounts payable process. The policy is not intended and may not be used 
for personal or employment grievances, general compensation and benefit complaints, 
opinions on policy, etc. Such concerns should be pursued in accordance with pertinent 
policies articulated in employee and student handbooks and as discussed in section X 
below. While this policy pertains only to trustees, officers and employees of the 
College, students with concerns in this regard are encouraged to discuss their concerns 
with the VP for Student Affairs and Dean of Students, who will determine the most 
appropriate course of action.  
 
Reporting Suspected Violations.  Daemen College has an open door policy and 
encourages trustees, officers and employees to share their questions, concerns, 
suggestions or complaints regarding any concern with someone who can address them 
properly. In most cases, an employee’s supervisor, or the head of the affected 



 

 

department or office is in the best position to address an area of concern. The College 
has adopted this Whistleblower Policy for those instances where a person has a serious 
concern about possible financial or ethical misconduct. The Policy allows allegations to 
be made outside of the immediate area that the suspected trustee, officer or employee is 
associated with and allows for confidentiality for the reporting person, if requested. It is 
recommended that complaints under this Policy be made in person, electronically, or by 
mail. Employees reporting by campus mail or email should complete a Whistleblower 
Disclosure Statement (attached below –Appendix A) and forward it to the Chair of the 
Audit Committee of the Board of Trustees (Compliance Officer). Alternatively, the 
report may be made to the College President, Vice President for Business Affairs 
(VPBA) or Chair of the Board of Trustees, although all complaints will be forwarded to 
the Audit Committee Chair as Compliance Officer unless the Chair is the subject of the 
complaint.   
 
Contact information for each of these individuals can be found on the Daemen website 
or in the Personnel Directory. Every whistleblower should understand that making a 
report will likely cause an investigation to commence and that he/she may need to visit 
the office of the Compliance Officer to answer any questions regarding the report. 
Complaints may be submitted on an anonymous basis, if the person so desires; 
however, sufficient information must be provided in order that an investigation can be 
conducted. Whistleblowers are encouraged to put their names to allegations because 
appropriate follow-up questions and a complete investigation may not be possible 
unless the source of the information is identified. Concerns expressed anonymously will 
be explored appropriately, but consideration will be given to (1) the seriousness of the 
issue raised; (2) the credibility of the concern; and (3) the likelihood of confirming the 
allegation from attributable sources. Anonymous whistleblowers must provide 
sufficient corroborating evidence to justify the commencement of an investigation. An 
investigation of unspecified wrongdoing or broad allegations will not be undertaken 
without verifiable evidentiary support. Since investigations are more complete and 
reliable when based upon timely evidence, reports under this policy should be made as 
soon as possible after the conduct complained of is discovered.  
 
Compliance Officer and Handling of Reported Violations.  The Daemen College 
Whistleblower Compliance Officer is the Chair of the Audit Committee of the Board of 
Trustees. (Should the Audit Committee Chair be the subject of allegations, the Audit 
Committee shall appoint another member to perform the Compliance Officer’s role 
regarding said allegations.) The Compliance Officer will direct and oversee an 
investigation, but may call upon the appropriate College office for information or other 
assistance depending on the specific circumstances of the issue. All reports will be 
promptly investigated.   
 
The Compliance Officer has access to all resources of the College and external counsel 
to ensure a fair and accurate resolution of the alleged violation. The investigation is 
closed when the Compliance Officer has deemed the investigation is complete and a 
resolution is reached. The Compliance Officer is responsible for documenting the 
investigation and explaining the rationale for the resolution.  



 

 

 
That document and all other relevant documents will be attached to the original 
Whistleblower Disclosure Statement (if one has been filed, or any other documentation 
that exists for anonymously reported allegations) and reside in the office of the 
Compliance Officer during the investigation. Documents and evidence relating to a 
closed investigation will remain in the College’s files in the Human Resources 
Department. Whistleblower Disclosure Statements and the status of investigations will 
be reported to the Audit Committee of the Board of Trustees.  
 
At the discretion of the Compliance Officer, the President may also be advised of the 
status and/or results of any investigation. The Compliance Officer has direct access to 
the Board of Trustees and is required to report to the Board at least annually on 
compliance activity.  
 
Accounting and Auditing Matters. The Audit Committee of the Board of Trustees 
shall address all reported concerns or complaints regarding corporate accounting 
practices, internal controls or auditing. The Compliance Officer shall immediately 
notify the Audit Committee of any such complaint and work with the Committee until 
the matter is resolved.  
 
Results of Reports Made Under Whistleblower Policy. If the investigation 
establishes that a violation of law, external regulation or College policy has occurred, 
the Compliance Officer, in conjunction with the appropriate College administrator 
(President, VPBA,VPAA, the Director of Human Resources and/or the Director of the 
applicable office of the investigated employee)will determine appropriate action based 
upon law and College policy. (If, as a result of the complaint, a faculty member is 
disciplined, he or she is entitled to a detailed, written explanation of the reasons for the 
discipline, as noted in Article XII of the Faculty Handbook. If as a result of the 
complaint a faculty member is suspended or terminated, the faculty member may 
invoke the review procedures provided for in Article XII of the Faculty Handbook. 
College staff and students may elect to proceed with the review procedures provided for 
in the applicable handbook.) Civil or criminal prosecution will be pursued when 
warranted. If the result of the investigation is that the allegation is not satisfactorily 
established, the investigation will be deemed complete. A whistleblower whose 
complaint is not established or is deemed inappropriate to be addressed under this 
Whistleblower Policy may pursue his or her claim under another relevant College 
policy.  
 
Confidentiality. Whistleblowing complaints will be handled with sensitivity, discretion 
and confidentiality to the extent possible, consistent with the need to conduct an 
adequate investigation. Generally this means that whistleblower complaints will only be 
shared with those who have a need to know so that the Compliance Officer can conduct 
an effective investigation and determine what action to take based on the results of any 
such investigation. In appropriate cases, the investigation documents will be shared with 
law enforcement personnel. Should disciplinary or legal action be taken against a 
person or persons as a result of a whistleblower complaint, such persons may also have 



 

 

the right to know the identity of the whistleblower. In addition, whistleblowers 
submitting a report should be aware that their public testimony might be needed to 
establish a violation.  
 
Although a person's report may possess merit, comments made to others regarding 
another person could constitute defamation, invasion of privacy or other grounds for 
civil liability. Whistleblowers, witnesses and investigators should not discuss 
allegations outside of the reporting and investigation process. This is especially 
important if the investigation reveals that the suspected person’s actions were lawful or 
within College policy. Note that if a whistleblower self-discloses his or her identity 
directly or indirectly through his or her own actions outside of the official investigation 
process, the College is not obligated to maintain confidentiality. 
 
No Retaliation. Employees, trustees, and officers of the College may not retaliate 
against a whistleblower for reporting an activity which that person, in good faith, 
believes to be financial or ethical misconduct.   
 
An  action is considered retaliatory if it is has the intent or effect of adversely affecting 
the terms or conditions of the whistleblower’s employment, including but not limited to, 
threats of physical harm, loss of job, punitive work assignments, or impact on salary or 
wages. Whistleblowers who believe that they have been retaliated against may file a 
written complaint with the Compliance Officer or the Vice President for Business 
Affairs. Any complaint of retaliation will be promptly investigated and, if allegations of 
retaliation are substantiated, the perpetrator will be subject to discipline up to and 
including termination of employment/relationship with the College.  
 
This protection from retaliation is not intended to prohibit managers or supervisors from 
taking action, including disciplinary action, in the usual scope of their duties and based 
on valid performance-related factors. This Whistleblower Policy is intended to 
encourage and enable employees and others to raise serious concerns within Daemen 
College prior to seeking resolution outside the College.  
 
Acting in Good Faith. A report made under this policy can have considerable impact 
on the personal and professional lives of those charged. Anyone filing a complaint 
concerning a violation or suspected violation must be  acting in good faith and have 
reasonable grounds for believing the information disclosed indicates a violation. 
Employees, trustees, and officers shall not intentionally misuse the College’s 
Whistleblower Policy and procedures. Intentional misuse includes, but is not limited to, 
frivolous claims, attempts to treat a personal grievance or personnel dispute as an 
allegation of wrongdoing, lack of good faith in invoking the policy or any known false, 
malicious or intentionally misleading statements made at any time under the procedures 
of the policy. The Compliance Officer will report to the Chair of the Board of Trustees, 
the President, VPBA or VPAA, and/or the Director of the applicable office (if an 
employee), the identity of anyone who is believed to have intentionally misused the 
Whistleblower Policy. After appropriate review by these individuals, if the allegations 
are substantiated, the perpetrator will be subject to discipline up to and including 



 

 

termination of employment/relationship with the College. As requested and as 
appropriate, the Compliance Officer and other College officials shall make all 
reasonable and practical efforts to protect or restore the reputation of persons alleged to 
have violated College policy, but against whom no finding of misconduct is made. 
 
General Reporting Outside of the Whistleblower Policy.  All are encouraged to 
report all other suspected violations of law or College policy directly to his/her 
supervisor. If the whistleblower feels unable to do so or if there is any reason why this 
may not be appropriate, he or she should raise the issue with the department chair, dean, 
director or other College official/office having responsibility for overseeing compliance 
with the particular policy or procedure in accordance with the guidance below: 
 

Crime Reporting Policy  
Daemen College strives to maintain a safe campus and relies on all members of 
the campus community to do their part to keep our campus safe. Any member of 
the campus community–faculty, student, staff, trustee –who observes criminal 
activity on the Daemen main campus or at any off-campus instructional site is 
expected to report such conduct promptly to the police and to Campus Safety. 
Criminal activity includes but is not necessarily limited to: physical assault, 
including sexual assault and abuse; burglary, robbery, arson, unauthorized display 
or use of a dangerous weapon, and the illegal distribution or manufacture of 
controlled substances. If you observe a crime, phone 911 immediately and follow 
the instructions of the police. Contact Campus Safety immediately thereafter. Any 
crime directly involving a member of the campus community, whether as victim 
or alleged perpetrator, should also be brought to the prompt attention of the Office 
of the President.   
 
In addition, there are occasions when minors (persons under 18 years of age) are 
on the Daemen College campus or involved in College events.   
 
Any person who observes the sexual abuse of a minor or has a reasonable 
suspicion of such abuse, should immediately notify Campus Safety and the local 
police authorities (call 911).  A call may also be made to the NYS Child Abuse 
Hotline at 1-800-342-3720. Any such conduct involving a Daemen student or 
employee should also be brought to the attention of the Office of the President. 
The prompt reporting of criminal activity is essential to securing a safe campus 
environment for all persons, including guests and members of the public. No one 
is exempt from the expectation of law-abiding behavior. There shall be no form of 
retaliation within the Daemen College community against any person making a 
good faith report of suspected criminal activity.  
 
Employment Policies 
In the event of any claim concerning discrimination or harassment (including 
sexual harassment) or any other violation of employment policies, reports should 
be made in accordance with the Grievance Procedure in Discrimination and 
Harassment Cases or the Dispute Resolution Procedures found in staff, faculty, 



 

 

and student handbooks, as appropriate.   
 
Education & Research 
An alleged violation that, if proved, would constitute misconduct in research will 
be processed in accordance with the Daemen College Research Integrity Policy 
and Guidelines on Misconduct (See Appendix C to the Faculty Handbook.)  
 
Environmental, Health and Safety  
In the event of any claim concerning personal safety, suspicious activity, fire, 
environmental protection, hazardous conditions, violations of state or federal 
health or campus safety, a report can be made to the Campus Safety Office at ext. 
8246. Potential biohazard issues should be handled according to the College 
Biosafety Manual, available online at the following address:  
https://www.daemen.edu/about/working-daemen/employee-safety 

 
5.7.        Accommodation of Employees with Disabilities 

Purpose. Daemen College complies with Section 504 of the Rehabilitation Act of 1973 
(Section 504), the Americans with Disabilities Act (ADA), and applicable state and 
local laws providing for nondiscrimination against individuals with disabilities. This 
policy applies to hiring of employees and all terms and conditions of employment. 
Daemen College provides reasonable accommodations for qualified individuals with 
disabilities so that they may enjoy all the privileges of employment. In this connection, 
Daemen College has established an accommodation assessment procedure for 
evaluation of a requested accommodation in accordance with legal guidelines. 
 
Definition of Terms. For the purpose of this policy, terms such as disability, essential 
function, reasonable accommodation, qualified individual, shall be defined pursuant to 
Section 504 the Rehabilitation Act of 1973 (Section 504), the Americans with 
Disabilities Act, and applicable state and local laws providing for nondiscrimination 
against individuals with disabilities.  
 
Policy. It is Daemen College’s policy to: 

1. Ensure that qualified individuals with disabilities are treated in a 
nondiscriminatory manner in the hiring process and that qualified individuals 
with disabilities are treated in a nondiscriminatory manner with respect to all 
terms and conditions of employment.  

 
2.  Keep all medically related information confidential in accordance with the 

requirements of Section 504 and the ADA. 
 
3.  Provide qualified applicants and employees with disabilities with reasonable 

accommodation. 
 
4. Notify individuals with disabilities that the College provides reasonable 

accommodations to qualified individuals with disabilities by including this 
policy in employment handbooks. 



 

 

 
Procedure for Requesting an Accommodation. If an employee of the College 
anticipates a need for an accommodation, the request for accommodation should be 
brought to the attention of the relevant supervisor as soon as possible. Where the 
disability is not obvious, the employee shall provide current evidence of the disability 
and the limitations that require accommodation. Guidelines for documentation of 
disabilities are posted on the College’s website at https://www.daemen.edu/student-
life/student-services/disability-services  The supervisor will forward this request to the 
Associate Vice President for Academic Affairs, who is the College’s Equal Opportunity 
and Affirmative Action (EOAA). Officer. The EOAA Officer will discuss with the 
employee, the supervisor, and/or other relevant individuals, as needed, the functional 
limitations resulting from the disability and the reasonable accommodations to be made. 
An accommodation will not be authorized if it would fundamentally alter the nature of 
the employee’s job or create an undue hardship for the College.  
 
An applicant for a job with the College may disclose a disability and the need for 
reasonable accommodations during the hiring process. This request will be forwarded to 
the EOAA Officer for evaluation.   
 
If an employee is not satisfied with the determination made by the College with respect 
to the request for accommodation, the employee may file a grievance pursuant to the 
College’s Grievance Procedure in Discrimination Cases, a copy of which may be found 
in this Handbook or obtained from the Office of the Associate Vice President for 
Academic Affairs (EOAA Officer). Should any problem arise in securing an approved 
accommodation, the employee should bring the problem to the immediate attention of 
the EOAA Officer, who will assist in resolving the matter. In addition, any member of 
the College Community with questions or concerns about the College’s disability policy 
and procedures should contact the EOAA Officer (Office of the Associate VP for 
Academic Affairs, Duns Scotus Hall, Room 102, Daemen College, 4380 Main St., 
Amherst, NY 14226; telephone: 716.839.8301).  
 
Requests for accommodations will remain confidential to the extent practicable and 
medical information will be maintained separately from personnel and academic 
records. 

 
5.8.        Drug Free Workplace  

It is the policy of Daemen College that the unlawful manufacture, distribution, 
possession, sale or use of controlled substances by an employee of the College is strictly 
prohibited and that anyone found in violation of this policy will be subject to 
disciplinary action up to and including termination.  
 
In order to comply with the requirement that the College, as a U.S. Government 
contractor, provide a drug free workplace, the following is directed: 
 
1. That any employee of the College who will be employed pursuant to any U.S. 

Government contract or grant will be advised of this policy and be required to 



 

 

attend the College’s drug free awareness program. At a minimum, this program will 
inform employees of: 

a. The dangers of drug abuse in the workplace; 
b. The College’s policy of maintaining a drug free workplace; 
c. The availability of drug counseling rehabilitation and employee assistance 

program; and 
d. That an employee who violates the above policy will be subject to 

immediate termination. 
 
2. That any employee convicted of a controlled substance related violation in the 

workplace, including pleas of no contest, must inform the HR Director within five 
(5) days of this conviction or plea.  Moreover, any employee who is so convicted 
shall be subject to disciplinary action up to and including termination. 

 
3. That each employee who is employed pursuant to a Government contract or grant 

shall be given a copy of the Employee Notification of Daemen College’s Policy on a 
Drug Free Workplace and that a signed copy of the notification form shall be 
maintained in the employee’s personnel file. 

 
4. It is the responsibility of all employees of Daemen College to use their best efforts 

to continue to maintain a drug free workplace. 
 

5. It is a condition of your employment with Daemen College that you abide by the 
above policy. 
 

5.9.        Policy on Leave Under the Family and Medical Leave Act 
This is a summary of the College’s current policy for implementing the Family and 
Medical Leave Act of 1993 (“FMLA”), as amended.  The FMLA provides eligible 
employees with job-protected leave for qualifying events or circumstances, as described 
below. 
 
I. Eligibility for Leave.  An employee is eligible to take available FMLA leave if:  

A. He or she has been employed by the College for at least 12 months (which need 
not be consecutive months) and has worked at least 1,250 hours (not including 
any paid leave time) during the twelve (12) month period immediately preceding 
the commencement of the leave.  (Periods of prior employment where the break 
in service exceeds seven (7) years will not be used to determine FMLA 
eligibility.  Under certain circumstances, time in the military service will count 
towards fulfilling the length of employment and hours worked requirement to be 
eligible for FMLA leave.)  
-and- 

B. The College employs at least fifty (50) employees within seventy-five (75) 
miles of the employee’s worksite as of the date when the employee gives notice 
of the need for leave. 

   
II. Types of FMLA Leave.  An eligible employee is entitled to take available FMLA 

leave for one or more of the following: 



 

 

A. New Child:  Up to 12 weeks of leave during any 12-month period because of 
the birth of a son or daughter of the employee and in order to care for the 
newborn child, or because of the placement of a son or daughter with the 
employee for adoption or foster care. 

 
B. “Serious Health Condition” of Employee:  Up to 12 weeks of leave during 

any 12-month period because of a “serious health condition” (as defined 
below) that makes the employee unable to perform the functions of his or her 
position. 

 
C. “Serious Health Condition” of Family Member:  Up to 12 weeks of leave 

during any 12-month period in order to care for the employee’s spouse, or a 
son, daughter or parent (but not parent “in-law”) of the employee, if such 
family member has a “serious health condition” (as defined below). 

 
D. “Qualifying Exigency” for Family of Active Military Service Member:  

Up to 12 weeks of leave during any 12-month period because of any 
“qualifying exigency” arising from the employee’s spouse, son, daughter, or 
parent, who is a covered military member (member of the Armed Forces, U.S. 
National Guard, or Reserves), being on covered active duty (or being notified 
of an impending call or order to covered active duty) involving deployment to 
a foreign country.  Qualifying exigency leave is not available where the call to 
covered active duty comes from the state rather than the federal government. 

 
E. “Serious Injury or Illness” of Military Service Member (“Military 

Caregiver Leave”):  Up to 26 weeks of leave during a single 12-month 
period in order to care for: 
1. a current member of the Armed Forces, including a member of the 

National Guard or Reserves, to whom the employee is the spouse, son, 
daughter, parent, or next of kin with a “serious injury or illness,” who is 
undergoing medical treatment, recuperation, or therapy, is otherwise in 
outpatient status, or is otherwise on the temporary disability retired list; or 

2. a veteran, to whom the employee is the spouse, son, daughter, parent, or 
next of kin, who is undergoing medical treatment, recuperation, or therapy 
for a “serious injury or illness” and who was a member of the Armed 
Forces (including a member of the National Guard or Reserves) at any 
time during the period of 5 years preceding the date on which the veteran 
undergoes that medical treatment, recuperation, or therapy. 

 
III. Definitions.  The following definitions apply to certain terms used in this policy: 

A. A “serious health condition” is an illness, injury, impairment, or physical or 
mental condition that involves either an overnight stay in a medical care 
facility, or “continuing treatment” by a health care provider for a condition 
that either prevents the employee from performing the functions of the 
employee’s job, or prevents the qualified family member from participating in 
school or other daily activities.  Subject to certain conditions, the “continuing 



 

 

treatment” requirement may be met by a period of incapacity of more than 3 
consecutive calendar days combined with at least two visits to a health care 
provider or one visit and a regimen of continuing treatment all within 30 days 
of the first day of incapacity, or incapacity due to pregnancy, or incapacity 
due to a chronic condition.  Other conditions may also meet the definition of 
continuing treatment. 

 
B. “Qualifying exigencies” include:  short-notice deployment, military events 

and related activities, childcare and school activities, financial and legal 
arrangements, counseling, rest and recuperation, post-deployment activities, 
and additional activities as agreed upon by the College and the employee. 

 
C. “Serious injury or illness”:  

1. in the case of a member of the Armed Forces (including a member of the 
National Guard or Reserves) means an injury or illness that was incurred 
by the member in the line of duty on active duty in the Armed Forces (or 
existed before the beginning of the member’s active duty and was 
aggravated by service in line of duty in the Armed Forces) and that may 
render the member medically unfit to perform the duties of the member’s 
office, grade, rank, or rating;  

-and- 
2. in the case of a veteran who was a member of the Armed Forces 

(including a member of the National Guard or Reserves) at any time 
during the period of 5 years preceding the date on which the veteran 
undergoes medical treatment, recuperation, or therapy, means a qualifying 
injury or illness that was incurred by the member in line of duty on active 
duty in the Armed Forces (or existed before the beginning of the 
member’s active duty and was aggravated by service in line of duty on 
active duty in the Armed Forces) and that manifested itself before or after 
the member became a veteran. 

 
D. “Spouse” means a husband or wife as defined or recognized by applicable 

State law for purposes of marriage in the State in which the employee resides. 
 

E. “Parent” means a biological parent or an individual who stood in loco 
parentis to an employee when the employee was a child.   

 
F. “Son or daughter” Except with respect to Military Caregiver Leave, “son or 

daughter” means a biological, adopted, foster child, step child, legal ward, or 
child of a person standing in loco parentis, who is either under age 18, or age 
18 or older and incapable of self-care because of a mental or physical 
disability.  
 
With respect to Military Caregiver Leave, “son or daughter” means the 
servicemember’s biological, adopted, or foster child, stepchild, legal ward, or 



 

 

a child for whom the servicemember stood in loco parentis, and who is of any 
age. 

 
G. “Next of kin of a covered servicemember” means the nearest blood relative 

other than the covered service member’s spouse, son, or daughter, as 
determined by applicable law. 

 
IV. Amount of Leave Available.   

A. For FMLA leave other than Military Caregiver Leave:  Eligible employees are 
limited to a total of twelve (12) workweeks of FMLA leave during any 12-
month period.  Each 12-month period is a “rolling” twelve (12) month period, 
which is measured backwards from the date an employee uses FMLA leave.   

 
B. Leave for a new child (leave category (1) above) cannot be taken later than 

twelve (12) months after the birth or placement of the child, but may be taken 
before the actual date of birth under some circumstances.  If two employees 
who are spouses are eligible for FMLA leave as a result of the birth or 
adoption of the same child, the employees will only be eligible to receive a 
total of twelve (12) weeks of leave between them based on the birth or 
adoption.  Each individual employee remains eligible for the remaining 
portion of (12) weeks that they did not actually take for the birth or adoption 
of the child, which remaining portion may be taken for other forms of FMLA 
leave, including leave to care for the child if the child has a “serious health 
condition.”   

 
C. For Military Caregiver Leave:  Eligible employees are limited to twenty-six 

(26) workweeks of FMLA leave during a single 12-month period, measured 
forward from the first day of the Military Caregiver Leave.  If an eligible 
employee does not take a full 26 workweeks of leave within 12 months of the 
first day of leave, then the employee is not entitled to additional Military 
Caregiver Leave with respect to the same “serious injury or illness” by the 
same servicemember.   No more than 26 workweeks of FMLA leave may be 
taken within any 12-month period even if an employee would otherwise be 
eligible for Military Caregiver Leave based on two different qualifying 
“serious injuries or illnesses.”  If an eligible employee does not take all of his 
or her 26 workweeks of leave entitlement to care for a covered servicemember 
during the single 12-month period, the remaining part of his or her 26 
workweeks of leave entitlement to care for the covered servicemember is 
forfeited. 

 
D. Leave because of a “serious health condition” of the employee or a family 

member or the “serious injury or illness” of a covered servicemember (leave 
categories (2), (3), or (5) above) can only be taken during such time as the 
employee or family member has a “serious health condition,” or the covered 
servicemember has a “serious injury, or illness,” as applicable.  Leave because 
of a “qualifying exigency” for the family of an active duty military service 



 

 

member can only be taken during such time as the “qualifying exigency” 
exists. 

 
E. If two employees are spouses and are eligible for Military Caregiver Leave, 

the employees are limited to, at most, a combined total of 26 workweeks of 
leave to care for a covered servicemember with a “serious injury or illness” 
during the single 12-month period applicable with respect to the Military 
Caregiver Leave. 

 
F. During any applicable 12-month period in which Military Caregiver Leave is 

taken, an employee is limited to a combined total of, at most, 26 workweeks 
of FMLA leave regardless of the type(s) of leave.  (Only 12 of the 26 weeks 
total may be for a FMLA-qualifying reason other than to care for a covered 
servicemember.)  During any applicable 12-month period in which Military 
Caregiver Leave is not taken, an employee is limited to a combined total of, at 
most, 12 workweeks of FMLA leave for all other types of leave. 

 
V. FMLA Leave is Unpaid.  The FMLA leave available to employees under this 

policy is always unpaid leave.  [However, if paid leave is also available to an 
employee pursuant to a different applicable law or College policy, that paid leave 
must be taken concurrently with the FMLA leave.  (See “Leaves To Be Taken 
Concurrently,” below.)] 

 
VI. Benefits While on FMLA Leave. 

A. Health Benefits:  The College will maintain an employee’s health benefits 
during FMLA leave on the same terms and conditions as if the employee had 
been continuously employed during the entire leave period. 
 
If the employee normally pays some or all of the benefit costs, he or she must 
continue making those payments during the leave in order to maintain 
coverage.  This may be done by payroll deduction to the extent the employee 
is taking paid leave concurrently with the FMLA leave.  In all other cases, the 
employee must make payment arrangements with the College in advance of 
the leave, or as soon as possible after the leave begins if the leave is the result 
of an emergency, and must fully comply with those arrangements throughout 
the leave or risk termination of the health benefits. 
 
In the event that no alternative arrangement is made, the employee’s coverage 
will be continued during unpaid FMLA leave, and the employee must submit 
payment to the College on each payday to cover the portion of the employee’s 
health insurance premium that would have been payable on that day had the 
employee been working.  If the employee fails to submit timely payment, the 
College may, but is not required to, terminate the employee’s health insurance 
coverage.  If the College elects to continue the employee’s coverage, the 
employee continues to be liable for his or her health insurance premium on 
each payday.   



 

 

 
If FMLA leave expires and the employee does not return to work (normally 
for at least 30 calendar days), and does not have a valid excuse as defined by 
law, the College may recover any benefit payments it has made on the 
employee’s behalf during the leave. 

 
B. Pension or Retirement Vesting:  FMLA leave will be treated as continuous 

service (i.e., no break in service) solely for purposes of vesting and eligibility 
requirements to participate in any applicable pension or other retirement 
program. 

 
C. No Other Benefits:  Employees do not receive or accrue any other 

employment benefits while on unpaid FMLA leave, and accrue no seniority, 
unless this is specifically provided by a different Company policy or 
applicable law.  However, to the extent that an employee is taking paid leave 
concurrently with FMLA leave, any benefits or accruals which may be 
associated with that paid leave will be in effect for the duration of that paid 
leave. 

 
VII. Return to Work.  It is a basic assumption of both the FMLA and this policy that 

an eligible employee will request FMLA leave with the expectation of returning 
to work at the conclusion of the leave.  An employee is only entitled to FMLA 
leave if it is his or her intention to return to work, and all employees who 
request leave are deemed to be making an express representation to the 
College that it is their intent to return.  The College may periodically require 
employees who are on FMLA leave to report on their current status and plans for 
returning to work. 
 
Upon returning from FMLA leave, an employee will either be restored to his or 
her prior position, with the same pay and benefits, or, in the College’s discretion, 
to an equivalent position which has equivalent benefits, pay, and other terms and 
conditions of employment.  The FMLA contemplates that there may be legitimate 
business-related situations where an employee cannot return to employment 
during or after FMLA leave.  Termination of employment may occur, for 
example, while an employee is on leave if there is a layoff or reduction-in-force 
or any cause that would otherwise support dismissal, if the employee’s job would 
have been lost if he or she was actively working.  Similarly, termination of 
employment may occur if the employee is unable after the FMLA leave is over to 
perform one or more of the essential functions of the position, with or without 
reasonable accommodation, subject to the provisions and requirements of the 
Americans with Disabilities Act and any other applicable and similarly-intended 
state disability laws. 
 

VIII. Advance Notice by Employees.  When the need for FMLA leave is foreseeable, 
employees must give the College at least thirty (30) days advance notice before 
taking the leave or the leave may be delayed.  Shorter notice is allowed only to 



 

 

the extent necessary under the circumstances.  If an employee is not able to give 
thirty (30) days of notice because the need for FMLA leave was not foreseeable, 
the employee must give notice of the need for leave as soon as practicable once 
the need for leave is known.  Notice should be given to the Human Resources 
Director, and it must include sufficient factual information for the Company to 
determine whether there are qualifying circumstances for leave. 
 
When the need for FMLA leave is foreseeable in advance, the employee must 
provide sufficient notice to make the College aware that the employee needs 
FMLA-qualifying leave, and must advise the College of the timing and duration 
of the leave.  When an employee seeks FMLA leave due to a qualifying reason for 
which the employer has previously provided the employee with FMLA leave, the 
employee must specifically reference either the qualifying reason for leave or the 
need for FMLA leave.  In all cases, the employee has an obligation to respond to 
the College’s questions designed to determine whether an absence is potentially 
FMLA-qualifying. 
 
Within five (5) days of receiving notice of requested FMLA leave from an 
employee, or as soon as possible under extenuating circumstances, the College 
will provide information about whether the employee is eligible for leave, and, if 
so, notice of the employee’s rights and responsibilities concerning the requested 
leave. 
 
If FMLA leave is requested because of the “serious health condition” of the 
employee or a family member or the “serious injury or illness” of a covered 
military service member (leave categories (2), (3), or (5)), and the leave is based 
on planned, foreseeable medical treatment, the employee must make a reasonable 
effort to schedule the treatment to avoid unreasonable disruption of College 
operations, subject to the approval of the health care provider. 
 

IX. Intermittent or Reduced Work Schedule Leave.  In most cases, employees will 
take FMLA leave in a single, continuous block of time.  Leave for a new child 
(leave category (1)) may be taken on an intermittent or reduced work schedule 
basis only if this is agreed to by the College, in its sole discretion.  Employees 
may take intermittent or reduced work schedule leave if the leave is for a 
“qualifying exigency” due to family member’s active military duty (leave 
category (4)).  Employees are entitled to take intermittent or reduced work 
schedule leave for the “serious health condition” of the employee or a family 
member or the “serious injury or illness” of a covered military service member 
(leave category (2), (3), or (5)), without the College’s consent only if the 
intermittent or reduced leave schedule is medically necessary.  For example, if an 
employee with cancer needs to receive chemotherapy for three (3) hours every 
Wednesday afternoon, but is able to work the rest of the week, an intermittent 
(recurring) schedule of three hours of FMLA leave each week may be 
appropriate. 
 



 

 

If an employee is eligible for FMLA leave on an intermittent or reduced work 
schedule basis that is foreseeable based on planned medical treatment, or if the 
employer 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, the employee may be 
temporarily assigned to a different position which better accommodates the leave 
schedule and is equivalent to the employee’s normal position under the 
circumstances. 
 

X. Medical Certifications.  Employees who request leave because of a “serious 
health condition” of the employee or a family member (leave category (2) or (3)) 
will typically be required to submit a supporting certification by the relevant 
health care provider.  Among other things, the certification must establish that the 
employee or family member does in fact have a “serious health condition” and 
that this condition requires the employee’s absence from work.  If leave is being 
requested on an intermittent or reduced schedule, the certification must also 
establish the medical necessity for that schedule.  The College may require 
subsequent re-certification throughout the period of FMLA leave for leave taken 
because of a “serious health condition” of the employee or a family member. 
 
Certification forms are supplied by the Director of Human Resources.  It is the 
employee’s responsibility to obtain a complete and sufficient certification from 
the healthcare provider and provide it to the College.  The employee must make 
diligent efforts to submit the completed certification as soon as possible. The 
certification must be submitted no later than fifteen (15) calendar days after 
receiving the form unless circumstances require otherwise.  If the College finds 
the certification to be deficient it may require that the employee cure the 
deficiency within seven (7) calendar days after notification by the College of the 
deficiency. If the certification is still unclear, the College’s Human Resources 
Department may, with the authorization of the employee, contact the employee’s 
health care provider to authenticate or clarify the certification.  Under certain 
circumstances employees may be requested to authorize the College to 
communicate with the employee’s medical provider regarding the employee’s 
medical information or have the employee provide additional medical 
information.  If an employee chooses not to provide the College with such 
authorization and does not otherwise clarify an unclear certification upon request, 
the employee’s request for FMLA leave may be denied. 
 
If the College disagrees with the certification submitted by the employee 
requesting leave because of a “serious health condition” of the employee or a 
family member, the College may require a second opinion at the College’s 
expense.  If the medical opinions conflict, the College and employee may 
mutually approve a third health care provider to render an independent opinion at 
the College’s expense, which opinion shall be binding.  The College’s decision 
not to seek a second or third opinion will not necessarily prevent it from later 
challenging the employee’s eligibility for FMLA leave. 
 



 

 

Employees who request leave because of a “qualifying exigency” due to a family 
member’s active military duty or Military Caregiver Leave (leave categories (4) 
and (5)) may also be required to submit an appropriate supporting certification.  
Under some circumstances, the College may be entitled to verify such 
certifications.  In all instances in which certification is requested, it is the 
employee’s responsibility to provide the employer with complete and sufficient 
certification.  Failure to do so may result in the denial of FMLA leave. 
 
The College may require an employee to submit medical recertification of the 
continuing need for FMLA leave based on a “serious health condition” of the 
employee or a family member every thirty (30) days except in the following 
instances:   
A. If the medical certification indicates that the minimal duration of the condition 

is more than thirty (30) days, the request for recertification must wait until that 
minimum duration expires. 
 

B. The College may request recertification in less than thirty (30) days if the 
request for leave exceeds the specified leave time on the previous medical 
certification form, or if either the duration or the frequency of the absences or 
the severity of the condition changes significantly, or if the College receives 
information that casts doubt on the employee’s stated reason for the absence 
or the continuing validity of the certification.  If medical certification indicates 
that the employee will need intermittent or reduced schedule leave for a period 
in excess of six (6) months (e.g., for a lifetime condition), the College may 
request recertification every six (6) months in connection with an absence. 
 

As with the initial medical certification, the medical recertification form must be 
submitted to the College within 15 calendar days of the request.   Failure to 
provide requested medical recertification may mean that the leave will not be 
counted as FMLA leave and therefore not subject to the protections of the FMLA.  
In addition, the approval and pay status of the leave may be evaluated and 
modified.  
 
The College will require certification of the employee’s ability to return to work 
following a leave necessitated by the employee’s own serious health condition.  
Failure to submit such documentation may delay the employee’s return to work. 
 

XI. Leaves to be Taken Concurrently.  To the extent that an employee is entitled to 
take unpaid FMLA leave pursuant to this policy, and under the same 
circumstances is also entitled to take one or more kinds of paid leave pursuant to 
other College policies or practices, FMLA leave and paid leave must be taken 
concurrently.  As a result, employees may receive pay during some or all of their 
FMLA leave, depending upon whether and to what extent paid leave is otherwise 
available to them.  If an employee fails to comply with the paid leave policy 
applicable to the paid leave that the employee is taking concurrently with FMLA 



 

 

leave, the employee may forfeit the right to take paid leave and thus the employee 
will only be entitled to unpaid FMLA leave. 
 
Unpaid FMLA leave and paid leaves are available under the same circumstances 
as follows: 
A. If the employee is entitled to take FMLA leave, and the employee is otherwise 

entitled to take some amount of paid vacation leave, personal leave, disability 
leave, workers’ compensation leave, or other paid leave available under 
College policy or practice, both the FMLA and paid leaves must be taken 
concurrently. 
 

B. Taking leaves concurrently means that the leaves are used up simultaneously, 
with each leave continuing in full effect pursuant to the relevant College 
policy or practice for so long as the employee continues to be away from work 
and entitled to take that particular leave. 

 
If an employee is entitled to take more than one kind of paid leave under the same 
circumstances as unpaid FMLA leave, the paid leaves must be used one at a time.  
The employee must use at least one type of available paid leave, for so long as at 
least one of them is still available, at all times when he or she is taking FMLA 
leave.  Employees may decide the sequence in which paid leaves will be used 
unless this is determined by law or the relevant College policies or practices.  
Employees entitled to more than one form of available paid leave should advise 
the College of these decisions when requesting leave. 
 
These rules apply regardless of whether the employee requests FMLA leave or 
available paid leave. In either case, the leaves must be taken concurrently in 
accordance with these rules.  For example, if an employee requests paid disability 
leave and the disability period lasts eight (8) weeks, the employee must also take 
eight (8) weeks of unpaid, concurrent FMLA leave because of a “serious health 
condition” (leave category (3)).  If the employee thereafter (within the same 12-
month period) requests additional FMLA leave under this policy for care of a 
newborn child (leave category (1)), the employee’s remaining FMLA leave 
entitlement is now four (4) weeks.  While taking the FMLA leave for the birth of 
the child, the employee must also take any paid vacation or personal leave which 
may be otherwise available.  If some paid vacation or personal leave is still left at 
the end of the four (4) weeks, the employee may continue taking such leave until 
it is used up subject to the requirements of the College policy governing such 
leave.] 
 
If an employee takes leave under circumstances that qualify for FMLA leave, the 
College may designate the leave as FMLA leave regardless of whether the 
employee requests that the leave be so designated, and the above policy regarding 
FMLA leave will govern the leave. 
 



 

 

XII. General Notice.  General notice of employees’ rights and responsibilities under 
the FMLA is posted on Human Resources bulletin board. Employees and 
applicants can also view these rights and responsibilities at any time by visiting 
the United States Department of Labor’s website at 
http://www.dol.gov/whd/regs/compliance/posters/fmlaen.pdf.    

 
XIII. Enforcement.  It is the policy of the College to comply in all aspects with the 

FMLA and with the U.S. Department of Labor’s regulations concerning the 
FMLA.  It is unlawful for any person to interfere with, restrain or deny employees 
of any right provided under the FMLA.  If any employee has a concern or 
complaint regarding the FMLA, the employee may contact the College’s Human 
Resources Department.  In addition, an employee may file a complaint with the 
U.S. Department of Labor or pursue privately available legal remedies. 

 
5.10 New York Paid Family Leave Policy 

 
Effective January 1, 2018, eligible employees are entitled to paid family leave 
(“PFL”) under the New York Paid Family Leave Benefits Law. 
 
Eligibility for PFL 
• Full-time employees in New York State (those scheduled to work 20 or 
more hours per week) are eligible for PFL after working 26 consecutive weeks. 
• Part-time employees in New York State (those scheduled to work fewer 
than 20 hours per week) are eligible after working 175 days in a 52-consecutive-
week period. 
• Employees pay for PFL through a state-mandated deduction from wages. 
 
Qualifying Circumstances for PFL 
PFL may be taken: 
 1. For the birth, adoption or placement by foster care of a child; 
 2. To provide care for an employee’s spouse, domestic partner, child, 
grandchild, parent, parent-in-law, stepparent, grandparent, legal guardian, or other 
person who stood in loco parentis to the employee when the employee was a 
child, who has a serious health condition; or 
 3. Because of a qualifying exigency arising out of the fact that the 
employee’s spouse, domestic partner, child or parent is on active duty (or has 
been notified of an impending call or order to active duty) in the armed forces of 
the United States. 
PFL may not be taken for an employee’s own illness. Leave for the birth, 
adoption or foster placement of a child must be taken within 52 weeks of the 
qualifying event. 
 
Amount of PFL and Use 
Eligible employees are entitled up to eight weeks of leave in 2018, 10 weeks in 
2019 and 2020, and 12 weeks in 2021 and thereafter. PFL must be taken in full-
day increments. The 52-week period is measured retroactively with respect to 



 

 

each day for which PFL benefits are claimed. An employee who is eligible for 
both PFL and short-term disability benefits may not receive more than 26 weeks 
of disability and PFL in any 52-consecutive-week period. 
 
Advance Notice by Employees  
It is the employee’s responsibility to request and apply for PFL benefits.  When 
leave is foreseeable, the employee must give at least 30 days’ advance notice of 
leave. When leave is not foreseeable, the employee must give notice as soon as 
practicable. 
When an employee provides notice of a need for leave for a covered reason, the 
employee will be given a Request for Paid Family Leave form which the 
employee must then complete and submit to the PFL insurance carrier. The 
insurance carrier is responsible for reviewing and approving or denying PFL 
applications. 
 
Use of Paid Time Off During PFL 
An employee may choose to use all or part of any unused vacation or personal 
time in lieu of receiving PFL benefits and in that case, the Company will request 
reimbursement from any PFL benefits the employee would otherwise have 
received. 
 
If Applicable, FMLA Leave Must Be Taken Concurrently 
All PFL that also qualifies as leave under the Family and Medical Leave Act 
(“FMLA”) runs concurrently with FMLA leave. In such cases, the employee must 
use accrued paid time off as required under the Company’s FMLA policy. 
If an employee refuses to apply for PFL for any leave that is also covered under 
the FMLA, such leave will be counted against the employee’s PFL benefit. If an 
employee uses intermittent FMLA leave for portions of any workday and such 
leave is for a covered PFL reason, the leave hours will be tracked and subtracted 
from the employee’s usual workday. 
 
Benefits While on PFL 
The health insurance of an employee who takes PFL will be continued on the 
same terms as when the employee was working. 
 
Return to Work 
Employees who take PFL have the right to be reinstated to their previous position 
or a similar position upon the conclusion of his or her PFL. 
 
Discrimination and Retaliation 
Employees will not be discriminated or retaliated against for using PFL. 
 
Waiver of PFL Benefits 
A full-time employee whose regular work schedule is less than 26 weeks, or a 
part-time employee whose regular work schedule is less than 175 days in a 52-
consecutive –week period, may file a written waiver to be exempted from PFL 



 

 

benefits and the obligation to make the wage deductions. However, if the 
employee’s schedule changes to the eligibility threshold, the waiver is 
automatically deemed revoked within eight (8) weeks of such change, and the 
employee will be required to begin making premium contributions and to pay any 
retroactive premiums from date of hire. 
 

5.11  Right of Nursing Mothers to Express Breast Milk  
An employer shall provide reasonable unpaid break time or permit an employee to use 
paid break time or meal time each day to allow an employee to express breast milk for 
her nursing child for up to three years following childbirth. The employer shall make 
reasonable efforts to provide a room or other location, in close proximity to the work 
area, where an employee can express milk in privacy. No employer shall discriminate in 
any way against an employee who chooses to express breast milk in the workplace.  
 
This law is applicable to all public and private employers in New York State, regardless 
of the size or nature of their business. In administering this statute, the Department 
applies the following interpretations and guidelines: 

I.  Notice 
A.  Employers shall provide written notification of the provisions of Labor 

Law §206-c to employees who are returning to work, following the birth 
of a child, and their right to take unpaid leave for the purpose of 
expressing breast milk. Such notice may either be provided individually to 
affected employees or to all employees generally through publication of 
such notice in the employee handbook or posting of the notice in a central 
location. 

B.  An employee wishing to avail herself of this benefit is required to give her 
employer advance notice. Such notice shall preferably be provided to the 
employer prior to the employee’s return to work following the birth of the 
child in order to allow the employer an opportunity to establish a location 
and schedule leave time amongst multiple employees if needed. 

 
II.  Reasonable Unpaid Break Time 

A.  Reasonable unpaid break time is sufficient time to allow the employee to 
express breast milk. Each break shall generally be no less than twenty 
minutes. If the room or other location is not in close proximity to the 
employee’s work station (e.g. as in a shared work location with a common 
lactation room) each break shall generally be no less than thirty minutes. 
Employees can elect to take shorter unpaid breaks for this purpose. 

B.  The number of unpaid breaks an employee will need to take for expression 
purposes varies depending on the amount of time the employee is 
separated from the nursing infant and the mother’s physical needs. In most 
circumstances, employers shall provide unpaid break time at least once 
every three hours if requested by the employee. 

C.  Upon election of the employee, unpaid break time may run concurrently 
with regularly scheduled paid break or meal periods. 



 

 

D.  Upon election of the employee, an employer shall allow the employee to 
work before or after her normal shift to make up the amount of time used 
during the unpaid break time(s) for the expression of breast milk so long 
as such additional time requested falls within the employer’s normal work 
hours. 

E.  This benefit is available to the employee during their basic work week and 
any overtime or additional hours worked. 

F.  An employee may be required to postpone scheduled unpaid break time 
for no more than thirty minutes if she cannot be spared from her duties 
until appropriate coverage arrives. 

 
III.  Reasonable Efforts and Privacy 

A.  All employers are required to make reasonable efforts to provide a private 
room or other location for the purpose of expression of breast milk. 
“Reasonable effort” requires that the room or other location must be 
provided for use of employees expressing breast milk so long as it is 
neither significantly impracticable, inconvenient, or expensive to the 
employer to do so. Relevant factors in determining significant 
impracticality, inconvenience, or expense include but are not limited to: 
1.  The nature of work performed at the business; 
2.  The overall size and physical layout of the business; 
3.  The type of facility where the business is housed; 
4.  The size and composition of the employer’s workforce; 
5.  The business’ general hours of operation and the employees’ normal 

work shifts; 
6.  The relative cost of providing a room or other space for the dedicated 

purpose. 
B.  The room or location provided by the employer for this purpose cannot be 

a restroom or toilet stall. 
C.  An employer may dedicate one room or other location for the expression 

of breast milk and establish a schedule to accommodate the needs of 
multiple employees needing access thereto. 

D.  An employer who is unable to provide a dedicated lactation room or other 
location under these guidelines, may allow the use of a vacant office or 
other available room on a temporary basis for the expression of breast 
milk, provided the room is not accessible to the public or other employees 
while the nursing employee is using the room for expression purposes. 

E.  As a last resort, an employer who is unable to provide a dedicated 
lactation room or other location under these guidelines may make 
available a cubicle for use by individuals expressing breast milk, provided 
the cubicle is fully enclosed with a partition and is not otherwise 
accessible to the public or other employees while it is in use for expression 
purposes. The cubicle walls shall be at least seven feet tall to insure the 
nursing employee’s privacy. 

F.  Each room or other location used for the expression of breast milk under 
these guidelines shall be well lit at all times through either natural or 



 

 

artificial light. If the room has a window, it shall be covered with a 
curtain, blind, or other covering to ensure privacy for the mother as she is 
expressing breast milk. The room shall contain, at a minimum, a chair and 
small table, desk, counter, or other flat surface. In addition, employers are 
encouraged to provide an outlet, clean water supply, and access to 
refrigeration for the purposes of storing the expressed milk. 

G.  An employer is not responsible for insuring the safekeeping of expressed 
milk stored in any refrigerator on its premises. The employee is required 
to store all expressed milk in closed containers, regardless of the method 
of storage and to bring such milk home with her each evening. 

H.  The employer must maintain the cleanliness of the room or location set 
aside for the use of employees expressing breast milk at work. 

I.  An employer may not deny an employee this benefit due to difficulty in 
finding a location for purposes of the same. 

J.  For the purposes of this provision: “Private” shall mean that the room or 
other location shall not be open to other individuals frequenting the 
business, whether as employees, customers, or other members of the 
public. To insure privacy, the room or location should have a door 
equipped with a functional lock. If a door with a functional lock is not 
available (in the case of a fully enclosed cubicle) as a last resort an 
employer must utilize a sign advising the room or location is in use and 
not accessible to other employees or the public. 

 
IV.  Close Proximity 

A.  Any room or location provided for the expression of breast milk must be 
in close proximity to the work area of the employee(s) using it for the 
expression of breast milk. 

B.  Close proximity means the room or location must be in walking distance 
and the distance to the location should not appreciably lengthen the break 
time. 

C.  Should an employer have more than one employee at a time needing 
access to a lactation room or other location, the employer may dedicate a 
centralized location for use by all such employees, provided however, that 
the employer shall make every effort to locate such space at a reasonable 
distance from the employees using it. 

D.  Employers located in shared work areas such as office buildings, malls, 
and similar premises may cooperate with one another to establish and 
maintain a dedicated lactation room, provided however, that such rooms 
must be located at a reasonable distance from the employees using the 
room. Each employer utilizing such common dedicated lactation room will 
retain individual responsibility for ensuring that it meets all the 
requirements of these guidelines with regard to their employees. Use of a 
common dedicated lactation room pursuant to this paragraph will not 
reduce, mitigate, or otherwise affect the employer’s obligations under 
these guidelines. 

 



 

 

V.  Non-Discrimination 
No employer shall discriminate in any way against an employee who chooses to 
express breast milk in the workplace. Encouraging or allowing a work 
environment that is hostile to the right of nursing mothers to take leave for the 
purpose of expressing breast milk could constitute discrimination within the 
meaning of this section of the guidelines. 
 

5.12 Continuation of Health Insurance Coverage – COBRA 
You and your dependents are eligible to continue group health insurance coverage when 
it would otherwise end.  The continued coverage would be in the same program the 
employee participated in at the time coverage ended.  You do not need to show that you 
are insurable to choose continuation coverage. 
 
Continuation will be offered to you, your spouse, former spouse (or legally separated 
spouse) or your dependent child who ceases to be an eligible dependent under the plan - 
when one of the following “qualifying events” occurs: 
☑ Your employment ends for any reason other than gross misconduct. 
☑ Your work hours are reduced. 
☑ You become entitled to benefits under Medicare (That is, you elect Medicare as 

primary payer). 
☑ You die. 
☑ Your marriage is dissolved. 
☑ You become legally separated from your spouse. 
☑ Your dependent child ceases to be an eligible dependent defined by the plan either 

through age, marriage, or loss of student status. 
 
The coverage being continued will be identical to the coverage provided under this plan 
to similarly situated employees or family members. 
 
Daemen College requires that the person entitled to the continuation of coverage will 
pay 102% of the cost of the coverage.  Daemen College will collect the premium from 
the person covered under the continuation of coverage option and send it to the insurer 
at the same time the College sends the premiums for the College’s active employees. 
The applicant for continuation coverage must pay the full cost of coverage including 
back premiums to the date of the “qualifying event” to avoid any lapse in coverage. 
 
The period of continuance will begin on the date coverage otherwise would have ended 
and will continue until the earliest of the following: 

1. 36 months (18 months in the case of your employment ending or your work 
hours being reduced) after the date of occurrence of one of the events described 
above. 

 
2. The date the group policy ends. 

 
3. The date the person whose coverage is being continued fails to provide the 

required payment to continue coverage. 



 

 

 
4. The date the person whose coverage is being continued, after electing this 

continuation, becomes covered as an employee under any group health plan, or 
entitled to benefits under Medicare. 

 
5. The date your former spouse remarries and becomes covered under another 

health plan. 
 

6. If the qualifying event is your employment ending or your hours being reduced, 
and a covered employee or dependent is or becomes disabled as determined by 
the Social Security Administration, then the 18 months may be extended to 29 
months. 

 
There are at least 60 days during which continued coverage may be elected.  This 60 
day period begins on the date coverage would have ended, or the date the person 
requesting continuation receives an Election Form detailing the option to continue 
coverage, whichever is later. 

 
Under COBRA, the employee or a family member has the responsibility to inform the 
Daemen College HR Office when any of the following events occurs if you wish to 
elect the continuation coverage option: 

1. Your marriage is dissolved. 
2. You become legally separated from your spouse. 
3. A child stops being eligible dependent under the plan. 

 
Within 14 days after receiving notice of one of these events, the College will send the 
appropriate Election Form to the person requesting continuation. 
 
If you do not choose continuance coverage, your group health insurance coverage will 
end. If coverage of your spouse and dependent children would also end, your election 
to continue coverage for yourself will include them.  Similarly, if your spouse elects to 
continue coverage, his or her election will include those dependent children whose 
coverage would also have ended. 
 
At the end of the continuation of coverage period, you and any other person whose 
coverage has been continued, will be allowed by the insurer to enroll in an individual 
conversion health plan provided under this plan. 
 
Note that you or your family members may have other options available when your 
coverage under the Daemen College plan would end due to a qualifying event.  These 
options may include coverage purchased on the Health Insurance Marketplace or 
coverage under the plan of a spouse’s employer. 

 
5.13 Family Education Rights and Privacy Act 

Employees coming into contact with student records in the course of their work must 
understand and adhere to the College’s Family Education Rights and Privacy Act 
policy. 



 

 

 
Daemen College complies with the Family Educational Rights and Privacy Act 
(FERPA).  Pursuant to this law, the College shall maintain the confidentiality of student 
education records and shall not release them to any person or entity without the written 
consent of the student except as set forth below. Moreover, the College shall provide 
students access to their education records pursuant to the procedures outlined in this 
policy. 
 
"Education records" are the records, files, documents, and other materials maintained 
by the College, which contain information directly related to a student except: 
1. Records of faculty and administration, which are in their sole possession and are not 

revealed to any persons other than a representative. 
2. Records of Campus Safety that were created for law enforcement purposes. 
3. Employment records maintained solely for such purpose. 
4. Medical records. 
 
The College may include in a student's education records disciplinary action taken 
against the student for conduct that posed a significant risk to the safety or well-being 
of that student or other members of the College community. Nothing in this policy shall 
prevent the College from disclosing such information to teachers or other institutions 
who have a legitimate educational interest in the behavior of the student. Moreover, the 
College may disclose to an alleged victim of any crime of violence the results of a 
disciplinary proceeding conducted by the College against the alleged perpetrator of 
such crime.  In compliance with federal law (Title IX and the Clery Act), the College 
will disclose the outcome of an investigation of sexual violence to both the accuser and 
the accused, including information about specific disciplinary sanctions when sanctions 
directly relate to a student who has been harassed. Additionally, the College reserves 
the right to notify the parents/family of a student determined to have violated the 
College’s policies and/or New York State laws regarding underage drinking or illegal 
use of drugs. 
 
College policy is that no person shall have access to, nor will the institution disclose, 
any information from a student's education records without the written consent of the 
student except (a) to the student; (b) to appropriate College officials who have 
legitimate educational interest; (c) to certain state and federal officials; to officials at 
other schools in which the student seeks to enroll; (d) to persons or organizations in 
connection with the student's application for financial aid; (e) to organizations 
conducting studies for educational purposes, but only under conditions that protect 
confidentiality; (f) to accrediting agencies carrying out their accreditation function; (g) 
in compliance with a judicial order; and (h) for reasons in an emergency in order to 
protect the health or safety of a student or other persons. 
 
The Registrar will maintain, with the education records, a list of all persons and entities 
(other than College personnel with a legitimate educational interest) who have 
requested or obtained access to a student's records. This list, which is available to the 



 

 

student about whom information has been requested, will show the interest of persons 
or entities. 
 
Within the Daemen College community, only those officials with a legitimate 
educational interest are allowed access to student education records. Such persons 
include personnel in the Offices of the Vice President of Academic Affairs and Dean of 
the College, Associate Vice President for Academic Affairs, Vice President for Student 
Affairs and Dean of Students, Division Deans, Academic Support Services, Information 
Technology, Higher Education Opportunity Program, Registrar, Comptroller, Financial 
Aid, Admissions, faculty members, and other College officials within the limitation of 
their need to know.  College officials may include students who serve on official 
College committees or who are employed in College offices. Internship supervisors 
(e.g., supervising teachers, clinical preceptors), consultants, and other contractors (e.g., 
attorneys, auditors) may also be considered College officials within the limitation of 
their need to know. 
 
At its discretion, the College may provide "directory information" to others and the 
College's confidentiality policy shall not be applicable to such information. "Directory 
information" includes: student name, address, telephone number, email address, date 
and place of birth, major field of study, dates of attendance, enrollment status (includes 
advance registration data, anticipated graduation year, class status), resident status 
(commuter or resident), degrees and awards received, recent educational institution 
attended by student, participation in recognized activities and sports, and weight and 
height of members of athletic teams. 
 
The College will withhold directory information if a student makes a written request to 
the Office of the Registrar. Student directory information is included in the College's 
website and may be contained in other College publications. Students wishing limited 
disclosure may submit a request in writing to the Office of the Registrar. A form is 
available on the Registrar’s website.  Once a student has requested non-disclosure, his 
or her directory information will not be disclosed until the student provides written 
instruction to change this status. 
 
Students have the right to inspect and review information contained in their educational 
records, to challenge the contents of their education records, to have a hearing if the 
outcome of the challenge is unsatisfactory, and to submit explanatory statements for 
inclusion in their record if they feel the decision following the hearing is unacceptable. 
The College Registrar has the responsibility to coordinate the inspection and review 
procedures for student education records. Students wishing to review their education 
records must make a written request to the Registrar listing the records or information 
of interest. The pertinent record or information will be made available within forty-five 
days of the request. At their expense, students may have copies made of their records 
with certain exceptions (e.g., a copy of the academic record for which a financial "hold" 
exists). 
 



 

 

The following documents and information will not be disclosed to students:  financial 
information submitted by their parents; confidential letters and recommendations 
associated with admissions, employment, or job placement; references to which they 
have waived their rights of inspection and review, provided they are used solely for 
such purpose; education records containing information about more than one student, in 
which case the College will permit access only to that part of the record which pertains 
to the inquiring student. 
 
A student who believes that the education records contain information that is 
inaccurate, misleading, or inappropriate should discuss the problem with the Registrar 
in an effort to resolve the matter informally. If not resolved, the student will be afforded 
a formal hearing pursuant to the Student Dispute Resolution Procedure contained in the 
Student Handbook. The request for a hearing must be made in writing to the Vice 
President for Academic Affairs, who, within a reasonable period of time after receiving 
a request, will inform the student of the date, place, and time of the hearing. A student 
may present evidence relevant to the issues raised in accordance with the Student 
Dispute Resolution Procedure.  The hearing will be conducted by the Vice President of 
Academic Affairs and/or any other individual so designated. 
 
The decision of the hearing will be final and will consist of a written report 
summarizing the evidence and stating the reasons for the decision. If the decision is in 
favor of the student, the student's record will be amended accordingly. If the student is 
not satisfied with the decision, the student may prepare a written statement explaining 
the disputed contents of the record. This statement will be maintained as part of the 
student's education records and released whenever the pertinent record is 
disclosed.  Inquiries regarding this policy should be directed to the Registrar. 
 
In addition, students have the right to file a complaint with the U.S. Department of 
Education concerning alleged failures by the College to comply with the requirements 
of FERPA.  The name and address of the Office that administers FERPA is: 
 
Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, DC  20202 

 
5.14  Security and Fire Safety Information 

Daemen College is committed to assisting all members of the Daemen community to 
collectively achieve a safe campus environment. The annual security and fire safety 
compliance document is available on the Daemen College website at 
www.daemen.edu/security.  
 
If you would like to receive a booklet called "The Annual Security and Fire Safety 
Report" which contains this information, you can request that a copy be mailed to you 
by calling (716) 839-8519. 
 



 

 

The website and booklet contain information regarding campus security and personal 
safety including topics such as: crime prevention, fire safety, Campus Safety law 
enforcement authority, crime reporting policies, disciplinary procedures and other 
matters of importance related to security and safety on campus. They also contain 
information about crime statistics for the three previous calendar years concerning 
reported crimes that occurred on campus; in certain off-campus buildings or property 
owned or controlled by Daemen College; and on public property within, or immediately 
adjacent to and accessible from the campus. 
 
This information is required by law and is provided by The Daemen College Division 
of Student Affairs. 
 

5.15  Daemen College Background Check Policy 
Purpose. This policy has been implemented to review the candidate’s personal and 
professional conduct, to ascertain that the candidate is well suited to perform the duties 
for the position to which he or she has applied. 
 
General Policy.  The policy requires that all faculty, staff, administrative employees 
offered employment after September 1, 2008, submit to a verification of credentials, 
employment history, criminal history, Social Security information and address 
verification. Additionally, credit checks will be conducted for employees who will have 
responsibility for handling College and other funds, making financial transactions or 
hold other positions requiring fiscal responsibility. Driving records will be reviewed for 
all applicants whose job duties require driving. Search committees or hiring 
departments will continue to contact professional references of applicants during the 
hiring process. Professional references will highlight the skills, knowledge and 
accomplishments a candidate possesses that will assist the search committee with 
identifying the best qualified applicant for the job. 
 
The background checks will be conducted by a third party provider and must comply 
with all federal, state and local laws including, but not limited to, the New York and 
Federal Fair Credit Reporting Acts. All applicants will be provided with a copy of the 
policy by the HR Office when their resume or application is received. The policy will 
also be a link on the department’s website where employment opportunities are posted. 
 
Procedures for Background Checks.  Due to the sensitivity of some of the 
information collected, the Personnel Director will coordinate the collection of all 
background material. The HR Director will also be responsible for the secure storage of 
the data collected and the limited disclosure of the information to members of the 
campus community involved in the hiring decision or who otherwise have a business 
need to know. Offers of employment must state that the offer is contingent upon the 
successful completion of all applicable background checks. 
 
The hiring department or appropriate VP, will forward a copy of the letter of 
appointment and the applicant’s resume to the HR Director in order to initiate the 
collection of background information. Post offer, the HR Director will contact the 



 

 

applicant to arrange for the completion of an employment application and will obtain 
his/her signature on a form authorizing the appropriate data collection. Any applicant 
that refuses to submit to a background check will not be eligible for employment. Visit 
www.daemen.edu/hr/employment for further information including the Daemen 
College employment application, third party disclosure forms, Federal and New York 
State Fair Credit Reporting Acts. 
 
Description of Data Collected.  Social Security numbers will be verified with the 
Social Security Administration. Applicants will be given a reasonable opportunity to 
correct erroneous information with SSA prior to their elimination from consideration of 
employment. 
 

5.16  Social Media Best Practices for Those Posting on Behalf of Daemen College  
Transparency.  The rule of thumb is there is no such thing as being anonymous online, 
so be forthcoming about who you are and who you represent. For example, if you’re 
posting about Daemen College and you’re an employee at Daemen, you should disclose 
that you’re an employee.  
  
Visit http://www.socialmedia.org/disclosure/ for more information about being 
transparent in social media.  
 
The common practice among those writing about topics related to specific 
organizations is to include a disclaimer on their website and/or social media site. We 
suggest you use a sentence similar to this: “The views expressed on (Insert website/blog 
name) are exclusively mine and do not reflect the views of any institution of which I am 
affiliated.”  
 
As a common business practice we track “mentions” of Daemen College as a part of 
our effort to increase our awareness about opinions of the college. We also make our 
best effort to correct misinformation and address any concerns that may arise.  
 
Take the High Ground.  Even if you place a disclaimer on the website or social media 
site readers may associate you with Daemen College. You will maintain a higher-
quality discussions and responses if you discuss ideas and situations civilly.  
 
Logo Usage.  If you are authorized by your supervisor and/or chair of a department to 
post content on behalf of Daemen College to a website and/or social media please 
contact media@daemen.edu for an approved logo. Please refer to the Daemen College 
Graphic Guidelines to ensure you are using the logo according to college policy.  
 
Avoid Copyright Infringement.  Copyright infringement is easy to avoid when 
posting to social media. If the content you’re posting falls under the “fair use” provision 
then you must give credit to the creator and you may post the information. If the 
content you’re posting does not fall under the “fair use” provision you must legally 
request permission from the creator and then give the creator credit.  
 



 

 

For more information on unauthorized distribution of copyrighted material please see 
the Daemen College File Sharing Policy.  
 
Accuracy of Information.  Check your facts and link to them if possible. This will 
help you build trust and grow your online community. Taking a moment to check your 
facts can save you from the difficulties of having to post a correction, or retract a 
statement after.  
 
Should you make an error correct it immediately and visibly acknowledge your error.  
 
Contribute Quality Information.  When posting make sure your posts add to the 
community, or topic. Self-promotion, or promotion of your affiliations can negatively 
impact the community and negatively reflect upon you if the promotion is not of 
interest to the community to which you’re posting.  
 
Be Mindful of Your Image.  Your avatar, profile and content all represent you and/or 
Daemen College online. Be mindful of how you represent yourself to different groups 
since these groups often are a mix of personal and professional. Use common sense 
when posting pictures and content. Utilize privacy controls to restrict access on public 
domains where necessary.  
 
Be Respectful.  Social media websites can harbor a wide range of content, some of 
which may be very volatile. Your reputation, as well as Daemen’s is best served if you 
maintain your professionalism at all times and use your best judgment in whether and 
how to engage particular online communities. Ask yourself if posting this content, or 
associating yourself and Daemen with a website could potentially hurt yours or 
Daemen’s reputation in any way.  
 
Be Cautious.  If there is any question whether writing about a particular topic, or 
engaging a particular community could potentially have a negative impact on yours or 
Daemen’s reputation consult with your supervisor and/or chair of the department first. 
Remember that Daemen’s student conduct policies found in the student handbook also 
apply to social media.  
 
Be Responsible.  Be aware that adverse consequences may result from content you 
post on your site as well as other sites deemed proprietary, copyrighted, defamatory, 
libelous, obscene (as defined by the courts), or threatening.  
 
Know the Rules. Familiarize yourself with the terms of service and policies of the 
communities, websites and networks you engage online. Be aware of updates to these 
terms and policies. Also, prior to posting familiarize yourself with the community’s 
etiquette by reading other posts, content and searching out topics that are popular on 
that website and/or community. You will often find things like unsolicited self-
promotion do not violate terms of service or policy, but attract inflammatory responses 
from the community.  
 



 

 

Protect Account and Institutional Information. Though it is best to be forthcoming 
about who you are and your affiliations, avoid disclosing personal information that 
identity thieves could use against you.  
 
Monitor Comments. Comments and responses are a large part of social media. These 
responses offer credibility and facilitate discussion. Monitor comments regularly so you 
may delete spam and respond to comments in a timely fashion. Also, utilize tools that 
allow you to automatically block spam, or people who repeatedly post offensive, or 
frivolous comments.  
 
Faculty Obligations.  The following was taken directly from the academic Freedom 
section of the Daemen College Faculty Handbook:  

“Faculty members are citizens, members of a learned profession, and 
representatives of the College. When faculty members speak or write as citizens, 
they shall be free from institutional censorship or discipline, but their special 
position in the community imposes special obligations. As scholars and educational 
officers, faculty members should remember that the public may judge their 
profession and the College by their utterances. Hence they should at all times be 
accurate, should exercise appropriate restraint, should show respect for the opinions 
of others, and should make every effort to indicate that they are not speaking for the 
College.”  
 

Staff and Administration Obligations.  The following was taken directly from the 
conduct section of the Staff and Administrative Handbook : 

“You are an important good-will ambassador of the College. As a member of the 
campus community, you will come in contact with students, faculty, other 
employees, parents, alumni, and visitors. The College is judged by what you say 
and how you act.”  

 
For more information relevant to staff and administration obligations please review the 
Computer Use Policy (Section 5.16 of the Staff and Administrative Handbook). 

 
5.17 Computer Use Policy 

College computing resources include computer hardware and software, printers and 
other peripheral devices, and access to campus and wide-area networks. 
 
Access to College computing resources is a privilege, and not a right.  It is expected 
that all users will respect the rights of other users, and the integrity of the systems and 
related physical resources. 
 
Users may be held accountable for their conduct under applicable College policies as 
well as federal or state law, including not only those policies, laws and regulations that 
are specific to computers and networks, but also those that may apply generally to 
personal conduct. 
 



 

 

Complaints alleging misuse of Daemen College resources will be directed to those 
responsible for taking appropriate disciplinary action.  This may include the withdrawal 
of access to computing facilities, other traditional disciplinary actions or legal 
prosecution under applicable statutes. 
 
Examples of misuse include, but are not limited to: 
1. Use of College computing facilities for commercial activity or financial gain. 
2. Use of College computing facilities for any illegal activity, including violation of 

U.S. copyright law.  Illegal reproduction of software may be subject to civil 
damages and criminal penalties including fines and imprisonment. 

3. Posting on or transmitting through any network unlawful, harmful, threatening, 
abusive, harassing, defamatory, vulgar, obscene, profane, hateful, racially, 
ethnically or otherwise objectionable material, including but not limited to, material 
which encourages conduct that would constitute a criminal offense, gives rise to 
civil liability or otherwise violates any applicable municipal, provincial, federal or 
international law. 

4. Wasteful use of finite system resources.  Wasteful uses include, playing computer 
games, excessive or unnecessary printing, excessive forwarding of electronic mail, 
and electronic chain letters.  Storage space on server volumes or local hard disks 
may be limited.  High network bandwidth applications may be prohibited. 

5. Vandalism or alteration of computer hardware or software belonging to the College. 
6. Unauthorized access or alteration of files or accounts of other users. 

 
The College makes no warranty as to the suitability of the provided facilities for any 
particular purpose.  The College accepts no responsibility for loss or restriction of 
service, or any loss of data or effort resulting from a loss of service.  System 
administrators may access or examine user files or accounts that are suspected of 
unauthorized use or misuse, or that have been corrupted or damaged. Files may be 
subject to search under court order. 
 
Accounts on College servers are issued to individual users, and are not transferable.  
The persons to whom an account is granted are responsible for all use of that account.  
Sharing an account or password is not permitted, and users are required to take 
reasonable steps to ensure the security of their account.  Making computing resources 
available to non-authorized users in any other manner is not permitted. 

 
5.18  Tobacco-Free Campus Policy 

Purpose. As an employer and institution of higher learning, Daemen College is 
committed to providing a healthy and safe work and educational environment.  Out of 
respect for employees, students, visitors and the surrounding community, Daemen 
College will maintain a 100% tobacco-free environment to be in full force and effect on 
September 6, 2016.  
 
Rationale. Daemen College acknowledges and supports the overwhelming scientific 
evidence that the use of tobacco and tobacco-related products, including exposure to 
secondhand smoke, poses a significant health hazard.  In recognition of these risks, and 



 

 

in support of a healthy learning/work environment, the use of tobacco products is 
prohibited on College property.   
 
Applicability. This policy applies to all members of the Daemen College community, 
including but not limited to, faculty, staff and administrators, students, volunteers, 
consultants, supplemental staff employed through contract agencies, vendors, guests 
and visitors.   
 
Definitions.  For the purposes of this policy, the following definitions shall apply: 

Tobacco products: all tobacco and tobacco-derived products intended for human 
consumption, including but not limited to cigarettes, pipes, cigars, cigarillos, 
kreteks, bidis, water pipes, bongs, hookahs, e-cigarettes, smokeless tobacco and 
related products. 
College property: all buildings, facilities and grounds of the Daemen College Main 
Street campus; satellite facilities owned and/or leased by the College, including 
Daemen House and the Academic & Wellness Center; and vehicles owned and/or 
leased by the College. 

 
Responsibility. Successful implementation of this policy relies on the courtesy, respect 
and cooperation of all members of the Daemen College community.  Members of the 
campus community are empowered and encouraged to respectfully inform others about 
the policy in an ongoing effort to enhance awareness and develop a culture of voluntary 
compliance.  Adherence to the tobacco-free policy is the responsibility of all 
employees, students, contractors and visitors and should not be allowed to result in the 
displacement of tobacco use onto neighboring properties.   
 
Reinforcement, Support & Education. The principal purpose of this policy is to 
positively impact the health of the College’s employees and students.  To this end, 
Daemen College is committed to providing opportunities for individuals to address 
their tobacco usage.  Employees are encouraged to contact Human Resources for 
additional support and referral to cessation resources.  Similarly, students are 
encouraged to contact the office of Health and Insurance Services for assistance.   
 
Compliance. Recognizing the addictive nature of tobacco use, policy non-compliance 
will first prompt referral to the appropriate office, as noted above, for support and 
assistance with cessation.  Repeated non-compliance will result in referral to the 
associated employee or student conduct system and may result in disciplinary action.   
 

5.19  Employee Blood Donation Leave  
This notice is pursuant to the New York State Labor Law Section 202-j and the 
Guidelines for Implementation of Employee Blood Donation Leave issued by the New 
York State Department of Labor. 
 
All employees are entitled to either: 
● One three-hour unpaid leave of absence per calendar year to donate blood at an 

off-premises location.    



 

 

-OR- 
● Paid leave two times per year to donate blood at a blood drive at your place of 

employment or at a time and place set by your employer. 
 
You are required to give reasonable notice of the need for leave for this purpose; the 
amount of notice required may vary depending on the circumstances.  If the donation is 
made at an off-premises location, you may also be required to furnish HR with 
documentation of the donation.   
 
All questions regarding leave should be directed to the HR office. 

 
5.20  Intellectual Property Policy 

Daemen College (“College”) is dedicated to teaching, research, service, and the 
dissemination of knowledge. The College believes that the public interest is best served 
by creating an intellectual environment whereby creative efforts and innovation are 
encouraged and rewarded, while still retaining for the College reasonable access to, and 
use of, the intellectual property for whose creation the College has provided assistance. 

 
The intent of this Intellectual Property Policy is to encourage the creation of original 
works of authorship and inventions by faculty, staff and students while safeguarding the 
reputation and financial interests of the College. It is expected that, in all cases, the 
College and its faculty, staff and students will act in a manner as to best serve the 
public interest.  
 
I. DEFINITIONS 

Author. Shall mean any person covered by this policy who creates a Work of 
Authorship. 
 
College Personnel. Shall include all persons employed by, paid by, or under 
contract with the College, unless expressly exempted by contract, including, but not 
limited to, full and part-time faculty, staff, administration, visiting faculty members, 
adjunct faculty, researchers, consultants, persons paid by or through the College, 
students engaged in faculty-directed research, and any other students who are 
encompassed within any of these categories; 
 
College Resources. Shall include the use of College funds, personnel, facilities, 
equipment, materials, supplies, support staff or technological information, and 
includes such support provided by other private or public organizations when it is 
arranged, administered or controlled by the College.  
 
Substantial Use of College Resources. Shall involve extensive use of College 
Resources that are normally available or provided in the course of the College 
Personnel’s usual appointment or assignment, or the use of resources that are not 
ordinarily available to the majority of other College Personnel with comparable 
status. However, de minimis use of office, library resources, personal computer, 
and/or software, is not regarded as Substantial Use of College Resources.  



 

 

 
Incidental Use of College Resources. Shall involve the normal use of College 
Resources which are customarily available or provided in the course of the College 
Personnel’s usual appointment or assignment. For clarity purposes, this includes, 
but is not limited to, incidental use of general support services provided by other 
employees that are available to College Personnel, the use of library facilities, 
support staff, computers and networks, photocopy machines, office supplies, and 
the use of an assigned office and telephone. In general, Incidental Use of College 
Resources does not include extensive use of students or employees as support staff 
to develop the Intellectual Property, or use of specialized or unique facilities and 
equipment not ordinarily available.  
 
Course Content. Course Content shall mean the intellectual content of the course, 
as taught at or through the College.  
 
Courseware. Shall mean the set of tools and technologies used to present Course 
Content, and is independent of the content itself.  
 
Creator. Shall mean a College Personnel who creates a Work or Invention.  
 
Intellectual Property Committee (“Committee”). Shall be and Intellectual Policy 
committee which shall oversee the administration of this policy and shall make 
determinations regarding ownership and management of Intellectual Property 
subject to this policy.  
 
Intellectual Property. Shall include all Works and Inventions.  
 
College Owned Intellectual Property. Shall mean a Work of Authorship or 
Inventions that is the direct result of the regular duties of a faculty member, a 
Sponsored Research Project or Substantial Use of College Resources.  
 
Creator-Owned Intellectual Property. Shall mean a Work of Authorship or 
Invention developed by College Personnel without the Substantial Use of College 
Resources, not related to any Sponsored Research Project, outside the scope of 
employment without any expense to the College.  
 
Invention. Shall include subject matter as set forth in 35 U.S.C. §§ 100 and 101, 
which includes but is not limited to, any discovery, process, composition of matter 
article of manufacture, know-how, design, model, technological development, 
biological material, strain, variety, culture of any organism, or portion, 
modification, translation, or extension of these items, or other invention of 
discovery that reasonably appears to qualify for protection, whether or not actually 
patented or patentable, at any time under United States patent law, as now existing 
or hereafter amended or supplemented. “Invention” shall also include Software, but 
only to the extent that the Software is patentable.  
 



 

 

Inventor. Shall mean a person covered by this policy who individually or jointly 
with others conceives of an Invention and who meets the criteria for inventorship 
under United States patent laws and regulations.  
 
Software. Shall mean computer program in a machine readable or interpreted form.  
 
Sponsored Research Project. Shall mean a Work or Invention first produced by 
College Personnel pursuant to a written agreement between the College and a 
sponsor, including but not limited to a Government sponsor, Sponsored Research 
Projects do not include journal article, lecture, books or other copyrighted works 
created through independent academic effort and based on the findings of the 
sponsored project, unless the sponsored agreement states otherwise. 
 
Trademark. Shall mean a distinctive word, design or graphic symbol, or 
combination of the same, that distinguishes and identifies the goods and/or services 
of one party from those of another. For purposes of this policy, the term 
“Trademark” shall include service marks.  
 
Traditional Works of Scholarship. Shall mean a subset of Works of Authorship 
created independently and at the Creator’s initiative for academic purposes. 
Examples include, but are not limited to, class notes, books, theses and 
dissertations, educational software (also known as courseware) that the Creators 
may design for courses they teach, articles, non-fiction, fiction, poems, musical 
works, dramatic works including any accompanying music, pantomimes and 
choreographic works, pictorial, graphic and sculptural works.  
 
Works of Authorship (“Work” or “Works”). Shall include any copyrightable 
material, including but not limited to the following: literary works; musical works, 
including any accompanying works; dramatic works, including any accompanying 
music; pantomimes and choreographic works; pictorial, graphic, and sculptural 
works (photographs, prints diagrams, models, and technical drawings); motion 
pictures and other audiovisual works; sound recordings; architectural works; and 
Software (but only to the extent such Software is not patentable) or databases.  
 
Work Made for Hire. Pursuant to Section 101 of Title 17 of the U.S. Code, “(1) a 
work prepared by an employee within the scope of his or her employment; or (2) a 
work specially ordered or commissioned for use as a contribution to a collective 
work, as a part of a motion picture or other audiovisual work, as a translation, as a 
supplementary work1, as a compilation, as an instructional text2, as a test, as answer 
material for a test, or as an atlas, if the parties expressly agree in a written 
instrument that the work shall be considered a work made for hire.” 

                                                        
1  A “work prepared for publication as a secondary adjunct to a work by another author for the purpose of introducing, concluding, illustrating, 
explaining, revising, commenting upon, or assisting in the us e of the other work, such as forewords, afterwords, charts, tables, editorial notes, 
musical arrangements, answer material for tests, bibliographies, appendixes, and indexes.” 
 
2 A “literary, pictorial, or graphic work prepared for publication and with the purpose of use in systematic instructional activities.”  



 

 

Notwithstanding the foregoing, however, College Personnel’s general obligation to 
produce Traditional Works of Scholarship does not constitute a Work for Hire.  

 
II. POLICY APPLICATION 

A. Application. This policy is considered a part of the conditions of employment or 
engagement for all College Personnel and a part of the conditions of enrollment 
and attendance at the College by students. Failure to formally consent, in writing 
or otherwise, to this policy in no way diminishes or extinguishes the rights of the 
College hereunder or the application of this policy to any College Personnel. 
This policy shall apply to all forms of Intellectual Property created or developed, 
in whole or in part, by College Personnel: (1) pursuant of a Sponsored Research 
Project; (2) making Substantial Use of College Resources; (3) as a result of 
College employment duties or engagement by the College; and/or, (4) pursuant 
to the terms of an agreement to which the College is a party.  

 
B. Exceptions of Waiver. Creators of Intellectual Property are entitled to request an 

exception or waiver to the provisions of this policy, including in the event that a 
publisher or other third-party organization proposes terms which are exceptions 
to this policy. Exceptions to this policy may be approved on a case-by-case basis 
by the Committee. Any request for a waiver or exceptions to the applicability of 
this policy must be made in writing to a designated member of the Committee, 
who will present it to the Committee for a vote.  

 
III. COPYRIGHTS 

A. General Rule of Ownership. Keeping with the view that one of the College’s 
benefits to society is the production of original Works by College Personnel, and 
in order to best encourage such activity, the default rule is that an Author of a 
Work owns the copyrights in and to the Work, subject to the limitations set forth 
below. By way of example, the Author owns the rights and shall be free to retain 
any revenue derived therefore in books, films, video cassettes, works of art, 
musical works and other copyrightable materials of whatever nature or kind and 
in whatever format develop, except that course content and coursework (as 
defined below) shall be subject to Part V of this policy. However, the College 
shall have a non-exclusive, perpetual and royalty-free license to use such 
Creator-Owned Intellectual Property for non-commercial internal use for 
educational or instructional purposes.  

 
B. Exceptions. The College shall own all right, title and interest in any Works 

described under this Section (III)(B), and the Creator(s) of such Work(s) hereby 
assigns, transfers or otherwise conveys to the College all such right, title and 
interest in any and all such Work(s). Ownership of the Work will not 
automatically default to the Creator(s)/Authors when: 
1. Substantial Use of College Resources. The Work was developed with 

Substantial Use of College  Resources.  



 

 

2. Sponsored Research Projects. The Work was developed in connection with a 
Sponsored Research Project unless the written agreement between the 
College and the sponsor states otherwise.  

3. Work Made for Hire. The Work constitutes a Work Made for Hire.  
4. Commissioned Work. The Work (a “Commissioned Work”) is produced or 

created pursuant to a written agreement with the College and for the 
College’s own purposes (a) by individuals not under the employ of the 
College; or, (b) by College Personnel acting outside the scope of their 
regular duties, as determined by their existing employment arrangement or 
contract with the College; or (c) where there is a written agreement that 
specifically states that the College shall own the Work.  

5. Written Agreement. The Work is produced or created pursuant to a written 
agreement with the College which specifically states that ownership of the 
Work belongs to the College.  

 
 

C. Creator’s Non-Commercial Use. Where the College owns the Intellectual 
Property under this policy, the Creator is permitted to continue to use the 
Intellectual Property for his or her own non-commercial purposes. Any 
distribution by the Creator to academic colleagues outside the College beyond 
the limits of “fair use,” as defined in Section 107 of the Copyright Act of 1976, 
shall only be permitted pursuant to written agreement from the College through 
the President or Designated individual at the College.  

 
IV. INVENTIONS AND PATENTS 

A. Types of Inventions. Inventions shall be classified as one of the following: 
1. Supported Invention is an Invention conceived of and/or reduced to practice 

by a person covered by this policy (whether alone or together with others) I 
conceived of and/or reduced to practice: 

i. Under or subject to a Sponsored Research Project; or 
ii. With Substantial Use of College Resources.  

 
2. Incidental Invention is an invention (other than a Supported Invention) that is 

conceived of and/or reduced to practice by a person covered by this policy 
making Incidental Use of College Resources related to the conception and/or 
reduction to practice of such Invention.  

 
B. General Rule of Ownership. 
1. The College shall own all right, title and interest in a Supported Invention. 

Inventor(s) shall assign, transfer or otherwise convey to the College all right, 
title and interest in any and all Supported Invention(s). Notwithstanding the 
foregoing, the College shall not have right, title and interest in a Supported 
Invention under or subject to a Sponsored Research Project if the written 
agreement between the College and the sponsor states otherwise. 

 
2. The Inventor shall own all right, title and interest in an Incidental Invention. 



 

 

 
3. Notwithstanding anything to the contrary contained herein, Course Content and 

Courseware shall be the subject to Part V of this policy. 
 

C. Government Sponsorship. The Bayh-Dole Act (35 U.S.C. § 202(c)(4)) and 
subsequent amendments and federal regulations permit educational institutions 
to retain rights and title to patentable inventions which results from federally 
funded experimental, developmental and research work and provide that the 
Government retains a non-exclusive, non-transferable, irrevocable, royalty-free, 
worldwide license to an invention produced under Government sponsorship. In 
addition, any income or royalties received from an invention produced under 
Government sponsorship after payment of expense (including payments to 
inventors for royalties) must be used for scientific research or education. 
Because of the foregoing, it is incumbent upon College Personnel who apply for 
and receive federal funding to support research or who use federal monies in the 
conduct of their research to promptly disclose patentable Inventions in 
accordance with this policy and to abide by the terms and conditions set forth 
herein.  

 
V. COURSE CONTENT AND COURSEWARE 

A. The creation of Course Content and Courseware may be protectable Intellectual 
Property, depending on various circumstances. Courses designed to be delivered 
over the internet, by computer or through similar technologies may involve both 
copyright and patent considerations. 
1. Creator Ownership. Consistent with its intent to recognize the Creator as the 

owner of Traditional Works of Scholarship, the College claims no 
ownership rights in either the Course Content of the Courseware except as 
set forth below.  

a. Independent of copyright ownership, a Creator has the right to use 
all Course Content and Courseware he or she develops or creates in 
the normal course of teaching or research at the College. This right 
includes the right to make changes to the Works and the right to 
distribute such Works to students, faculty and other College 
Personnel for teaching, research and other non-commercial College 
purposes. 

 
2. Limited College Ownership. The College shall have limited ownership of 

control rights for Course content and Courseware as specified below: 
a. Self-initiated Course Content and Courseware. Except as set forth in 

subsection (b) below, when a Creator develops Course Content and 
Courseware without specific direction by the College, unless 
otherwise agreed, the ownership of the Course Content and 
Courseware shall remain the Creator. No royalty, rent or other 
consideration shall be paid to the Creator when that Course Content 
and Courseware is used for instruction at the College and such 



 

 

Course Content and Courseware shall not be used or modified 
without the consent of the Creator(s).  

 
b. College-directed Course Content and Courseware and other 

Exceptions. When the College specifically directs the creation of 
Course Content and Courseware by assigning one or more persons 
covered by this policy to develop the Course Content and 
Courseware, whether in online or in-class format, and said Course 
Content and/or Courseware is created with Substantial Use of 
College Resources, or when the Course Content and/ or Courseware 
is developed in connection with a Sponsored Research Project 
(unless the written agreement between the College and the sponsor 
states otherwise) is a Work Made for Hire, is a Commissioned Work 
or is produced or created pursuant to a written agreement that 
specifically states that ownership of the Course Content or 
Courseware belongs to the College and the College shall have the 
right to revise it and decide who will utilize the Course Content and 
courseware in instruction. The College may, at its discretion, 
specifically agree to share revenues and control rights with the 
Creator of such Course Content and Courseware, The Creator(s) of 
any Course Content and Courseware owned by the College pursuant 
to this subsection hereby assigns all right, title and interest in such 
course Content and Courseware to the College. 

 
VI. INTELLECTUAL PROPERTY COMMITTEE 

A. Appointment. The Committee will be composed of three (3) members elected or 
appointed by the Faculty Senate (the “Faculty Committee Members”), three (3) 
College administrators appointed by the President or his/her designee and the 
College’s Vice President of Academic Affairs, who shall serve ex officio. The 
Faculty Senate shall, from time to time, determine the process for elections or 
appointments of Faculty Committee Members and the length of the terms of 
such Faculty Committee Members. The Committee members shall elect a chair 
from among themselves each year.  

 
B. Duties. The Committee shall: 

1. Monitor and review technological and legislative changes affecting this 
Intellectual Property Policy and shall report to relevant faculty and 
administrative bodies, when such changes affect existing policies;  

 
2. Serve as a forum for the receipt and discussion of proposals to change 

existing institutional policy and/or to provide recommendations for contract 
negotiations; 

 
3. Decide disputes over ownership, and the College’s attendant rights, of 

Intellectual Property;  
 



 

 

4. Make an initial determination of whether the College or any other party has 
the rights to the Intellectual Property, and, if so, the basis and extent of those 
rights. The Committee shall also make a determination on resolving 
competing faculty claims to ownership when the parties cannot reach an 
agreement on their own; and  

 
5. Review the merits of Inventions, and other creations, and make 

recommendations for the management of the Intellectual Property, including 
development, patenting, and commercialization. 

 
C. Appeals. When Creator(s) disputes a decision taken in application of this 

Intellectual Property Policy, he or she may file a written appeal to the 
Committee, Creators shall be entitled to appear before the Committee, 
accompanied by representatives of Creator’s choice (but at the Creator’s sole 
expense), and present evidence with respect to any matter specifically involving 
the application of this policy to them or their Intellectual Property. The 
Committee will review the matter and will issue a final written decision as to the 
application of this policy. 

 
VII.  MANAGEMENT OF INTELLECTUAL PROPERTY 

A. Disclosure Obligation. Creator(s) shall promptly disclose to the Committee any 
potentially College-Owned Intellectual Property that is contemplated by this 
Policy.  

 
B. Ownership Determination. Upon review of a disclosure document, the 

Intellectual Property Committee will determine whether an Invention is a 
Supported Invention or an Incidental Invention. 
1. In the case of a Supported Invention, the Committee shall further determine, 

with assistance from patent counsel, who are the Inventor(s), consistent with 
U.S. patent law. The College shall have the right to own and each Inventor, 
at the College’s request, shall take any further actions as may be required to 
assign to the College all of his/her right, title and interest in a Supported 
Invention. In the case of a Work Authorship, excluding Traditional Works of 
Scholarship and Works created without Substantial Use of College 
Resources and outside the scope of employment, the Committee shall 
determine whether the College will assert ownership of the Work. 

 
2. In the case of an Incidental Invention, Inventor(s) agree to grant to the 

College an irrevocable, non-exclusive, royalty free, right to use the 
Incidental Invention for non-profit internal educational and/or research 
activities.  

 
C. Timing. The Creator(s) of any disclosed Intellectual Property shall be promptly 

notified of the Committee’s determination relating to ownership of the 
Intellectual Property. The College, by and through the Intellectual Property 
Committee, shall make every reasonable effort to act expeditiously under the 



 

 

circumstances in arriving at decisions and taking all actions required hereunder. 
See Subsection G below.  

 
D. Legal Protection. The President, or designated Committee member, shall 

determine whether the College desire to obtain protection for or pursue licensing 
of College-Owned Intellectual Property.  
1. Forms of Protection. The College, upon determination that a Work or 

Invention is College-Owned Intellectual Property, may register the Work 
with the U.S. Copyright Office or file a patent application in the United 
States Patent and Trademark Office, or other foreign patent offices. Filing 
and registration determinations may be made on the basis of commercial 
potential, obligations to and rights of third parties, of for other reasons which 
the Committee, in its discretion, deems appropriate.  

 
2. Costs of Protection. All costs involved in obtaining and maintain legal 

protection of the College-Owned Intellectual Property shall be borne by the 
College, unless the College disclaims, releases or waives its ownership rights 
or unless a licensee accepted by the Creator agrees to bear such costs 
pursuant to the terms of a written license agreement.  

 
E. Commercialization. The Intellectual Property Committee shall have the sole 

discretion with respect to the commercialization of College-Owned Intellectual 
Property, but shall take into account the public interest. Where such a Work or 
Supported Invention is subject to an external agreement with a third party (for 
example, the federal government or other external funding sponsor), the 
Committee shall make decisions consistent with that agreement and applicable 
laws/regulations. The Committee shall make decisions concerning 
commercialization as it deems appropriate and shall regularly inform the Creator 
of the progress of the College’s protection efforts and licensing of College-
Owned Intellectual Property disclosed by the Creator. 

 
F. Royalty Sharing. Where royalties are generated by the College as a consequence 

of commercializing a Supported Invention or Work of Authorship, royalties will 
be shared with the Inventor(s) as described in Section VIII (“Royalty 
Distribution”) of this policy.  

 
G. Request of Release. The Creator may request assignment of release to the 

Creator of some or all of the College’s rights in College-Owned Intellectual 
Property (a “Release”) under the following circumstances: 
1. If the Committee notifies Creator in writing that the College elects not to 

protect or commercialize College-Owned Intellectual Property, or that it has 
decided to abandon protection or commercialization; or,  

 
2. If the Committee notifies Creator in writing that the College elects to protect 

of commercialize College-Owned Intellectual Property within 90 calendar 
days of disclosure to the Intellectual Property Committee, but fails to file for 



 

 

a fill or provisional application for a patent within 60 days of notification of 
election; or,  

 
3. If, within 30 days of disclosure to the Intellectual Property Committee, the 

Creator has not received notice from the Committee that the College: 
a. Disclaims ownership of the Intellectual Property; or 
b. Has taken steps to protect or commercialize College-Owned Intellectual 

Property. 
 

H. Release. Upon determining that releasing the Supported Invention to the 
Inventor(s) or Work to the Author will not violate the terms of an external 
funding agreement and is in the best interest of the College and the public, the 
Committee may agree to a release and in such case will assign or release all 
right, title and interest which the College holds or has the right to hold in the 
Intellectual Property in equal shares, unless Creators have agreed otherwise. 

 
VIII. ROYALTY DISTRIBUTION 

A. Policy. A Creator of College-Owned Intellectual Property is entitled to share in 
the income, including royalties, equity interests (subject to any College conflict 
of interest policy), and dividends, earned from the commercialization of that 
Intellectual Property.  

 
B. Income Distribution. Subject to the terms of any Sponsored Research Project 

agreement and unless otherwise agreed by the College and the Creator, gross 
income received by the College created from commercialization of College-
Owned Intellectual Property shall be distributed as follows: 
1. First, to pay for any out-of-pocket expenses incurred by the College in 

connection with the administration, protection and commercialization of 
such Intellectual Property, including, but not limited to, fees paid to outside 
legal, consulting, marketing and licensing organizations and any other out-
of-pocket costs incurred by the College of the relevant sponsor.  

 
2. Then, 10% applies to a fund at the College for payment of costs related to 

patent filling, copyright registration, prosecution and maintenance fees of 
other Intellectual Property.  

 
3. The resulting “Net Income” from the Invention or registered and 

copyrighted computer program of Work, defined as gross royalties and any 
other income generated by or relating to the use the Intellectual Property 
which is received by the College shall be distributed as follows: 
i. 50% to the Creator(s); 

a) The Creator’s share shall be divided equally among joint Creators, 
absent a written agreement among the Creators to the contrary.  

 
ii. 50% to the College for the support of research and scholarly activity. 

 



 

 

C. Status of Employment of Creator. The amount of Creator compensation shall 
not be affected by and termination of the Creator’s employment with the 
College. Creator’s right to receive distributions pursuant to this Article 
VIII and shall inure to the benefit of his or her executors, guardians, 
administrators, heirs, legatees, successors and assigns. 

 
IX. MISCELLANOUS 

A. Improper Vesting of Ownership. In the event that ownership rights do not 
originally vest in the proper owner as contemplated hereunder, the improper 
part(ies) hereby irrevocably assign, transfer, and convey to the appropriate party 
all right, title and interest therein, and shall execute all necessary documents to 
assist and/or enable the owner to perfect preserve register and/or record its 
rights in all such Intellectual Property at no additional expense.  

 
B. Sponsored Research Projects. Any sponsored work agreement which provides 

for ownership by a person other than the College generally shall provide the 
College with a perpetual, royalty-free, non-exclusive, world-wide license to use 
and reproduce the Intellectual Property for educational and research purposes.  

 
C. Consulting. Consulting for organizations outside the College is encouraged and 

may be performed by College Personnel pursuant to applicable College policies. 
No Substantial Use of College Resources may be made in the course of outside 
consulting activities unless prior written approval is granted in advance by the 
College or Committee. Additionally, consulting agreements must conform to 
College policies on outside activities and the use of the College’s name or other 
identifying symbols.  

 
D. Trademark/Service Marks. Intellectual Property comprised of or associated 

with the College’s Trademarks and Service Marks, including but not limited to, 
its name, logos, slogans, insignia, and other symbols of identity (collectively the 
“Marks”), belongs exclusively to the College. This policy is designed to protect 
the reputation of the College, and to prevent the unauthorized use of the 
College’s Marks. College Marks may not be used without prior written consent 
from the President of his designee, except to the extent that College Personnel 
may use the Marks to identify their status of professional affiliation with the 
College, as appropriate. However, such use must not confuse, mislead or give 
false impression of affiliation with, or sponsorship or endorsement by, the 
College. 

 
E. Effective Date. This Policy supersedes any pre-existing Intellectual Property 

policy of the College and is effective _________________ (i.e., the date of its 
approval) and will remain in effect until modified or revoked. The Policy will 
be binding on all parties who create Intellectual Property after the Effective 
Date, and this Policy and other agreements that represent modifications to this 
Policy shall remain binding on such Creators even after their relationship with 
the Institution changes or terminates.  



 

 

 
F. Amendments; Modification. This policy may be amended, modified or 

supplemented from time to time by the Committee; provided, however, that any 
amendment, modification or supplementation will not affect the ownership of 
Intellectual Property previously developed or generated or distributions of 
revenues relating to Intellectual Property previously developed or generated.  

 
G. Assignments. All assignments must be in writing. If requested by the College 

and at no additional expense, Creators of Intellectual Property shall assist as 
reasonably possible in the execution of appropriate assignment substantially 
similar to the form attached hereto as Exhibit A and other documents necessary 
or desirable to accurately reflect the ownership of, and rights to, applicable 
Intellectual Property. The College may, at its sole discretion, permit the Creator 
to assign or license Intellectual Property. The College may not withhold consent 
for assignment or licensing unless the College intends to pursue protection and 
commercialization of the Intellectual Property.  

 
H. Confidentiality. Certain contractual obligations and governmental regulations 

require that information be maintained in confidence. Additionally, some 
Works, such as certain Software, may best be protected and licensed as trade 
secrets, and Inventions must be maintained in confidence for limited periods to 
avoid the loss of patent rights.  
1. All information or material designated confidential is a contract, grant, or 

the like; 
 

2. All information or material designated or required to be maintained as 
confidential under any applicable governmental statutes or regulations; and, 

 
3. All information relating to Intellectual Property developed by College 

Personnel which may be protected under this policy until application has 
been made for protection 

 
I. Indemnity. For Intellectual Property rights owned by the College and for which 

the College seeks protection, the College will indemnify, defend, and hold 
harmless employees and student from claims of infringement of the Intellectual 
Property right of any third party. For Intellectual Property rights owned by 
Creator(s), the Creator(s) will indemnify, defend, and hold harmless the College 
for claims of infringement of the Intellectual Property rights of any third party.  

 
5.21        Research Financial Conflict of Interest Policy 

I. PURPOSE  
The integrity of the College as a community of scholars requires the open exchange 
of ideas in an atmosphere free from commercial conflict and influence. When an 
investigator involved in research has significant financial interests in a company, 
organization, or institution external to the College, or receives compensation, 
funding, or other assistance from entities external to the College that can be affected 



 

 

by the investigator’s research, there is the potential for the creation of a conflict of 
interest or the appearance of a conflict. Therefore, the College must ensure that 
reports of research and scholarship can be disseminated on an open and timely basis 
without externally imposed requirements of restriction or review, in keeping with 
long-honored academic traditions. To this end, all members of the College 
community are expected to be open about any involvements with, and obligations 
to, external parties that could be interpreted as leading to such requirements or 
restrictions. This is especially important in those cases where relationships with 
external parties could lead to personal financial benefit from their scholarly work or 
ideas, or from the scholarly work or ideas of colleagues, including students, staff, 
administrators and faculty.  
 
The objective of this Policy and the federal regulations on which it is based is to 
promote “objectivity in research by establishing standards that provide a reasonable 
expectation that the design, conduct, or reporting of funded research will be free 
from bias resulting from conflicting financial interests of an Investigator” (defined 
below) 45 CFR § 50.601 and 94.1. This policy will help faculty and other personnel 
more effectively manage potential conflicts in the course of their research activities. 
By reporting financial interests and managing conflicts from the start, the College 
and the investigator can work together to prevent outcomes that may be harmful to 
either the investigator or the College at large.  
 
To achieve these ends, the College requires Investigators seeking research funding 
(including but not limited to grants, cooperative agreements, and contracts) or 
having obtained research funding from the Public Health Service (PHS), the 
National Science Foundation (NSF), Health and Human Services (HHS), or other 
federal agencies or organizations comply with the following policy on the 
disclosure of significant financial interests and the management and reporting of 
Financial Conflicts of Interest.  
 

II. DEFINITIONS  
A. "Investigator” refers to the principal investigator(s) (PI), co-investigator, and 

any other person who is responsible for the administration, design, conduct, or 
reporting of sponsored research; research involving the use of College resources 
that are not generally available to the College community; internally funded 
research that involves human subjects; or proposals for funding. This definition 
is not limited to those titled or budgeted as investigator on a particular proposal. 
Students, staff, administrators and other relevant personnel may be considered 
investigators where, in the judgment of an academic advisor or other relevant 
supervisor, the student or other personnel is working relatively autonomously 
and should be considered an investigator.  
 

B. "Significant financial interest" (SFI) means one or more of the following 
interests of the Investigator (and those of the Investigator's spouse and 
dependent children) that reasonably appears to be related to the Investigator's 
College responsibilities: a. Remuneration including salary, honoraria, paid 



 

 

authorship, royalties, equity interests (stock, stock options) or other ownership 
interests from a publically traded entity that when aggregated exceeds $5,000 in 
the preceding 12 months, including salary, consulting fees,  
a. Remuneration including salary and equity interests (stock, stock options) or 

other ownership interests from a non-publically traded entity that when 
aggregated exceeds $5,000 in the preceding 12 months, where the 
aggregated fair market value exceeds $5,000;  

b. Intellectual property rights and interests upon receipt of income related to 
such rights and interests.  

c. Reimbursed or sponsored travel expense by a non-government entity other 
than Daemen, related to the investigator's College responsibilities.  
 

Significant financial interest does NOT include:  
a. Salary, royalties, or other remuneration from the College;  
b. Income from seminars, lectures, or teaching engagements sponsored by 

public or nonprofit entities;  
c. Income from service on advisory committees or review panels for public or 

nonprofit entities;  
d. Equity managed by an unrelated, unbiased third party (e.g., invested in a 

mutual fund).  
 

C. “Research Financial Conflict of Interest” (RFCOI) exists when a Significant 
Financial Interest could directly, adversely, and significantly affect the design, 
conduct, or reporting of funded research or educational activities. 
 

D. "Research" means a systematic investigation, study or experiment designed to 
develop or contribute to generalizable knowledge, including, but not limited to, 
research relating broadly to public health, behavioral and social-sciences for 
which research funding is available from Public Health Service (PHS), Health 
and Human Services (HHS) or the National Science Foundation (NSF) or other 
funding sources.  

 
III. RESEARCH CONFLICT OF INTEREST COMMITTEE  

Research Conflict of Interest Committee” (RCOIC) refers to the standing College 
committee that advises the Vice President for Academic Affairs (VPAA) and the 
Vice President for Business Affairs (VPBA) on conflict of interest matters and 
assists in related decision-making. The Committee consists of the VPAA, the 
VPBA, a representative from the Board of Trustees Audit Committee, the Chair of 
the Human Subjects Research Review Committee (if the research involves human 
subjects) and at least two additional tenured faculty members. Depending on the 
nature and scope of the potential conflict, additional administrators, staff, or faculty 
(with relevant expertise) or an external expert, may be requested to assist in this 
review, and the committee may request additional information from the Investigator 
who disclosed the SFI.  
 

IV. RESPONSIBILITIES  



 

 

1. College Responsibilities: 
a. Maintain an up-to-date, written, enforced policy on RFCOI that complies 

with all government requirements, and make such policy available on the 
Daemen College Web site. (AGSPS)  
 

b. Inform each Investigator of the College's policy on RFCOI, the 
Investigator's responsibilities regarding disclosure of SFI, and of applicable 
government regulations  
 

c. Require every Investigator to disclose the Investigator's SFI and those of 
his/her spouse and dependent children prior to applying for or participating 
in funded research.  
 

d. If the College will be carrying out funded research by a subrecipient, 
establish a written agreement that ensures that the subrecipient will comply 
with either a compliant RFCOI Policy of the subrecipient or the College's 
Policy and that the subrecipient will timely disclose any SFI. If the 
subrecipient will comply with its own policy, the agreement must provide 
that the subrecipient will report to the appropriate Daemen official all 
identified RFCOIs on a timely basis. If the subrecipient ages to comply with 
Daemen's policy, it must report to the College all SFIs in accordance with 
the procedure provided in the Agreement.  
 

e. Require each Investigator to complete training on RFCOI policies prior to 
engaging in funded research. If the College determines that an Investigator 
is not in compliance with this Policy or is new, training will be required 
immediately. Investigators will receive training, at least every four (4) years.  
 

f. Provide RFCOI reports of investigators and subrecipients as required by 
government funding sources  
 

g. Determine through the Research Conflict of Interest Committee (RCOIC) 
whether a and RFCOI's exist and take appropriate actions to manage 
RFCOI's.  
 

h. Maintain records relating to all Investigator disclosures of Research 
Financial Conflict of Interests and the College's review of, and response to, 
such disclosures and make such records available to funding sources when 
required.  
 

i. Establish adequate enforcement mechanisms and provide for appropriate 
sanctions to ensure Investigator compliance with this policy.  
 

j. Certify to funding sources that the College has a written and enforced 
process to identify and manage RFCOIs.  

 



 

 

2. Principal Investigator (PI) Responsibilities:  
a. For each funded research project, determine who meets the definition of 

“investigator.”  
 

b. Ensure that each Investigator receives appropriate RFCOI training and files 
a RFCOI disclosure with the VPAA or AGSPS in accordance with this 
policy.  

 
c. Collects the required contact information on each Investigator and maintains 

and updates such information.  
 

d. Submits names, contact information, and role of each Investigator to the 
Office of Academic Grants & Sponsored Program Services prior to 
submission of a proposal for funded research and updates this information 
immediately if changes occur.  

 
3. Investigator Responsibilities:  

a. File a SFI disclosures statement (Attachment A) including any reimbursed 
and sponsored travel expenses in accordance with this policy. Disclosure 
statements must be provided i) prior to an application for funded research; i) 
annually. ii) within 30 days of discovery of or acquiring a SFI; iii) with 
submission to the college institutional review board (IRB/Human Subjects 
Research Review Committee); and iv) annually. 
  

b. Submit updated contact information to the Principal Investigator.  
 
c. Complete RFCOI training in accordance with this Policy.  

 
4. Vice President for Academic Affairs (VPAA):  

The VPAA, as the cabinet member to which faculty members (investigators) 
report, and in accordance with the College’s General Conflict of Interest Policy, 
is the first recipient of all RFCOI disclosures. The VPAA’s responsibilities 
include:  
a. Delivering a copy of each Disclosure Form to the Vice President for 

Business Affairs (VPBA).  
 

b. Per the Daemen Conflict of Interest Policy, maintaining all research-related 
disclosure materials  

 
c. Providing appropriate training regarding FCOI’s as required by this policy, 

to faculty investigators  
 

d. Preparing all required documents involving faculty investigators for funding 
agencies and authorizing the transmission of all required documents to the 
respective funding agencies. Once the documents are prepared, this 
transmission is traditionally done electronically and may be assigned to the 



 

 

Office of Academic Grants and Sponsored Program Services or other 
designee.  

 
e. Certifying that for faculty investigators all financial conflict of interest 

disclosure requirements have been met prior to submitting a proposal to a 
funding agency and/or prior to expenditure of funds. The VPAA reserves 
the right to not authorize expenditure of funds (i.e. freeze funds) if 
investigators fail to comply with this policy.  

 
f. Serve as Chair of the Conflict of Interest Committee (RCOIC) when the 

potential or actual conflict of interest involves a faculty member.  
 

 
 

5. Vice President for Business Affairs (VPBA):  
a. The VPBA will receive copies of disclosure forms and participate in 

decision making as a member of the RCOIC.  
 

b. In cases where non-faculty members are investigators, the VPBA is 
responsible for providing appropriate training regarding RFCOI’s as 
required by this policy  

 
c. In cases where non-faculty members are investigators, the VPBA is 

responsible for preparing all required documents for funding agencies and 
authorizing the transmission of all required documents to the respective 
funding agencies. Once the documents are prepared, this transmission is 
traditionally done electronically and may be assigned to the Office of 
Academic Grants and Sponsored Program Services or other designee.  

 
d. The VPBA is responsible, with respect to non-faculty investigators, for 

certifying that all financial conflict of interest disclosure requirements have 
been met prior to submitting a proposal to a funding agency and/or prior to 
expenditure of funds. The VPBA reserves the right to not authorize 
expenditure of funds (i.e. freeze funds) if investigators fail to comply with 
this policy.  

 
e. Serve as Chair of the Research Conflict of Interest Committee (RCOIC) 

(defined below) when the potential or actual conflict of interest involves 
investigators other than faculty members.  

 
6. Research Conflict of Interest Committee (RCOIC):  

Constituted as noted above, the RCOIC will conduct evaluation of all 
disclosures by investigators made under this policy; make determinations as to 
whether an FCOI exists; develop and implement management plans for FCOI’s 
subject to this policy; ensure enforcement of management plans and other 
actions to ensure policy compliance; and conduct retrospective reviews of 
potential instances of noncompliance with this policy. The RCOIC will render a 



 

 

decision in writing. In the event that the VPAA, or VPBA, is an investigator 
and/or involved in an actual or potential research conflict of interest, the Board 
of Trustees Audit Committee will appoint a qualified individual to fulfill the 
VPAA’s, or VPBA’s, role in matters addressing that conflict.  
 

7. Responsibilities of the Executive Director, Office of Academic Grants & 
Sponsored Program Services (AGSPS):  
a. The AGSPS is responsible for ensuring that this policy is available on the 

Daemen website.  
 

b. Upon learning that a Daemen employee is interested in applying for funded 
research inform the principal investigator of this policy.  

 
c. Collect and maintain contact information on all Investigators and 

communicate this information to the VPAA, including those who are not 
Daemen employees.  

 
d. Ensure that the Principal Investigator, VPAA, and VPBA have reviewed and 

approved funding proposals prior to submission, including certifying 
compliance with this policy, when applicable.  

 
e. As the Authorized Organizational Representative (AOR) and Signing 

Official (SO) with the institutional authority to legally bind the institution in 
grant-administration matters by providing signature approval on grant 
application submissions, the AGSPS certifies the accuracy and completion 
of proposals as well as compliance with this policy and the relevant funding 
regulations. Accordingly, the AGSPS has the right to not transmit a proposal 
if proper institutional procedures have not been followed or the necessary 
approvals have not been obtained.  

 
f. Serve as the point person for public accessibility inquiries, if and when 

requested.  
 

V. REVIEW AND MANAGEMENT OF DISCLOSURES AND CONFLICTS  
1. Review: The RCOIC shall review each disclosed SFI and determine whether a 

RFCOI, as defined above, exists. If it is determined that there exists a RFCOI, 
the Committee shall determine what conditions or restrictions, if any, should be 
imposed by the College to manage, reduce, or eliminate such conflict or interest. 
Review shall be completed within 30 days of submission. If a SFI is disclosed 
or discovered subsequent to the funding application, the RCOIC must review 
and report whether a RFCOI exists with 60 days of disclosure or discovery.  
 

2. Management of Conflicts: If the RCOIC determines that a SFI constitutes a 
RFCOI, the Committee shall determine the conditions or restrictions to be 
imposed and implemented as part of a formal management plan in order to 
manage or eliminate the conflict. The Management Plan may include, but is not 
limited to:  



 

 

a. monitoring of research by independent reviewers;  
b. modification of the research plan;  
c. change of personnel or responsibilities for all or a portion of the research;  
d. disqualification from participation in the portion of the research that would 

be affected by SFI’s;  
e. divestiture of SFI or other action to eliminate or reduce the FCOI;  
f. severance of relationships that create conflicts; or  
g. public disclosure of FCOI’s;  
h. for projects involving human subjects research, disclosure directly to the 

participants.  
 

3. Retrospective Review: If it is determined by the COIC that a FCOI was not 
disclosed by an investigator or a FCOI was not managed or the Management 
Plan was not complied with, the COIC will conduct and document a 
retrospective review and determine whether any portion of the research was 
biased by such conduct. If bias is found, the VPAA must notify the funding 
source and submit a report describing the College's actions to eliminate or 
mitigate the bias. The Retrospective Review must be implemented within 10 
days of being notified of a FCOI and the timeframe covered by the retrospective 
review must be documented with a rationale for the timeframe selected. In 
addition, the RCOIC must also specify the management plan for ongoing 
research during the retrospective review process which may include any actions 
previously described in the Management of Conflicts Section above.  
 
The VPAA shall communicate the Committee’s determination and the means 
identified for eliminating or managing the RFCOI to the individual 
Investigator(s), the relevant Principal Investigator or Project Director (if 
applicable), the appropriate department chair or administrative supervisor, and, 
as necessary, the funding source.  

 
VI. REPORTING OF RFCOIs  

Prior to the expenditure of PHS or HHS funds, the College shall report to the 
funding source any and all FCOIs found by the RCOIC and the details of the Plan 
instituted to manage or eliminate the RFCOI. If a RFCOI is discovered after the 
research funding has begun, the College will submit a report to the funding source 
containing the Management Plan, the results of any retrospective review and 
sufficient information to allow the funding source to understand the nature and 
extent of the RFCOI. This report will be submitted within 60 days of discovery of 
the RFCOI. 
 
For a RFCOI previously reported, the College will prepare and furnish the funding 
source an annual report addressing the status of the RFCOI and any changes in the 
Management Plan. Such report shall be submitted for the duration of the project.  
 

VII. SANCTIONS  



 

 

Federal regulations require the College to impose sanctions or take other 
administrative actions where appropriate. The College maintains the right to impose 
sanctions on Investigators for failure to disclose SFI’s and for failure to abide by 
this Policy. Sanctions may include restrictions on future submission of research 
proposals and other disciplinary actions, up to and including dismissal, as described 
in the College’s Research Integrity Policy and Section XII of the Faculty 
Handbook.  
 

VIII. RECORD RETENTION  
Federal regulations require the College to maintain records of all financial 
disclosures and all actions taken by the College for a minimum of three (3) years 
from the date of submission of the final expenditure report at the completion of the 
grant, or if any litigation, claim, financial management review, or audit is started 
before the expiration of the 3-year period, until all such actions have been resolved 
and final action taken. 

 
IX. PUBLIC ACCESSIBILITY   

Prior to expenditure of any PHS or HHS research funds, the College shall establish 
a publicly accessible website to receive and respond to reports concerning a 
disclosed SFI that was determined to be a RFCOI where the RFCOI still exists. 
Within 5 days the College must provide the requester the name, title, and role of the 
investigator as well as the nature and appropriate dollar amount of the SFI. This 
website must be updated annually and within 60 days of receipt of a RFCOI not 
previously disclosed.  

 
5.22 Research Integrity Policy and Guidelines on Misconduct 

I. INTRODUCTION 
The following sets forth Daemen College’s expectations with regard to integrity in 
research of all kinds. This Policy describes the responsibilities of research 
personnel, administrators, and others in the academic community, and outlines the 
procedures for dealing with instances of alleged misconduct in research. 
 
As a recipient of extramural funding, Daemen College must ensure that its practices 
and procedures are consistent with the requirements of granting agencies. Daemen 
College expects that its employees, students and contractors will conform to the 
highest standards of professional conduct in academic and scientific research.  
 

II. STATEMENT OF INTEGRITY IN RESEARCH 
It is the policy of Daemen College to require adherence to the highest ethical 
standards in the research conducted by its faculty, students, staff and contractors. 
The College will inquire into and, if necessary, investigate and resolve promptly 
and fairly all instances of alleged misconduct and to comply in a timely manner 
with agency requirements for reporting on cases of possible misconduct when 
sponsored project funds are involved. 
 



 

 

Since a charge of research misconduct, even if unjustified, may damage an 
individual’s career, any allegation of research misconduct must be handled in an 
expeditious and confident manner. It is of paramount importance that full attention 
be given to the rights of all individuals involved.  

 
III. SCOPE OF APPLICATION 

The Policy applies to all personnel affiliated with Daemen College, ito include, but 
not limited to, faculty (including temporary or adjunct members) who conduct 
research using the College facilitates and resources, students, trainees, and other 
research personnel. Cases of research misconduct involving students are subject to 
the normal disciplinary rules governing students, but will be reviewed, as 
appropriate, under this policy. 
 
The procedure and policies apply with equal force to unfunded research, research 
funded by Daemen College, and research funded by an extramural funding agency 
or source. This Policy applies to the conduct of research (and related activities), 
presentation or publication of research results, the process of applying for research 
funds, and the expenditure or fiscal reporting of the use of research funds. For acts 
of alleged research misconduct, this Policy shall be followed in lieu of sections V.D 
and XII of the Daemen College Faculty Handbook.  

 
5.23  Daemen College Employee Cell Phone Policy  

Rationale.  Daemen College recognizes its obligation to ensure that its key employees 
have the appropriate technology resources to do their important work at the College. 
The College also has a similar obligation to establish policies regarding technology 
tools for these key officials that are equitable, that are structured to respond to the 
differing needs of the various departments and offices on campus; and to do so while 
emphasizing efficiencies and the protection of the financial resources of the College.   
  
To these ends, Daemen College is hereby establishing a policy for the use of work-
related cell phone technology assets by key personnel at the College.  In crafting a new 
cell phone policy at Daemen College the use of College-owned and issued cell phones, 
and the use of personal cell phones, were carefully considered, including the resultant 
cost of College-contracted cell phone data plans and those plans utilized and contracted 
with outside carriers by individual employees outside of the College.  The College also 
carefully examined policies on cell phone usage at other private independent colleges 
and some public institutions of higher education.   
 
Finally, the college solicited input from members of the President’s Cabinet, to obtain 
their unique perspectives on projected cell phone requirements among the various 
departments and offices within their respective campus jurisdictions.  The costs 
attributable to cell phone usage—both through College-issued cell phones and 
reimbursement stipend to partially offset the cost of private cell phone usage for work-
related purposes—were also examined by officials within the Office of Business Affairs 
and the Department of Human Resources.   
 



 

 

Daemen College recognizes that cell phones are a standard form of effective mobile 
technology that is essential for key leaders and managers at institutions of higher 
education to use as part of their official administrative and program activities at the 
College.  The College further acknowledges the convenience and efficiency of an 
employee using his or her own personal cell phone as a primary tool for on-campus and 
other official College business, including the administration of their cell phones and 
their personal data plan outside of the College.  In short, the College policy will 
continue to recognize and support key designated employees’ use of cell phone while 
allowing users flexibility in choosing devices and service plans that meet both their 
work and personal usage requirements.  
 
Therefore, to ensure that the aforementioned business technology requirements of key 
College personnel are met in an efficient and cost effective manner, Daemen College is 
issuing the following staff mobile phone policy. 
 
Policy. The Daemen College Policy relative to staff mobile phone use has intentionally 
moved away from College-owned and issued cell phones, to having the key employee 
secure his or her own private cell phone and related data plan. The College believes that 
a more efficient, cost-effective and equitable policy for cell phone usage by key College 
staff should focus, instead, on the acquisition and use of private cell phones by key 
College personnel. This policy shall also require personal contracting for private, 
mobile phone data plan packages by such key personnel, along with a streamlined 
program of reimbursing those key College officials for a portion of the cost of those 
individual, non-College issued cell phones and data plans.   
 
Therefore, the Daemen College Staff Cell Phone Policy shall include the following key 
provisions: 
 

1. Except in rare, case-by-case situations, Daemen College shall not own or issue 
Daemen-purchased cell phones to College designated staff, nor be the signatory 
on or administrator of, any mobile phone data plan contract. Any exceptions to 
this Policy must be authorized by the President of the College for his Office 
staff, or by the appropriate Member of the President’s Cabinet for all other 
Offices or Departments, and coordinated with the Office of Business Affairs.  
One such exception that may be considered for Daemen College-owned and 
issued cell phones and data plan services paid for by the College is an “office” 
within the College where a cell phone is assigned to that office, rather than to 
one or more specific staff within such office.   

 
2. Pagers and two-way radios are considered business-only communication assets 

and may be owned and provided by the College with no taxability to staff. 
 

3. In accordance with provisions covered by this Policy, specifically designated 
eligible staff of the College with work-related cell phone requirements shall 
purchase their own cell phones; enter into their own outside mobile phone data 
and service agreements; and receive a fixed monthly reimbursement stipend to 



 

 

offset a portion of their personal mobile phone data plan and costs, including 
those attributable to upgrading their personal cell phones no more than once 
every three (3) years. The cell phone service shall be personally owned by the 
employee and may therefore be used for both personal and business calls.  A 
staff professional with a cell phone allowance must maintain an active cell 
phone contract for the life of the allowance.  

 
 

4. In order to avoid cancellation fees and to allow for an orderly transition, staff 
currently using College-owned and issued cell phone devices have until the end 
of the current contract to make alternative arrangements to comply with this 
Policy. Such alternative arrangements may include staff keeping the cell phones 
issued to them by the College, when approved by the appropriate member of the 
President’s Cabinet.  If such approval is not obtained, the employee shall 
purchase a mobile phone and enter into private mobile phone data package 
plans with cell phone carriers outside of the College. 

 
5. Cash reimbursement allowances shall be paid monthly to eligible staff, and in 

accordance with IRS tax rules, such reimbursement shall be considered as 
nontaxable income to eligible staff. This allowance does not increase the staff 
professional’s base salary and will not be included in the calculation of any 
College benefits, including annual cost-of-living or other annual salary 
increases, bonuses, or other compensation. 

 
6. The monthly reimbursement allowance to be paid to such designated eligible 

staff shall be at a rate of $18.47 for 26 pay periods per year, to be reimbursed 
to qualified, eligible employees in each paycheck at a biweekly rate of $18.47 
per pay period. 

 
7. Designated staff who have been declared eligible for such reimbursement, shall 

also be granted up to $100 every three (3) years to offset, in part, the cost of 
purchasing a new or upgraded cell phone device through their individual cell 
phone data plan carrier or other private cell phone retailer. Reimbursement 
should be sought after the employee has the receipt confirming such upgrade. 

 
8. Mobile phone equipment, accessory and application costs are the responsibility 

of the eligible staff, and the staff member is responsible for any loss, theft, or 
damage to their privately owned cell phones.  The cell phones must be able to 
run current operating systems and software compatible for use with other 
Daemen College employees. 

 
Eligibility Requirements for Designated Administrative Employees.  The Members 
of the President’s Cabinet, including the President, shall have responsibility for 
designating the “eligible” key staff under their respective jurisdictions to be authorized 
for reimbursement to partially offset their private cell phone costs in accordance with 
the Policy.  



 

 

 
Daemen College defines “eligible” staff for the cell phone reimbursement program 
described above, as the following: 
 
1. 24/7 Access Employees:  Key staff whose day-to-day job responsibilities require 

routine response to urgent (immediate action required) College business at any time 
of the day or night.  This category of eligible staff includes those employees who 
support, or are responsible for programs, services, or systems that necessitate 
frequent and immediate communications throughout the day or after hours.  
Examples of such eligibility include but are not limited to: 
 

a. those key staff involved in student affairs, residence life, and campus safety 
issues;  
 

b. key staff involved in public and media communication occurring during 
regular business hours, evening hours, and weekend hours; and,  

 
c. key staff involved in critical maintenance, information technology or related 

infrastructure matters on the two Main Street campuses of the College (4380 
Main Street) and the Daemen College Wellness and Academic Center (4413 
Main Street), offsite housing sites, or the Tri Main Center in Buffalo. 

 
2. Members of the President’s Cabinet; 

 
3. Mobile Employees: Key staff whose jobs require routine work on campus but 

outside of traditional fixed office sites and locations, with a need to communicate in 
real time with an office or to give and receive direction outside of a traditional 
office setting. Examples of such key staff include the Director of Maintenance; the 
Director of Campus Safety; the Chief Information Officer; key staff within the 
Athletics Department; and key staff within the Office of Enrollment Management; 

 
4. Employees Whose Duties Require Extensive and Frequent Travel:  Key staff 

with a requirement to travel frequently to conduct the business of the College, 
across a geographic area away from the home office on campus, and where great 
amounts of time are spent in transit between sites. Employees meeting this 
definition of eligibility include but are not limited to key staff within the Office of 
Enrollment Management, including the Office of Admissions; and key staff within 
the Office of Institutional Advancement; 

 
5. Other Eligible Employees:  On a case-by-case basis, employees seeking eligibility 

for cell phone usage reimbursement must be recommended for such eligibility by 
the appropriate member of the President’s Cabinet to the Office of Business Affairs.  
The appropriate member of the President’s Cabinet shall consider such requests 
within the context of at least one of the following criteria: 

 



 

 

a. role of requesting employee requires such employee to routinely respond to 
urgent (immediate action required) College business while that employee is 
away from the office and a member of the President’s Cabinet attests to the 
business necessity for such eligibility; 
 

b. role of requesting employee requires such employee to be routinely available 
while in remote locations, and the member of the President’s Cabinet attests to 
the business necessity for such eligibility; or 

 
c. other special circumstance whereby the member of the President’s Cabinet 

attests to the business necessity in determining the eligibility of an employee 
to receive reimbursement for cell phone usage in accordance with this Policy. 

 
Compliance with the Policy.  This Policy shall apply to all part-time and full-time staff 
at Daemen College.  Under this Policy, faculty members with no administrative 
responsibilities are not eligible for reimbursement for their personal cell phone usage, 
nor are they to be provided with Daemen College-owned or issued cell phones, nor will 
the College be a signatory to a contract for mobile phone data plan providers for faculty. 
 
Administration and Oversight of the Policy.  The Office of Business Affairs shall 
have primary responsibility for the administration and oversight of this Policy.  The 
Vice President for Business Affairs and Treasurer shall periodically report to the 
Cabinet regarding any and all issues with regard to this Policy and its implementation.  
 
The Department of Human Resources, in collaboration with the Office of Business 
Affairs, shall have the responsibility for processing cell phone reimbursements into the 
payroll system of Daemen College.   
 
The Cabinet shall from time to time review this Policy for any adjustments to the 
reimbursement proposals contained herein, or the other provisions of the Policy.   
 

5.24 Pay Transparency Policy Statement 
Daemen College will not discharge or in any other manner discriminate against 
employees or applicants because they have inquired about, discussed, or disclosed their 
own pay or the pay of another employee or applicant.  However, employees who have 
access to the compensation information of other employees or applicants as part of their 
essential job functions cannot disclose the pay of other employees or applicants to 
individuals who do not otherwise have access to compensation information, unless the 
disclosure is (a) in response to a formal complaint or charge, (b) in furtherance of an 
investigation, proceeding, hearing, or action, including an investigation conducted by 
the employer, or (c) consistent with Daemen College’s legal duty to furnish 
information. 

  



 

 

6. BENEFITS    
Please keep in mind that the most up-to-date information on benefits, forms and vendor 
contact information will be found on the HR website. 
 

6.1 Holidays 
Most Full time and Limited Full time staff and administrative employees are excused 
from work with pay on the following days when these days fall on regularly scheduled 
work days: 

New Year’s Eve   Labor Day 
New Year’s Day   Columbus Day 
Dr. Martin Luther King Day   Thanksgiving Day 
Presidents’ Day   Friday after Thanksgiving 
Spring Holiday   Christmas Eve 
Memorial Day      Christmas Day 
Independence Day 

 
There may be times when it becomes more advantageous for both the College and the 
employee to have the day AFTER Christmas and New Year’s off instead of the day 
before. When this occurs, you will be informed accordingly. 
 

Daemen’s Federal Holiday list includes New Year’s Day, Martin Luther King, Jr. Day, 
President’s Day, Independence Day, Labor Day, Columbus Day, Thanksgiving Day, and 
Christmas Day. Staff regularly scheduled to work a shift that falls on Daemen’s Federal 
Holiday list will be paid a rate of time and one-half their regular hourly rate for that shift 
(see Section 3.5).  

 
Third Shift Holiday Schedule: 
All Monday holidays (including President’s Day, Memorial Day, Independence 
Day, Labor Day and Columbus Day) will be observed on Sunday. Employees are 
expected to report to work as scheduled on Monday evening.  
 
For the Easter holidays, break begins at the end of the employee’s Wednesday 
shift.  Employees are expected to report to work as scheduled on Monday 
evening. 
 
For Thanksgiving, the break begins at the end of the employee’s Tuesday shift 
and will report to work as regularly scheduled on Sunday evening. 

 
During your first six months of employment in order to be paid for a holiday that 
occurs in a regularly scheduled work week, staff employees must work the day prior to 
and the next scheduled work day following the holiday. 

 
Part time employees are not eligible for holiday pay. 

 
6.2 Vacation 



 

 

Full Time Staff Employees are granted vacation according to the following schedule: 
From the date of hire to five years continuous employment, 2.70 (3.08 Maintenance) 
hours per pay period will be accrued by the employee and may be used after six months 
of employment. This equates to two weeks per year. After five years of employment, 
4.04 (4.62 Maintenance) hours per pay period will be accrued.  This equates to three 
weeks per year. After ten years of employment, 5.39 (6.16 Maintenance) hours per pay 
period will be accrued.  This equates to four weeks per year. 
 
Limited Full Time Staff Employees are eligible for pro-rated vacation benefits 
according to their length of employment at the College and the number of hours 
worked, provided at least 1000 hours have been worked during the period July 1 and 
June 30. Vacation time used by Full time and Limited Full time staff must be reported 
to the Payroll Department on the bi-weekly time sheet. 
 
Part time Employees are not eligible for paid vacation. 
 
Administrative Employees accrue 1.66 vacation days per month beginning the first of 
the month after hire date.  Days accrued may be taken after six months of employment. 
Vacation time used is recorded via the on-line system.  Visit 
www.daemen.edu/offices/HR to view the tutorial. 
 
Employees involved or engaged in transactional business or having the ability to 
change the official financial records of the institution are  required to take at  least 
five consecutive business days of vacation (or other leave) on an annual basis. During 
such time, the employee must be off-site and off-line. In other words, not only will 
he/she be physically absent from the premises, but he/she will also not be permitted to 
effect any transactions or other business from off-site, such as through an off-site 
computer link. 
 
For All Employees no vacation time may be taken in advance of being earned.  All 
Administrative employees must take their vacation time in at least half-day increments. 
Staff employees may take vacation time in hourly increments.  Accrued vacation time 
cannot exceed 30 days at any time or no further vacation time will accrue. 
 
Employees will not be permitted to work through vacation and receive pay in lieu of 
time off.  A check in advance to compensate for vacation pay will be issued, providing a 
written request is received in the Payroll Office before the regular payroll date 
preceding your vacation.  If no written request is made for advance vacation pay, your 
check will be issued to you at the regular time. 
 
Vacation time needs to be requested and approved at the departmental levels unless 
operational needs dictate otherwise. Requests for specific weeks of vacation are 
determined by seniority.  It is understood that vacations will be scheduled in such a 
manner that there will be a minimum of interference in the functioning of the 
department/College as a whole.  During peak periods, all departments must remain fully 
operational with all personnel scheduled to provide the best service to students and the 



 

 

general public.  An employee who is terminated except for gross misconduct or resigns 
with the required notice will be paid for any unused accrued vacation. 
 
Time off using Vacation hours or days will be considered “hours worked” for the 
purposes of calculating overtime.   
 

6.3  Medical and Dental Insurance Programs 
An annual open enrollment period will be held each May.  Any provider or plan design 
changes will be effective June 1st.  
 
The group medical insurance benefits are provided under subscriber contracts 
(currently issued by Blue Cross Blue Shield of WNY.)  The current health offering 
provides a $250 annual debit card that may be used for a select group of wellness 
activities and products and may require the member to complete a series of health 
assessment steps to be exempt from a plan deductible.  Dependent children are covered 
until age 26 regardless of student status. 
 
Dental benefits are self-insured by the College under an administrative service 
agreement with The Guardian.  The plan allows for in or out of network treatment with 
out of network dentists reimbursed at the Guardian negotiated rate.  The plan covers an 
orthodontic rider for children under age 19 and covers dependent children that are full 
time students to age 23.  The maximum benefit is $1000 per family member per 
calendar year.   
 
Membership in the Daemen College Health and Dental Plan is available to all full time 
and limited full time employees, their spouse, domestic partner, and/or dependent 
children.  
 
The College and a participating employee share the cost of group medical insurance 
coverage. The Board of Trustees has approved a model which distributes the cost 
sharing among salary tiers with a single and family contribution that is subject to 
annual adjustment.  The employee’s share of the premium is deducted from the 
employee’s paycheck on a pre-tax basis under the Daemen College Premium Payment 
Arrangement.  Employees that opt out of medical coverage may elect to receive dental 
coverage at no cost.  There is no rebate for employees that opt out of health and/or 
dental coverage.   
 
Coverage for an eligible employee in the health plan and dental plans will be effective 
the first day of the month after date of hire, provided the employee files an application 
for coverage within the first thirty days of employment.  If an eligible employee does 
not submit an application within the first thirty days of employment, he/she will have to 
wait until the next open enrollment period to enroll.  If an employee elects not to enroll 
in the health or dental plans because he/she currently has other coverage, there may be 
an additional opportunity to enroll in the health or dental plan if that coverage is lost 
before the open enrollment period. 
 



 

 

Under the College’s current policy, employees who fully retire after age 55 with fifteen 
years of employment at Daemen College may continue to participate in the Daemen 
College Health and Dental Plan after retirement at their own expense.  Retirees over 
age 65 will be required to enroll in the Medicare Advantage Plan offered by the 
College.   
 
Detailed explanation of the plans under the Daemen College Group Health Plan are 
contained in the summary plan description which is distributed to participants upon 
enrollment and are available in the HR office/website.   

 
6.4  Additional Insurance Programs  

Employee Assistance Program.  WorkLifeMatters is a confidential employee 
assistance program offered by the Guardian and Integrated Behavioral Health.  
WorkLifeMatters provides support and guidance for matters that range from personal 
issues you might be facing, to providing information on everyday topics that affect your 
life.  Contact WorkLifeMatters by phone at 1-800-386-7055 or online at 
www.ibhworklife.com. (User name: Matters, Password: wlm70101) 
 
Term Life Insurance.  Term life coverage is available to all full time employees and/or 
their spouses and/or children.  Employee, spouse and/or dependent coverage options are 
available within thirty days of hire with guaranteed issue.  For basic amounts no 
medical questions are asked and no physicals are required.  Employee pays 100% of the 
cost for this benefit with a biweekly payroll deduction.  Enrollment after thirty days of 
employment is subject to full underwriting. 

 
Vision Insurance. Low group rates are available for full vision insurance products 
utilizing either the VSP or Davis Vision networks.  Family coverage includes children 
to age 19 or age 23 if full time students.  Employee pays 100% of the cost for this 
benefit with a pre-tax, biweekly payroll deduction.   Coverage must be elected within 
thirty days of hire or annually at open enrollment with coverage effective June 1st. 
 
Accident Insurance.  Accident Insurance through CIGNA is available to all full time 
employees.  This insurance is designated to help minimize the financial loss brought on 
by a serious accident. The plan permits you to purchase the amount of coverage you 
elect at a low group rate.  The entire cost of the premium is borne by the employee and 
the premiums are paid by payroll deduction.  
 
Home and Auto Insurance. Home and auto insurance through Liberty Mutual 
Insurance Group is available to all full time employees.  The plan permits employees to 
purchase coverage at group rates. The entire cost of the premium is borne by the 
employee.  Further details are available in the HR office.   
 
Unemployment Insurance. Under the laws of New York State, employees are covered 
by Unemployment Insurance.  The College pays the entire cost of the coverage and 
coverage is available if an employee is laid off or terminated for reasons other than 
gross misconduct. 



 

 

 
Long and Short Term Disability Insurance. See Section 4.6 (Medical Leaves of 
Absence) for a complete explanation.   
 
Whole Life Insurance. Whole life insurance through Metropolitan Life Insurance 
Company is available to all full time employees and/or their spouses and/or children.  
This permanent life insurance protection offers a death benefit as well as an interest 
earning accumulation fund. The plan permits the employee to purchase the type and 
amounts of protection allowed under this program at low group rates.  The entire cost of 
the premium is borne by the employee.  Premium payments are made through payroll 
deduction. The employee may apply for coverage only during the annual open 
enrollment scheduled by Metropolitan Life. Further details are available in the HR 
Office. 
 
Group Travel Accident Insurance. This insurance provides global emergency services 
for eligible employees who might become ill or injured while engaged in business 
travel.  Fully paid by employer. 
 

6.5  Retirement Provisions 
Social Security. Social Security benefits begin to accrue immediately upon 
employment for any employee.  The cost of these Social Security benefits is shared by 
the College and the employee at the prevailing rate as established by Federal Law.  
Under this program, all employees have Old Age, Survivors and Disability Insurance 
benefits under Federal Social Security Law. 
 
Daemen College Retirement Plan. Full time and limited full time employees are 
eligible to participate in the Daemen College Retirement Plan on a voluntary basis after 
completing one year of service at the College. Twelve months of full-time service in 
higher education immediately prior to employment at the College will be counted 
towards the waiting period.   Contributions under this plan will be made in accordance 
with the following schedule: 

 
Plan Contributions as a Percentage of Regular Salary 
By Employee  By College  Total 
 5% 8% 13% 

 
Eligible employees will have their retirement contract with Teachers Insurance and 
Annuity Association/College Retirement Equities Fund (TIAA-CREF.) 
 
Detailed descriptions of the plan offered above are contained in the individual plan 
contracts and in the Daemen College Retirement Plan Summary Plan Description. 
 
Other Retirement Annuities. Employees who wish to contribute before the time they 
are eligible to participate in the Daemen College Retirement Plan as described above or 
who wish to contribute more than 5% of their basic salary under the Daemen College 
Retirement Plan may do so.  If requested, the HR Office will provide employees with 



 

 

the maximum contribution allowed by the IRS.  Contributions are made by the 
employee into Retirement Annuities offered by TIAA-CREF. 
 
Tax Deferred Annuity Option. Every employee participating in the Daemen College 
Retirement Plan and/or in the Other Retirement Option may take advantage of the 
following condition: 

 
The employee may reduce his/her own salary voluntarily by the amount of 
his/her contribution to the plan.  The result is that the participant obtains a 
tax benefit during his/her working years because his/her salary reported for 
tax purposes is reduced by the amount of his/her contribution. However, the 
participant must subsequently pay taxes on his/her annuity income as 
received after retirement.  
 
The theoretical advantage of the tax-sheltered provision is that the retired 
participant would presumably be in a lower tax bracket after his/her 
retirement due to his/her reduced income during his/her working years.  
Participation in this tax sheltered provision incurs no cost to the College. 
 
A special agreement form between the individual employee and the College 
for participation in the tax sheltered provision is available in the HR Office.  
The completed agreement must be signed and returned to the Personnel 
Office. 

 
6.6  Employee Discounts 

The College works to continually secure additional discount opportunities for its 
employees, including cellular phone service and more. Please visit the HR Benefits 
page at https://www.daemen.edu/about/working-daemen/employee-benefit-and-contact-
information for the most current listing of available discounts. 
 

6.7 Athletic Facility Use  
Use of the College’s Fitness Center, located in the Academic & Wellness Center, is 
open to employees for a discounted membership fee.  Memberships are available for 
purchase at the Athletics Reception desk, located outside of Lumsden Gymnasium, 
Monday through Friday during normal business hours.  More information about Fitness 
Center facilities, hours and membership, please visit the Athletics department website: 
http://daemenwildcats.com/sports/2015/9/21/GEN_0921155459.aspx. 
 

6.8 Library 
Daily current newspapers are available in the café eating area at the entrance to the 
Research & Information Commons. Please replace them in the holders provided 
immediately after use. 

Employees registered in the Library patron database have access to all library electronic 
resources including electronic books, periodicals and databases – which are available 
from the Library website. 
  



 

 

Employees may borrow other library materials – including Recreational Reading books 
– at the Circulation Desk which is located in the Research & Information Commons. 
All materials are due at the end of the current academic semester; however, employees 
are requested to return books as soon as possible. Borrowed materials are the 
responsibility of the employee who checks them out. Employees are required to 
reimburse the Library for lost and/or unreturned materials. 
  
Current print periodicals may be signed out to employees under special circumstances 
and then only for one week. Bound journals and Reference books do not circulate 
outside the Library. 
  
Interlibrary loan is available to all employees.  Register and submit requests on the 
Library website using the link titled “Interlibrary Loan.” 
  
Employees may borrow materials directly from virtually any Western New 
York academic library via the AcademicShare program.  Employees must show a valid 
Daemen College Employee ID Card at the institution from which they wish to borrow 
materials. 

 
6.9 Bookstore 

The Bookstore, located on the ground floor of Duns Scotus Hall, is operated as a service 
to the entire College community. 
 
All purchases of a personal nature are on a cash basis only.  Merchandise for office use 
may be charged to your department upon approval of the department supervisor. 
 
An employee discount is given on select purchases made by employees upon 
presentation of your Daemen College Employee ID Card. 
 

6.10 Campus Events 
You are encouraged to attend various cultural events and activities on campus.  Plays, 
lectures, recitals, and art exhibits are sponsored throughout the year and are open to all. 
 

6.11  Tuition Waivers 
A variety of tuition benefits are available to active, full time and limited full time 
employees, their spouse, same sex domestic partner or eligible dependent children as 
defined below.  No tuition benefits are offered to part time employees. Tuition benefits 
are contingent upon acceptance to the College(s) and the student continuing to show 
academic progress. 

  



 

 

PROGRAM  ELIGIBLE PERSON            INSTITUTION  
Daemen College Full or limited full time active Daemen College 
Tuition Waiver – employee, spouse, same sex  
Undergraduate domestic partner, or dependent child 
 
Daemen College  Full or limited full time active Daemen College 
Tuition Waiver –  employee, spouse, same sex  
Graduate domestic partner, or dependent child 
 
CICU – Undergraduate     Full or limited full time active Participating Colleges 
Reciprocal Tuition employees and dependents, as 
Waiver Plan         defined by IRS regulations 
 
CIC – Undergraduate Full or limited full time active Participating Colleges 
Reciprocal Tuition  employees and dependents, as throughout the USA 
Waiver Plan defined by IRS regulations 
 
Tuition Exchange Dependent Child of active   Participating Colleges 

full time or limited full time throughout the USA 
employee with 5 years of service 

 prior to receipt of scholarship.  
 Student must be pursuing course 
 of study not offered by Daemen  

College. 
 

Daemen College Tuition Waiver – Undergraduate Level Courses 
Full or limited full time employees, their spouse, same sex domestic partner, or eligible 
dependent children as defined  regulations, are eligible to attend undergraduate courses 
at Daemen College and receive a Tuition Waiver.  The eligibility for a Tuition Waiver 
begins the semester after the employee’s hire date. Eligibility for a Tuition Waiver ends 
upon the termination of the employee’s employment. 
 
The Tuition Waiver will be sufficient to supplement the difference between the tuition 
and fees listed below, less any scholarships or grants the student is eligible to receive.  
All full time students receiving a Tuition Waiver must apply for financial aid and if 
eligible, comply with applicable Financial Aid Department policies and procedures. 
 
Charges covered by the Tuition Waiver include tuition, College Fee, Student Activity 
Fee, Extra Credit Hour Charges, and Laboratory Fees. 
 
Not included are Applied Music Fees, Student Health Insurance, Room and Board 
(including Room and Board damage deposit) and textbooks. 
 
Because faculty compensation in summer sessions derives directly from tuition 
revenue, the College reserves the right to request course registration changes or to 
cancel summer classes in which an insufficient number of paying students are enrolled.  
A Tuition Waiver cannot be used for independent study in summer sessions. 



 

 

 
The employee must complete an Application for Tuition Benefits each semester.  
Applications are available in the HR office.  Failure to do so will result in class 
registration being cancelled.  Waivers for all summer sessions must be submitted by  
May 1st to ensure accurate payments to faculty. 

 
Undergraduate Tuition Waiver Policy for eligible dependent children is defined as 
follows: 
● Until August 15, 2015 – the Undergraduate Tuition Waiver is for 100% of covered 

charges for eligible dependent children under the age of 30 years old. 
● After August 15, 2015 – the Undergraduate Tuition Waiver is for 100% of covered 

charges for eligible dependent children under the age of 24 years old. 
● After August 15, 2015 – eligible dependent children who have been continuously 

enrolled in an undergraduate degree program and who reach the age of 24 years 
before completing the degree will receive an extension of the tuition waiver benefits 
for up to a total of 30 additional credit hours. 

● Tuition waivers will be extended to eligible dependent children who are age 15 or 
older at the time of death of the full-time employee who: 

o Died before retirement 
o Has ten or more years of continuous service as a full-time Daemen 

employee 
o Was employed at Daemen College as a full-time employee at the time of 

death. 
 

Eligible Dependent Child – Undergraduate Tuition Waiver is defined as a child that: 
● Meets the age requirements above, and 
● Was eligible to be claimed in a previous period as a dependent under IRS 

guidelines, and 
● Provides current evidence of financial dependency in the academic year the Tuition 

Waiver is requested. Evidence of financial dependency will be met if the Eligible 
Dependent Child 

● Has the same permanent legal address as the full-time employee, their current 
spouse, or current same sex domestic partner and has annual gross income equal to 
or less than the poverty guidelines updated periodically in the Federal Register by 
the U.S. Department of Health and Human Services under the authority of 42 
U.S.C. 9902(2). (i.e. for 2014, the amount was $11,670 for one person.) 

 
Daemen College Tuition Waiver – Graduate Benefits to Employee 
Tuition Waivers for graduate level courses at Daemen College are available to full and 
limited full time employees and the courses may be non-taxable. Courses that are job 
related will be non-taxable to the employee.  A course is job related if it is needed to 
maintain or improve an employee’s job skills.  A course is not job related if it serves to 
meet the minimum requirements of a job or is part of a program of study qualifying an 
individual for a new profession. The first $5,250 per calendar year in graduate 
educational assistance for non-job related courses is considered non-taxable. 
 



 

 

Employees requesting a Tuition Waiver for graduate courses at Daemen College should 
also complete a Job Related Verification Form in the HR Office immediately after 
registering so that the tax consequences for the courses may be determined. 
 
Daemen College Tuition Waiver – Graduate Benefits to Employee’s Spouse, Same 
Sex Domestic Partner, or Dependent Children 
Tuition Waivers for graduate level courses at Daemen College are available for full and 
limited full time employee’s spouse, same sex domestic partner, and dependent children 
as defined by the IRS regulations.  A spouse/same sex domestic partner will receive a 
waiver of 100% of tuition charges and dependent children will receive a waiver for 
50% of tuition charges.  The value of the waiver issued to a spouse, same sex domestic 
partner or dependent child is taxable to the employee.  The cost of the tuition and fees 
waived will be added to the employee’s taxable income each semester and the 
appropriate state, federal and FICA deductions will be taken over six pay periods. For 
Spring semester, the deductions will be made April/May/June. For Summer/Fall 
semesters, the deductions will be made October/November/December. 
 
Employees requesting a Tuition Waiver for their spouse, same sex domestic partner, or 
eligible dependent children for graduate courses at Daemen College should complete a 
Tuition Waiver form in the HR Office immediately upon registering. The HR Director 
will meet with each employee requesting a Waiver to discuss the tax consequences and 
review the withholding schedule. 

 
Eligible Dependent Child – Graduate Tuition Waiver is defined as a child that: 
● Is under the age of 27 years of age, and 
● Was eligible to be claimed in a previous period as a dependent under IRS 

guidelines, and 
● Provides current evidence of financial dependency in the academic year the Tuition 

Waiver is requested. Evidence of financial dependency will be met if the Eligible 
Dependent Child has the same permanent legal address as the full-time employee, 
their current spouse, or current same sex domestic partner and has annual gross 
income equal to or less than the poverty guidelines updated periodically in the 
Federal Register by the U.S. Department of Health and Human Services under the 
authority of 42 U.S.C. 9902(2). (i.e. for 2014, the amount was $11,670 for one 
person.) 

 
CICU – Undergraduate Reciprocal Tuition Waiver Plan 
Full or limited full time employees and their dependents as defined by IRS regulations, 
are eligible to apply for CICU undergraduate tuition remission. The eligibility for CICU 
benefits begins the semester after the employee’s date of hire and ends upon 
termination of the employee’s employment. 
 
A list of participating schools may be obtained on the HR web page or in the office.  
The participating schools are private, four year institutions in New York State.  Charges 
covered by the CICU undergraduate tuition remission are determined by the host 
institution, but generally cover full tuition.  The student is responsible for payment of 



 

 

all uncovered educational expenses. All students attending full time are required by the 
host institution to apply for financial aid.  The host institution sets the application 
deadlines, admission requirements and acceptance procedures for students receiving 
CICU benefits. 
 
Students applying for admission to a CICU participating school must complete an 
application for Daemen College/CICU Tuition Waiver form.  This enables the HR 
Director to certify the eligibility for benefits to the host institution.  Certification of 
eligibility does not guarantee the students acceptance to the participating school or 
receipt of tuition remission.  Students accepted for CICU benefits must apply annually 
for recertification.  Students that are awarded a CICU benefit must continue to meet the 
academic and social standards of the host institution and may be disqualified for failure 
to do so.  Applications should be received in the HR Office by October 1st or as soon as 
practicable. 
 
The value of CICU benefits is not taxable to the employee. 

 
CIC – Undergraduate Reciprocal Tuition Waiver Plan (www.cic.edu) 
Full or limited full time employees and their dependents as defined by IRS regulations, 
are eligible to apply for CIC undergraduate tuition remission. The eligibility for CIC 
benefits begins the semester after the employee’s date of hire and ends upon 
termination of the employee’s employment. 
 
A list of participating schools may be obtained on the HR web page or the office.  
There are over 300 schools nationwide participating in the program.   All applicants 
must go through regular admissions procedure of the host/importing institution.  CIC 
does not guarantee acceptance to the host institution. 
 
Charges covered by the CIC undergraduate tuition remission are determined by the host 
institution, but generally cover full tuition.  The student is responsible for payment of 
all uncovered educational expenses. All students attending full time are required by the 
host institution to apply for financial aid.  The host institution sets the application 
deadlines, admission requirements and acceptance procedures for students receiving 
CIC benefits. 
 
Students applying for admission to a CIC participating school must complete an 
application and be re-certified each year.   Certification of eligibility does not guarantee 
the student’s acceptance to the participating school or receipt of tuition remission. 
Application forms are available in the HR Office and should be completed by October 
1st or as soon as practicable.  Students that are awarded a CIC benefit must continue to 
meet the academic and social standards of the host institution and may be disqualified 
for failure to do so.  
 
The value of CIC scholarship is not taxable to the employee. 
 
Tuition Exchange (www.tuitionexchange.org) 



 

 

Dependent children of full and limited full time employees with five years of full time 
service are eligible to apply for Tuition Exchange scholarships. There are over 500 
colleges and universities nationwide participating in the Tuition Exchange program. 
Daemen College requires that all dependent children seeking a Tuition Exchange 
scholarship be pursuing a course of study that is not offered by Daemen College. 
 
Tuition Exchange Scholarships are not guaranteed; they are competitive awards and 
each participating institution sets its own import/export criteria.  Each participating 
institution must maintain a balance between students sent to other institution (exports) 
and imports (students attending Daemen College).  The balance is monitored by the 
Tuition Exchange national office in Washington, DC and is adjusted annually each 
October. The national office will notify an institution if it is able to award scholarships 
after reviewing their import/export balance annually.  Institutions whose export balance 
exceeds the import balance will be restricted from exporting students until import 
credits are increased. 
 
Each student that is awarded a Tuition Exchange scholarship will receive an award for 
eight semesters.  The value of the Tuition Exchange scholarship may not cover full 
tuition charges.  The student is responsible for payment of all non-covered expenses 
and must apply for financial aid.  Students must attend full time to be eligible for a 
Tuition Exchange Scholarship. The host institution sets the policies for awarding 
Tuition Scholarships and any applicable deadlines. 
 
Students interested in Tuition Exchange should complete an application for scholarship 
in the HR Office by October 1st of their junior year of high school and should contact 
the host institution for any information on deadline or application procedures. Students 
that receive Tuition Exchange Scholarships must apply annually for re-certification and 
must also notify the HR Office immediately if they withdraw from attendance or fall 
below full time status.  Students that are awarded Tuition Exchange Scholarships must 
continue to meet the academic and social standards of the host institution and may be 
disqualified for failure to do so.  Tuition Exchange Scholarships are non-taxable to the 
employee. 
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