1. GENERAL EMPLOYMENT POLICIES

1.1 EMPLOYMENT AT WILL
Employment with the UA System Office is employment at will. This means the employment relationship
may be terminated for any or no reason, with or without cause or notice, at any time by an employee or
by the UA System Office. Nothing in this handbook, any UA System Office policy,
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1.3

Pre-employment investigations are required for former UA System Office employees with a break in

service of more than one year.

As applicable, all pre-employment investigations and the disclosure of any reports obtained by such checks

shall comply with the guidelines set forth in the Fair Credit Reporting Act (FCRA). The cost for pre-
employment investigations will be borne by the UA System Office.

Exceptions to this policy may be approved only by the Chancellor or the Chancellor’s designee.

EQUAL OPPORTUNITY, NON-DISCRIMINATION, AND AFFIRMATIVE ACTION

The UA System Office is committed to compliance with all applicable laws regarding the concept and practice of

equal opportunity, affirmative action, and non-discrimination (including anti-retaliation and reasonable

accommodation) in all aspects of employment practice. All supervisors are required to take an active partin

ensuring that all qualified applicants and employees who are women, minorities, disabled , and/or have
protected veteran status are considered and treated in a non-discriminatory manner with respect to all

employment-related decisions.
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1.3.2

EQUAL OPPORTUNITY

The UA System Office provides equal opportunity in education and employment for all qualified
persons regardless of race, color, religion, national origin, sex, sexual orientation, gender
identity, gender expression, pregnancy, age, genetic or family medical history information,
disability, protected veteran status or any other legally protected basis. The UA System Office
makes employment decisions based only on valid job-related requirements. UA System Office
does not discriminate on the basis of physical or mental disabilities or an individual’s status as a
disabled veteran or any other protected veteran with regard to application for employment and
any terms or conditions of employment, provided the individual is qualified, with or without
reasonable accommodations, to perform the essential functions of the job. Refer to the UA
System Office’s website for the complete Equal Opportunity, Non-Discrimination, and
Affirmative Action Policy Statement, or contact the Department of Human Resources to request
a copy of the UA System Office’s Affirmative Action Plan.

NNAystem fice
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The UA System Office complies with Section 1557 of the Affordable Care Act, which prohibits
discrimination on the basis of race, color, national origin, sex, age, or disability in certain
University health care programs and activities, and the UA System Office’s group health plans
and wellness programs.

1.3.3  ANTI-RETALIATION
Consistent with applicable laws and UA System Office policies, employees and applicants will
not be subjected to harassment, intimidation, threats, coercion, discrimination, reprisals and/or
adverse actions because they have engaged in activities identified in the UA System Office’s
Equal Opportunity, Non-Discrimination, and Affirmative Action Policy.

Refer to the UA System Office’s website for the complete Equal Opportunity, Non-
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1.4

1.3.7

1.3.8

1.3.9

e Protected Veteran Status - The UA System Office invites employees who believe they are
protected veterans to identify themselves during Open Enrollment or at any time by
completing the Veterans Self-ldentification Form that is available on our website. This
information is submitted annually to the United States Department of Labor.

» Protected Disability Status - The UA System Office invites employees who believe they are
individuals with disabilities to identify themselves during Open Enrollment or at any time by
completing the Disability Self-Identification Form that is available on our website.

PAY TRANSPARENCY POLICY STATEMENT

Federal contractors 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 a 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 the contractor’s
legal duty to furnish information. 41 CFR 60-1.35(c). Since the Systems three campuses are
federal contractors, the UA System Office acknowledges this rule. Notwithstanding the
foregoing, the UA System is a public institution of higher education in the State of Alabama and
is required to establish and post on the Internet a database of state expenditures, including
compensation paid to employees and contractors. Ala. Code §41-6-65.

RELIGIOUS ACCOMMODATIONS

The UA System Office is committed to non-discrimination and to supporting its employees,
regardless of religious affiliation or non-affiliation, in accordance with applicable laws and
regulations. The UA System Office will accommodate an individual’s sincerely held religious
belief and practice unless providing an accommodation would result in undue hardship to the
UA System Office.

Religious accommodations are determined on a case-by-case basis. Contact the Department of
Human Resources for additional information.

PREGNANCY ACCOMMODATIONS
Contact the Department of Human Resources for additional information regarding pregnancy
accommodations that may be available to you.

INITIAL EMPLOYMENT PERIOD

During the Initial
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Introductory Period may be extended. Supervisors should consult with the Department of Human
Resources regarding the justification for any extension, and extensions shall not be granted for a period
longer than ninety (90) days.

Either the supervisor or the employee may terminate the working relationship with or without notice
during the Introductory Period.

EMPLOYMENT CATEGORIES
Employees of the UA System Office are hired into the following categories of positions:

Regular Full-time
These positions are 1.0 full-time equivalency (FTE), which require incumbents to regularly work 40 hours
per week.

Regular Part-time
These positions are at least .5 FTE but less than 1.0 FTE, which require incumbents to regularly work a
minimum of approximately 20 hours per week.

Note: In cases of employee absences, non-exempt employees classified as regular full-time and regular
part-time must use available annual, sick, and personal leave for purposes of maintaining the required
number of hours in each category.

Temporary Full-time

These positions are 1.0 FTE, which require incumbents to regularly work 40 hours per week. Appointments
to these positions have an expected termination date of less than one year from the initial date of
employment.

Temporary Part-time

These positions are at least .5 FTE but less than 1.0 FTE, which require incumbents to regularly work a
minimum of approximately 20 hours per week. Appointments to these positions have an expected
termination date of less than one year from the initial date of employment.

Contingent/On Call

These positions require incumbents of less than .5 FTE to work schedules of no particular hours or
duration. Employees who occupy these positions may also be expected to work an on-going but irregular
schedule OR to work short-term temporary schedules OR to work on call. Contingent/on call employees
may work any other schedule not meeting the requirements established above for regular or temporary
employment categories.

Student Employee

These positions are occupied only by individuals who are enrolled at any System campus and who are
appointed as Student Workers/Assistants, Graduate Assistants, Interns or Law Clerks. Student employees
are not eligible for UA System Office benefits or for privileges of employment.

These definitions may be accessed on the UA System Office’s website.
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1.6 EXEMPT AND NON-EXEMPT STATUS
At the UA System Office, the exemption status of employees is determined by the HR Department in
accordance with criteria established by the Fair Labor Standards Act.

The following are some general guidelines regarding exempt and non-exempt status at the UA System
Office.

Exempt employees are:
» Compensated on a salary basis;

« Not subject for overtime pay for work performed in excess of 40 hours per week;

< Not eligible for compensatory time;

» Responsible for the satisfactory completion of their work and the work of others who may report to
them, regardless of the time required to complete the work; and

= Paid monthly.

Non-exempt employees are:
 Paid at least the Federal minimum wage, or in accordance with the law of the State of Alabama;

« Are paid time and one half their regular hourly rate of pay for all hours worked in excess of 4 (€)10.n09 (e)-32-1.44
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duties, or required only if the employee meets certain state requirements (e.g. the Alabama State Ethics
Laws).

Many of the mandatory compliance training topics must have the course or a refresher course completed
on an annual basis.
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