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MName . Date modified Type Size

T 2011 DrugFreeSchoolsMotf 11 2111 PDF....  12/15/2011 5:34 PM  Adobe Acrobat D... 119 KB
E 2012 Benelect Rates 50% Time.pdf 12/15/2011 5:34 PM  Adobe Acrobat D... 26 KB
T 2012 Benelect Rates 75% Time.pdf 12/15/2011 5:34 PM  Adobe Acrobat D... 26 KB
T 2012 Benelect Rates Full Time.pdf 12/15/2011 5:34 PM  Adobe Acrobat D... 25 KB
7 Crime Prevention Services.docx 12/15/2011 5:34 PM Microsoft Word D... 17 KB
7| Dependent Verification Document Requir... 12/15/2011 5:34 PM  Adobe Acrobat D... 134 KB
T DirectDepositQRG.PDF 12/15/2011 5:34 PM  Adobe Acrobat D... 41 KB
2| EASE Flyer.pdf 12/15/2011 5:33 PM  Adobe Acrobat D... 486 KB
T Staff EmployeeHandbook.pdf 12/15/2011 5:34 PM  Adobe Acrobat D... 571 KB
7| TimeSheetQRG.PDF 12/15/2011 5:34 PM  Adobe Acrobat D... 108 KB
| Tuition Waiver Summary.pdf 12/15/2011 5:34 PM  Adobe Acrobat D... 84 KB
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Agenda for the Day

Getting Started at the University
Diversity and Inclusion
Compliance

Environmental Health and Safety
Police and Security Services
Staff Advisory Councill

o To Po To Po I»

---Break for Lunch at 11:30 a.m. (Yay!)---

Health and Wellness
Information Technology Services
Benefits

To To o

---Finished approximately 3:00 p.m.---
(time |l eft for | D6s, parking,
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Day 2

A Health Screenings
I University Health Services, 2145 Adelbert Rd., 1st floor

A OSHA Safety Training

I Environmental Health & Safety, Service Building, 2220 Circle
Drive, 15t floor

% CASE WESTERN RESERVE

UNIVERSITY o586
think beyond the possible”




About the University

AWedre al most 200 years ol d

I Federation in 1967
Western Reserve College (1826)
Case Institute of Technology (1880)

A Undergraduate enrollment (~4200)*
A Graduate/professional enrollment (~5600)*

A Faculty and staff employees (~6000)*

*data from the Office of Institutional Research as of Fall, 2011
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Vision, and Values

Case Western Reserve Univer.
lives through preeminent research, education and

creative endeavor. We realize this goal through:

I scholarship that capitalizes on the power of collaboration

I learning that is active, creative and continuous

I promaotion of an inclusive culture of global citizenship
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I\/Iission,and Values

We aspire to be recognized internationally as an
Institution that imagines and influences the future.

Toward that end, we will:

I Support advancement of select academic fields as well as new areas of
interdisciplinary excellence.

I Provide students with the knowledge, skills and experiences necessary
to become leaders in a world of rapid change and increasing
interdependence.

I Nurture a community of scholars who are cooperative, collegial and
committed to mentoring and inclusion.

I Build on our relationships with world-class health care, cultural,
educational and scientific institutions in University Circle and across
greater Cleveland.
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Mission, Vision, and

A Academic Excellence and Impact A Integrity and Transparency
I Eminence in teaching and I Academic freedom and
research responsibility
I Scholarship that changes lives I Ethical behavior
and deepens understanding i Shared governance
I Creativity and innovation as A Effective Stewardship

hallmarks of our efforts
I Strong, ongoing financial

A Inclusiveness and Diversity planning
i Civility and the free exchange of i Emphasis on sustainability
Ideas I Systems that support
i Civic and international attainment of our mission
engagement

I Appreciation for the perspectives
and talents of each individual
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Strategic PlanTt n For war d Thi nkil ng

In fall 2007, University President Barbara Snyder began
an initiative to develop a strategic plan. Many students,
faculty, staff, and alumni provided input throughout the
development process. There were reports from steering
committees, working groups and issues task forces. After
several months, the 5-year university plan was approved
by our Board of Trustees in 2008.

---see &abbwo Al 1 nk on o-ur hom
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Your Role at the University

A Understand the mission, vision, values and how they
affect your day-to-day activities.

A Develop a positive working relationship with your
supervisor and coworkers and communicate regularly.

A Take advantage of the resources that Case offers.
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Whoodos Who

Barbara R Snyder Wil l 1T am A nBuc
President Provost, Chief Academic
Officer

Lynn T Singer
Deputy Provost and Vice
President for Academic Affairs
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Whoodos Who

John Wheeler John Sideras
Senior Vice President of Senior Vice President of Finance
Administration and Chief Financial Officer
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Whoodos Who

Lev Gonick Marilyn Mobley
Vice President for Information Vice President for Inclusion,
Technology Services Diversity & Equal Opportunity
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Glenn Nichols
Vice President for
Student Affairs
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Wh o

0s Who

Carolyn Gregory
Vice President for
Human Resources Services




W AR R

Arts and Sciences
Graduate Studies
Applied Social Sciences

Dentistry
Engineering

Law

Management
Medicine

Nursing
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Policies and Procedures

A Smoke, alcohol, and drug-free workplace

I Designhated smoking areas

A Orientation period
I 90 calendar days

A Performance Management
I Annual Reviews

A Employee Assistance Program (EASE)

I Center for Families and Children 216-241-3273
A Counseling, Elder Care, Child Care
A Wallet card in blue folder
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Policies and Procedures

A Pay days
I category 1, executive staff (exempt)-minimum of 40 hours per
week, paid monthly

I category 2, professional staff (exempt )-minimum of 40 hours per
week, paid monthly

I category 3, support staff (non-exempt)-37.5 hours per week, paid
twice per month

A Work Schedules and Overtime
I business hours
I overtime rates
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Policies and Procedures

A Vacation days -- earned monthly

I Executive Staff (category 1): 1.75 days/month (21 per year)
I Professional Staff (category 2): 1.33 days/month (16 per year)
I Support Staff (category 3): 0.9 day/month (11 per year)

A Accrual rate for categories 2 and 3 increases at five years of
service, and category 3 again at 15 years of service

I One year of accrued unused days can be carried over to the next
fiscal year (July 1 through June 30)

I Eligible to use after successful completion of orientation period

EST. 1826
think beyond the possible”
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Policies and Procedures

A Sick days

I Category 1 refer to pamphlet in blue folder

Years of servic =  Paid time off
3mos<ly = 5days
lyr<5yr¢ = 10 days
5yrs+ = 15days

Unused allowance accrues from year to year
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Policies and Procedures

A Holidays

I 10 scheduled paid holidays per year

ANew Year 6s Day, MLK Day, Memori al
Labor Day, 2 days at Thanksgiving

I 1 personal floating holiday per year
A must be scheduled with supervisor
A does not carry over to following fiscal year
A cannot be used during orientation period
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ID cards, Parking, and Keys

Access Services, 18 Crawford Hall (ground floor)
Open 9:00 a.m. until 4:00 p.m.

Avoid the long lines, always call first!
Phone: 216.368.2273(C-A-R-D)
Email: parking@case.edu
access@case.edu
Website: parking.case.edu

Be sure to pick up a parking brochure
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http://rds.yahoo.com/_ylt=A0WTb_ze3S9KM7gAnL6JzbkF;_ylu=X3oDMTBxNHBiOGZjBHBvcwMyBHNlYwNzcgR2dGlkA0kxMDlfMTMw/SIG=1gu36qjvg/EXP=1244737374/**http%3A//images.search.yahoo.com/images/view%3Fback=http%253A%252F%252Fimages.search.yahoo.com%252Fsearch%252Fimages%253F_adv_prop%253Dimage%2526va%253Dphone%252Bclip%252Bart%2526fr%253Dyfp-t-501-s%26w=125%26h=112%26imgurl=www.streamwood.org%252Fimages%252FClipArt-Phone.jpg%26rurl=http%253A%252F%252Fwww.streamwood.org%252Freferencedesk%252FVillageDirectory.htm%26size=4k%26name=ClipArt%2BPhone%2Bjp...%26p=phone%2Bclip%2Bart%26oid=9a18720986de1c32%26fr2=%26no=2%26tt=5633%26sigr=11s7gv2v6%26sigi=11bpohrgt%26sigb=12ttdjsjg

Employee ID Card
A Complete a white information card (front and back)
A Show a valid government or state issue photo ID

A ID card provides access to buildings, parking, libraries,
gym

A Replacement cost is $25
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Parking

A Complete parking form
I select pre-tax option
I provide license plate #, make/model, year, and color of car

A A hang tag will be provided
I can be switched from car to car
I damage/replacement cost is $25

A New employees are assigned to a currently open lot.
I Place your name on a waiting list to change lots.

A Parking validation for orientation day
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Keys

A Complete Keyshop Request Form online
I requires valid network ID

A You will be emailed when key is ready

I pick up at Access Services or the B.R.B. Security Office within
forty-five (45) days

A Keys are issued in your name only
i replacement cost $50
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Diversity
and
Inclusion
at

Case Western Reserve University

Promoting diversity through inclusive thinking,
mindful learning and transformative dialogue
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Mission

G RN RE

The mission of the Office of Inclusion, Diversity and Equal Opportunity is to
provide support and guidance and to promote equitable and fair treatment in
employment, education and other aspects of campus life.

The Office serves as a resource to the University in the interpretation,
understanding and application of federal and state equal opportunity and
affirmative action laws and regulations.

Ultimately, the Office supports the U n i v e rnsssidn hydpsoviding strategic
leadership in the development of policies, procedures, and programs that
will help foster diversity, inclusiveness and a welcoming environment for
faculty, staff, students, and others.
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What Do We Do?

A Campus-wide diversity and inclusion inventory

A Diversity and Inclusion Lecture Series

A Safe Zone training

AMLK dA-reaad

AToni Morrd 80n firead

A Big name speakers

A Department/division customized training/workshops
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What is Diversity?

A mosaic of individual groups with varying backgrounds,
experiences, styles, perceptions, values and beliefs.
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Primary & Secondary
Dimensions of Diversity

B Organizational Dimensions
B External Dimensions

Internal Dimensions

IEHD-UEZ_'UEEJO

©Lee Gardenswartz and Anita Rowe:

| léé CASEWESTERN I@SERVE Internal and Exter_nal Dimensions are

UNIVERSITY 8ot adapted from Marilyn Loden and Judy
————— —Bl® Rosener (Workforce America! Business

think beyond the possible” One Irwin, 1991)




Diversity in the Workplace

A What are some of advantages to working in a diverse
environment?

A What are some of the challenges?
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What is Inclusion?

A Inclusion is the process of making every member of the
university feel welcomed, valued, and respected for what
they contribute.

I Atits best, inclusion is a practice of enabling diversity to create
opportunities to incorporate voices, perspectives, and ideas that
might otherwise be missed, overlooked or undervalued.

I Inclusion is a method of leveraging diversity for the best possible
outcomes, interactions, campus climate and quality of life for
faculty, students, staff, and alumni.
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University Policies

I Non-discrimination Statement
I Sexual Harassment Policy

I Supplier Diversity Policy

I Americans with Disabilities Act
I Consensual Relations Policy

I Domestic Partner Policy

% CASE WESTERN RESERVE

UNIVERSITY o586
think beyond the possible”




Non-Discrimination Statement

Case Western Reserve University does not discriminate in recruitment,
employment, or policy administration on the basis of race, religion, age, sex,
color, disability, sexual orientation, gender identity or expression,
national or ethnic origin, political affiliation, or status as a disabled
veteran or other protected veteran under U.S. Federal Law. In addition, the
University expects all employees, students, vendors, and associates to comply
with the policy of non-discrimination. The University intends to maintain an
environment free of sexual harassment and will not tolerate any form of
harassment of employees or students. Retaliation against persons raising
concerns about discrimination, sexual harassment or harassment of any kind is
prohibited and will constitute separate grounds for disciplinary action up to and
including discharge or expulsion from the university. The university
encourages and values diverse views, thoughts, opinions, experiences,
backgrounds, and cultures and strives to provide both the opportunity
and a safe environment for diversity to be expressed.

www.case.edu/president/aaction/reaffirm.html
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Sexual Harassment Policy

It is the policy of Case Western Reserve University to provide a positive,
discrimination-free educational and working environment. Sexual
harassment is unacceptable conduct which will not be tolerated. Sexual
harassment is against the law. All members of the university community
share responsibility for avoiding, discouraging, and reporting any form of
sexual harassment.

Sexual Harassment. . .
I Often takes place from a position of power or influence
I Can be male/female, female/male, male/male, female/female
I Not just offensive physical contact or requests for sexual favors.

I Can include sexual or "off-color" remarks, name calling, lewd gestures, obscene
materials (photos, cartoons, etc.), unwanted touching

Sexual Harassment Brochure (handout)
Online: https://www.case.edu/finadmin/humres/eod/sexharass.html
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Sexual Harassment Quiz

William sent an E-mail message to an employee recently assigned to his
team complimenting her on her dress. Later she was reprimanded for poor
performance. She responded that this must have been caused by her
refusal to become involved with William. William is stunned and denies
doing or saying anything that could be construed as sexual harassment.
What advice would you offer William?

Quit and find another job.
Don't worry. Everyone knows that this employee is unstable.

Cooperate fully in the investigation. If the only evidence of sexual harassment is
an occasional compliment on an employee's choice of clothing, it is hard to
Imagine that this would create a hostile work environment.

Take a training course on sexual harassment.
Hire a good lawyer.
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The answeris...C (D could also be selected)

G RN RE

Because the E-mail communication is slightly suggestive (although
nothing was intended), it can be used to make more believable other
statements that Jordan may deny having made. E-mail and voice
mail should be used on the assumption that they will be broadcast
on the six o'clock news. Therefore, Jordan should keep E-mall
messages limited to company business and recognize that such
communications can be taken out of context and have far greater
Impact than ever intended. Because verbal statements are hard to
prove and come with qualifications and explanations, written
statements or recorded calls may get far more attention and weight
than their authors ever intended or envisioned. Also, such records
are remarkably reproducible.

A chat on the computer is not the equivalent of a conversation in the
lunchroom.

http://www.businessweek.com/1997/41/b3548040.htm
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Supplier Diversity Policy Statement

It is the policy of CASE that in acquiring goods and services we maintain an
environment that promotes, increases, and improves the quality of the
overall participation of a widely diverse group of business enterprises.
CASE is committed to assist minority and women-owned business
enterprises in gaining access to business opportunities at the University. To
further expand business opportunities and enhance continued economic
growth. CASE will expect our strategic suppliers to adopt similar strategies
of inclusion.

It is our objective to implement an innovative program which makes supplier
diversity a specific objective campus-wide. This objective coincides with the
expectation that all goods and services acquired from any business
enterprise will meet the University's requirements relating to value, quality
and timeliness. The University believes that through our supplier diversity
Initiative more diverse business enterprises will not only have greater
opportunities but will increase their business presence at the University.
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Americans with Disabilities Act

The Americans with Disabilities Act of 1990 prohibits private employers,
state and local governments, employment agencies and labor unions from
discriminating against qualified individuals with disabilities in job application
procedures, hiring, firing, advancement, compensation, job training, and
other terms, conditions, and privileges of employment. The law also
requires that covered entities provide qualified applicants and employees
with disabilities with reasonable accommodations that do not impose undue
hardship. An individual is considered to have a disability if that individual
either (1) has a physical or mental impairment which substantially limits one
or more of that person's major life activities, (2) has a record of such an
impairment, or (3) is regarded as having such an impairment.

Online: https://www.case.edu/finadmin/humres/eod/disable.html
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ADA Quiz#1

True or False?

I The purpose of the ADA is to guarantee jobs to all people with
disabllities.
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ADA Quiz - Answer

False

The purpose of the ADA is to prevent covered employers from
discriminating against disabled applicants or employees who are
gualified to perform the essential functions of their jobs, with or
without an accommodation. The ADA requires employers to
reasonably accommodate qualified disabled applicants and

empl oyees i f doing so doesnot p
employer.
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ADA Quiz #2

True or False?

I If you think an applicant/employee has a disability, but it is not
obvious, you should always ask?
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ADA Quiz - Answer

False
| f the applicant/ empl oyee doesn
dondot ask. However, 1 f the app

obvious disability or if the applicant voluntarily discloses a
disability, you can then ask if the applicant/employee will require
the job to be modified in some way to enable the
applicant/employee to perform the job duties.

EST. 1826
think beyond the possible”
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ADA Quiz #3

What is not considered a disability under the ADA?
I An applicant/employee with a broken leg from a car wreck.
I A cancer patient who is in remission.
I An applicant/employee with a hearing impairment.

I An applicant/employee with epilepsy.
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ADA Quiz - Answer

The correct answer Is A.

A broken bone is a temporary impairment. It is not covered by the
ADA.

The other options are considered a disability under the ADA.
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Consensual Relationship Policy

G AR

The University considers sexual or romantic
relationships between faculty and students and between
supervisors and their employees to be a basic violation
of professional et hics and
academic or job performance or professional future.
Such relationships are expressly prohibited unless both
parties are engaged in creating and implementing a
Management Plan, which might include changes in:

I The reporting structure

I Who does evaluations

I Assignment of courses, advisors, or dissertation evaluators

Consensual Relationship Policy Brochure (handout)
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Consensual Relationship Quiz

Rita had a consensual affair with Phil, one of her co-workers. They
stopped seeing each other. However, Phil has been sexually
propositioning Rita over the last several weeks at work. Rita now
finds Phil's sexual comments to her offensive. Does Rita have a
viable sexual harassment claim against Phil based on these recent
comments to her?
I No, because Rita had previously had an affair with Phil
I No, because verbal remarks, without any physical touching, are
insufficient to predicate a sexual harassment claim.
I Yes, because the affair between Rita and Phil ended several months
ago.
I No, unless Rita has made it clear to Phil that the affair is over and that
she now finds his sexual remarks offensive.
I Probably, if Phil continues to make sexual remarks in the future.
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The Answeris...D

Where an employee had a consensual relationship with
a co-worker, she must make clear to the other that the
affair has ended and that she wants the romance to stop.
If the co-worker thereafter persists in harassing the
other, he could well be liable to his former paramour for
sexually harassing her. If the employer receives a
complaint about or knows of the harassing conduct and
fails to take effective action to stop it, the employer could
be liable.

% http://www.businessweek.com/1997/41/b3548040.htm
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Domestic Partnership Policy

Domestic Partners are defined as two individuals of the
same or opposite sex:

1. who are both 18 years of age or older and have the capacity to
enter into a contract; and

2. who are involved in an exclusive, long-term, and committed
relationship; and

3. who have resided together in a common household
continuously for at least six (6) consecutive months; and

4. who intend to reside together indefinitely; and
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Domestic Partnership Policy

5. who are not related by blood to a degree of closeness which
would prohibit legal marriage in the State in which the partners
legally reside; and

6. who have agreed to be jJjointly I
welfare, financial obligations, and basic living expenses,
Including food, shelter, and health care expenses; and

7. who are not married, who are not currently involved in any
other domestic partnership, and who have not been involved in
any other domestic partnership or marriage for the last twelve
(12) months, unless that partnership or marriage ended
because of death.

http://www.case.edu/provost/Igbt/policies.html
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Unconscious Bias Theory
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Unconscious Bias Theory

Unconscious Bias Theory is based on our cultural biases
and stereotypes about other races and genders and how
they impact:

- Our decision-making processes in the
workplace;

- In who we socialize with; and

- How we advance In our careers.

Source: Sophia A. Nelson

EST. 1826
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Consider this:

A Less than 15% of U.S. men are over six feet tall. Yet
al most 60% of corporate CEO

A Less than 4% of U.S. men are over six feet, two inches
tall, yet more than 36% of

feet, two inches tall.

A When corrected for age and gender, an inch of height is
worth approximately $789 per year in salary.

AExpl oring Unconscious Bi a
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Cycle of Bias

o

Discrimination Stereotype

Prejudice
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We All Make Mistakes
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Casual, Everyday Bigotry

Many of us receive unwanted 0] oke
colleagues or family members.

Lesbians and gays, Muslims, Catholics, Jews, people with

disabilities, Republicans, Democrats, people of all races and

ethnicities, blondes and people who are overweight: The targets of
such Ajokeo emails are i nnumer abl

People often forward emails without critical thought about their
content, or the people receiving them. Email provides a broad
reachd with a click of a button, an email can be sent to hundreds of
people. Email bigotry can come from people you know, or people
you donot .

How can you respond?
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Responding to Everyday Bigotry

A Forward no mor e: Stop email ed bi
forward it; instead, delete it.

A Reply to sender: Explain that the email offended you and ask to be
removed from any future e-mailings.

A Reply to all: Do the same thing,
thoughts with everyone on the email list.

If people are lax in responding to bigotry, then bigotry prevails. Use
policies. Go up the ladder and ask for help in maintaining a
respectful workplace.
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Mistakes Were Made
but Not by Me . ..
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Intent Versus Impact

Nl di dndt mean It the way yol
I We all have good intentions.
I We actwually donot know the i1Inte
assume their intentions based on the behavior we see, how we
react (our feelings) or the kind of relationship we have with the
other person.
What matters 1 s our | mpact

pass for having good intentions.
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Intent Versus Impact

Some common mistakes:
I You people. .. .

I What do your people think?

I You are so articulate for a

Il dondt see you as a

Never see people as a member of a group, but rather
focus on the person, the individual.
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Intent Versus Impact

What can you do?

Do not take it personallyd apologize for your comment.

Do not try to avoid your responsibilityd step up to the plate.

Do not get defensive.

Do not focus on your intentionsd no one knows your intentions.

Forget about your intention and focus on your behavior and the
resulting impact.

Try to put yourself 1 n the othe
their feelingsd put your feelings aside.

Misunderstandings are more likely to arise among
strangers or people who have strained or weak
relationships.
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Self Assessment

A Monitor your responses
A Notice if you are competing for the truth.
A Practice active/passive listening

A Acknowledge or repeat back what you heard (reflective
listening)
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Decrease Your Blind & Hidden Areas

A We need to share ourselves with others. This is called
ARexposure. oo

A We need to get information from others- Feedback
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Steps to New Awareness

Step Four -
Just do it:

Learn to be comfortable Unconscious
. . Competence
with discomfort

Step Three -

Know what you know,
but have to think it
through to apply it

Change can be successfully
uncomfortable until the Conscious Competence

fourth step is reached.
Step Two -
Then I t O0S 1 e wa Y Whatgfolu don't know:

Conscious Incompetence

Step One -
Don't know what you don't know:

Unconscious Incompetence

Source: The Empathic Communicator by W. S. Howell
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Good Intentions
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