THE
OPPORTUNITY

Heidelberg | makers

Employee Benefits
Handbook

Effective: August 1, 2026




Table of Contents

Heidelberg University BeNefits OVEIVIEW .........ccoiieieiiiiiiieieeieeeees et 3

Section | — Group Benefits

Health 8 WellN@SS Program .......c.ooueieuiieiieieeeiesieeee ettt ens 4-5
(Health Insurance, Health Savings Account)

LIfE TNSUFANCE .ottt 5
LONG TermM DiSADIITY ..oueeeiieiieieieeeee ettt ee e 6
VOIUNTANY PrOGIamMS ....ooviiiiicie ettt ettt b e s s e s ene s esesenes 6

Section Il = RELIFEMENT PIAN ..ottt ettt 6-7
SeCtion 1l = TUITION BENETIES ..ottt ettt ete e sae e aenas 7-8
Section [V — Workers' COMPENSAtION ......cooieuiiiiieiiieieeeieteee ettt 8-12
Section V - Paid-Time Off
B HOIIAAYS BUBIrEAKS ...ttt e 12
B BErEAVEMENT LEAVE ... ettt ettt e et e et eae e e eaee e enaenns 13
B EMEIGENCY LEAVE ..ottt 13
»  Family & Medical Leave ACt (FIMLA) ..ot 13-16
B JUNY DIURY ettt bbbttt a et s e st b e tes et bee s ens 16
B LeaVve WIThOUT PaY ..ottt 16-17
B MIIEAIY LEAVE ..ottt ettt 17
B SHCK LBAVE ..ttt ettt et e et e et e e et et e ettt e et et e et e eaee e 17-18
B VACATION LEAVE ... ettt ettt e et e e et e sateeeatesaesaaeesaneeseaens 18-19
B VOTING LEAVE .ttt st b et b e sttt ettt n et n bt neene 19
Section VI — Employee Perks
B UNIVErSity BOOKSTOIE ...o.oviiiiiiiieee ettt et 20
B UNIVEISItY FACHTTIES ..ottt eb s ens 20
B YMCA MEMDEISNIP oottt a et b e b s s s s esesaeseesnans 20
B LIfEMAIT DISCOUNTS ...ttt ettt ettt e et e e e e teeae et eeae et e saeesaeseeesens 20



Heidelberg University Benefits Overview

The University cares about the well-being of its employees and has established a variety of employee benefit
programs designed with the following goals and objectives:

= To assist employees in balancing work duties and responsibilities with their personal lives.
= Support the financial burdens that can result from iliness and disability.
* Provide an opportunity for employees to plan for retirement.

This Benefits Handbook contains a very general description of the benefits to which full-time, benefit-eligible
employees of The University may receive. Some of the benefits are administered in-house while other
benefits may utilize the services of a third-party administrator. Additionally, some benefits are regulated by
federal and state laws and statutes. Therefore, this Handbook does not change or otherwise change the
terms of the official plan documents. Rights can be determined only by referring to the full text of the official
plan documents, which are available for examination from the Office of Human Resources. To the extent that
any of the information contained in this Handbook is inconsistent with the official plan documents, the
provisions of the official documents will govern in all cases. Please note that nothing contained in the benefit
plans described herein shall be held or construed to create a promise of employment or future benefits, or a
binding contract between the University and its employees, retirees or their dependents, for benefits or for
any other purpose. All employees shall remain subject to discharge or discipline to the same extent as if
these plans had not been put into effect. The University reserves the right, in its sole and absolute discretion,
to amend, modify or terminate, in whole or in part, any or all of the provisions of the benefit plans described
herein, including any health benefits that may be extended to retirees and their dependents. Further, the
University reserves the exclusive right, power and authority, in its sole and absolute discretion, to administer,
apply, and interpret the benefit plans described herein, and to decide all matters arising in connection with
the operation or administration of such plans.
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Health & Wellness Program

Heidelberg University’'s health and wellness program is compliant with all applicable employment laws and is
available to all full-time benefit-eligible employees. Our health benefits program includes both medical and
prescription drug insurance benefits as well as a wellness program.

Newly hired, benefit-eligible employees will be provided with benefits enrollment information and should
return all paperwork to the Office of Human Resources no later than 30 days from the date of employment.
If not received within the first 30 days, employees will not be able to enroll into the plan until they
experience a qualifying event. Unless otherwise stated, generally coverage becomes effective within a 30-day
period beginning with the date of hire. The University shares in the cost of the premiums for all covered
employees.

Health Insurance: Heidelberg offers a High Deductible Health Plan (HDHP) to eligible employees. HDHPs are
health plans with high deductibles and low premiums. The insurer will not cover most medical expenses until
the deductible is met. As an exception, preventive care services are typically covered before the deductible is
met. The high deductible provides financial security for more severe illnesses. Our HDHPs is designed to be
compatible with health savings accounts (HSAs).

Details on the health insurance plan and premium rates can be found in the Benefits Guide. Contact the
Office of Human Resources at 419-448-2180 or HR@heidelberg.edu.

Health Savings Account (HSA): A health savings account (HSA) is a voluntary benefit available to employees
who are enrolled in the University's HDHP medical plan. The account is employee-owned, and money may
be contributed by both the employer and employee. The funds contributed to the account are pretax, which
means they aren't subject to federal income tax at the time of deposit. Funds in the HSA can be used to pay
for qualified medical expenses including deductibles, co-insurance, prescriptions, and other qualified
expenses. Funds must be used to pay for qualified medical expenses; there is a heavy tax penalty for paying
for non-qualified expenses. For a full list of eligible expenses, visit HSA IRS Guidelines and refer to
Publication 9609.

Please note: It is the employee’s responsibility to be familiar with IRS regulations on HSAs and maintain
records of all transactions pertaining to your HSA for audit purposes.

You are eligible to open and fund an HSA if:

* You are covered by an HSA-eligible High Deductible Health Plan (HDHP)

* You are not covered by your spouse / partner / significant other’s health plan that is not an HSA-
qualified High Deductible Health Plan, Health Care Flexible Spending Account or Health
Reimbursement Account (HRA)

= You are not eligible to be claimed as a dependent on someone else’s tax return

* You are not enrolled in any part of Medicare or TRICARE

* You have not received Veterans Administration health benefits in the last three months.


https://inside.heidelberg.edu/sites/default/files/2026-06/heidelberg_university_-_benefit_guide.pdf
mailto:HR@heidelberg.edu
https://www.irs.gov/forms-pubs/about-publication-969

Upon enrollment in the HSA benefit, an employee account will be created via Health Equity. The employee
will then receive information from Health Equity about their new health savings account, as well as a debit
card to use for qualified medical expenses.

Funds do roll over year to year if you don't spend them, and can accumulate a significant balance. There is a
limit to how much money can be put into an HSA every year, but no cap on how much money can be in the
account. If the employee leaves the company, he or she remains in control of the account.

Please Note: In addition to designating a beneficiary for your life and AD&D insurance, it's also important to
designate a beneficiary for your HSA. Your beneficiary is the person(s) who will receive your HSA balance if
you die.

Continuation of Coverage: The Consolidated Omnibus Budget Reconciliation Act (COBRA) allows employees
who lose health coverage because of termination or a reduction in the number of hours of employment or
employee dependents who lose coverage because of death of the employee, divorce, legal separation or
because of the 26-year age limitation for dependent children, to continue their coverage ranging from 18 to
36 months provided:

= They exercise their option for continual coverage within 60 days after the date of loss of coverage

= They pay the full applicable monthly premium plus a 2% administrative charge on a timely basis

» The employee or dependent does not qualify for coverage under another group health plan or
Medicare

= The University continues to offer the health plan in which the employee or dependent was enrolled. It
is the employee’s responsibility to inform the spouse and children of their COBRA rights under the law
and to inform the University in writing when a member of your family becomes eligible for COBRA
benefits.

Life Insurance: All full-time employees are eligible for participation in the group term life insurance program
on the first day of the month which follows the first day of full-time employment. Accidental Death and
Dismemberment Benefits are in addition to the life insurance benefits. All full-time benefit-eligible
employees of Heidelberg are covered in the amount of $ 10,000.00 and the amount of accidental death and
dismemberment principal sum insurance is $ 10,000.00. Notwithstanding the above, on and after each of the
birthdays listed below, your insurance will be reduced to a percentage of the amount of insurance calculated
in accordance with the preceding schedule. The percentages are indicated in the following table:

Birthday Percentage
65 65%
70t 45%
75t 30%

80" or over 20%




All benefits end upon termination of employment, or the employee may convert this insurance to an
individual policy of regular insurance within 30 days of termination of employment or retirement. If any
employee is interested in this option, they must contact the Office of Human Resources.

Employees are responsible for updating their beneficiary(ies) for the life insurance program. A Beneficiary
Form may be obtained from the Office of Human Resources.

Long-Term Disability: A base Long-Term Disability (LTD) insurance plan is offered to all benefit-eligible
employees. These policies provide a monthly income benefit after a 180-day elimination period, a monthly
waiver benefit of retirement annuity payments, and coverage for skilled care nursing facilities. Employees
become eligible for the LTD benefit effective on the date of hire with a guarantee issue. Employees must
complete an application within 30 days from employment. Applications received after the initial open
enrollment period must complete an evidence of insurability.

Employee Assistance Program (EAP): Heidelberg University offers all employees access to our EAP, which
provides confidential help 24 hours a day, seven days a week for employees and their family members. You
can get help with family, parenting, addiction, emotional, financial, legal, stress, and relationship concerns at
no additional cost to you. When you call the EAP toll-free line, you'll talk to an experienced professional who
will provide counseling, work-life advice, and referrals. You may also schedule face-to-face sessions with aa
credentialed, state-licensed counselor. Please refer to the HU EAP for more information on the EAP at
Heidelberg University.

Voluntary & Supplemental Programs

All benefit-eligible employees are able to participate in a variety of voluntary benefits including dental,
vision, short-term disability, critical illness, and accident insurance plans. These plans offer varied coverages
to meet the different needs of employees. If you are interested in participation in the supplemental
programs, contact the Office of Human Resources. Enrollment in these plans outside of an annual open
enrollment period may require additional evidence of insurability forms and / or waiting periods.

Retirement Benefit Options

In addition to Social Security, benefit-eligible employees may participate in the Teachers Insurance and
Annuity Association of America (TIAA) plan through a payroll deduction program. The TIAA program is a
403(b) plan, also known as a tax-sheltered annuity program. Employees have access to TIAA representatives,
as well as private investment consultants to determine the best investment strategy for their individual
needs. Heidelberg University offers 2 plan options — a defined contribution plan and a supplemental annuity
plan. For all participants of the TIAA 403(b) retirement program, a signed Salary Reduction Agreement must
be on file. Details of the TIAA retirement plan can be obtained from the Office of Human Resources.

Support Staff — Defined Contribution Plan: All employees classified as Support Staff and paid on a bi-weekly
basis may participate in a voluntary retirement and benefit program through TIAA. The minimum amount
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required for participation in the defined contribution plan is 3% bi-weekly of salary. This amount is withheld
on a pre-tax basis. For each participant in this voluntary defined contribution retirement plan, and after one
year of service, the University will contribute an amount equal to 4% of the bi-weekly compensation during
such period as the employee is employed and actively rendering service to the University. There is no
minimum amount requirement for the supplemental annuity program. There is no University match /
contribution towards the supplemental annuity program. A signed Retirement Benefit Election form must be
on file for participation in this program.

Faculty, Administrative, and Professional Staff - Defined Contribution Plan: The minimum amount required
for participation in the defined contribution plan is 4% bi-weekly of salary. This amount is withheld on a pre-
tax basis. After one year of service, for each participant in the defined contribution retirement plan, the
University will contribute an amount equal to 4% of compensation during such period as the employee is
employed and actively rendering service to the University. Participation is required, as a condition of
employment, at the beginning of the fourth year of service. A signed Retirement Benefit Election form must
be on file for participation in this program.

Employee Tuition Benefits

Tuition remission benefits are defined as an employer-paid benefit that waives or heavily discounts the cost
of higher education. Heidelberg University’s tuition remission allows all full-time employees, their spouses,
and eligible dependent children to take courses at the University free from the standard tuition fees after the
employee has completed one year of continuous service. Eligible employees must complete a Free
Application for Federal Student Aid (FAFSA) to begin the process of claiming the tuition remission benefit.

Enrollment is limited to 2 classes per semester and is dependent on the availability of space in the class.
Courses should be scheduled with work expectations and responsibilities in mind. The Tuition Remission
Request form must be approved by the employee’s immediate supervisor prior to enrolling in courses.

Full-time reduced appointment employees, working a minimum of 30 hours per week, shall receive 75% of
the tuition remission benefit. Approval for enrollment must be obtained from the employee’s immediate
supervisor.

Full-time reduced appointment employees, working a minimum of 32 hours per week, shall receive 80% of
the tuition remission benefit. Approval for enrollment must be obtained from the employee’s immediate
supervisor.

Part-time regular employees, working a minimum of 20 hours per week, may also attend class and receive
50% of the tuition remission benefit. Approval for enrollment must be obtained from the employee’s
immediate supervisor.

Because of the intense Summer school schedule, enrollment in Summer school is limited to two courses per
Summer. If more than two courses are taken, the employee must pay for the additional course(s) taken.

Employees may receive benefit for one undergraduate and/or one graduate degree. If an additional degree
is desired, the cost of courses related to a second degree is the responsibility of the employee.


https://inside.heidelberg.edu/sites/default/files/2026-06/retirement_benefit_election_form.pdf
https://inside.heidelberg.edu/sites/default/files/2026-06/retirement_benefit_election_form.pdf
https://inside.heidelberg.edu/sites/default/files/documents/tuition-remission-exchange-form2022.pdf
https://inside.heidelberg.edu/sites/default/files/documents/tuition-remission-exchange-form2022.pdf

Spouse Tuition Remission Benefits: Tuition remission benefits for both undergraduate and graduate classes
are available to the employee’s spouse of all full-time benefit-eligible employees of Heidelberg University
after the employee has completed one year of continuous service. Spouses pay 50% of the stated tuition for
both undergraduate and graduate classes. For spouses enrolled in an undergraduate degree-seeking or
graduate degree-seeking program prior to November 1, 2011, remission will be at 100%. Enrollment is
dependent on the availability of space in the class. The Tuition Benefit Request form must be approved by
HR and the employee’s immediate supervisor prior to enrolling in courses.

Dependent Children Tuition Remission Benefits: After one year of continuous service to Heidelberg, eligible
children of full-time benefit-eligible employees may attend Heidelberg without payment of tuition fees.

» Children must be unmarried, dependent upon their parents and not over twenty-three years of age
unless they have been in military service and dependent upon the parent employed by Heidelberg
University.

= Children having been dependent on the employee as a result of adoption or marriage are eligible.

* No more than eight semesters or twelve quarters of full-time undergraduate work are permitted.

» Tuition remission covers full-time enrollment for no more than 18 hours per semester.

= Students in this program must stay in good academic standing as defined by the institution.

= Eligible dependent children may enroll in summer school, but enrollment is limited to two courses per
summer.

= Stepchildren are eligible if they are claimed as legal dependents on the tax return or there is a court
order.

Fees Associated with Tuition Remission: Employees, spouses, partners, and dependents are required to pay
all fees (except for tuition) associated with enrollment in both undergraduate and graduate courses.
Employees and all dependents should be aware of withdrawal dates from courses in order to avoid charges
related to withdrawals after the refund date.

Tuition Exchange Programs: Heidelberg University participates in the Tuition Exchange Program (TEP). TEP is
available to full-time employees. This program has program restrictions, which are not controlled by

Heidelberg University. As long as the program is available to Heidelberg University, dependent children may
participate in either of these programs. Information may be obtained from the Tuition Exchange website. An

employee must complete a FAFSA and one year of continuous service prior to applying for Tuition Exchange
benefits. In all cases, the employee should contact the Tuition Exchange Liaison one year in advance of
participation in Tuition Remission or Tuition Exchange programs.

Workers’ Compensation

Employees of Heidelberg University are covered by Ohio Workers’ Compensation Law with no deduction
from the employee’s salary. Eligibility for the benefits begins at the time of employment.

Any covered employee, who is injured in the course of or arising out of employment, should file a claim with
the Bureau of Workers Compensation. Such a claim must be filed within two (2) years from the date of injury.
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A First Report of Injury (FROI) originates from the doctors and hospitals that treat such injuries. The FROI is
also available from the Office of Human Resources.

If you are injured while performing your assigned duties, you must notify the Office of Campus Safety &
Security, your supervisor, and the Office of Human Resources immediately. You should complete an Incident
Form. This form will be used to collect information about how the injury occurred, how to prevent
reoccurrence, and medical action taken.

If you are employed with Heidelberg University and are at an off-site location, the Chief Human Resources &
Compliance Officer must be notified within 2 working days of the injury. You should complete an “Incident
Report” and submit it to the Office of Human Resources. Failure to report the injury within the stated time
may result in a delay in processing or denial of the claim.

Wages During Work Related Injury Leave:

An injured employee who must miss work due to a work-related injury or ililness may be offered Wage
Continuation. Employees must meet BWC eligibility requirements in order to qualify to receive Wage
Continuation. If an employee is offered and elects Wage Continuation, their pay will continue without
interruption at their regular full-time wage. Receiving Wage Continuation pay does not affect medical
benefits paid through the Bureau of Workers' Compensation (BWC). Employees offered Wage
Continuation may refuse and elect to receive BWC Temporary Total (TT) wage replacement benefits
instead.

Wage Continuation benefits will continue to be provided by the University for an initial period of two
(2) weeks. If the period of disability exceeds two (2) weeks due to the need to complete additional
physical therapy, or to arrange for follow-up medical examinations for an anticipated release to work
within ten (10) additional days, Wage Continuation may be extended up to a total of four (4) weeks at
the discretion of the University.

Once wage continuation has ended, the injured worker may:

¢ Utilize paid sick leave benefits and remain in paid status; or,

+ File to receive BWC TT wage replacement benefits from the Bureau of Workers' Compensation.
The employee and their physician must complete and submit the BWC form C-84 to the BWC
for consideration of TT wage replacement benefits.

Employees are prohibited from receiving payment for sick leave pay or Wage Continuation while
simultaneously receiving payment from Worker's Compensation.

When an employee receives compensation through the use of accrued vacation, sick leave, or wage
continuation, the employee will continue to accrue vacation leave, sick leave, and retirement
contributions, and all payroll deductions will be made.

When an employee receives compensation through BWC Temporary Total wage replacement, sick
leave and vacation time does not accrue nor are any retirement contributions or payroll deductions
made.

If an employee is off of work due to a work-related injury, FMLA will apply regardless if they are
receiving wage continuation, using accrued leave, or receiving benefits from the BWC.



Return-to-Work Policy: If an employee has an injury or disease resulting in a Workers’ Compensation claim
that prevents them from returning to their former position, work may be made available based upon the
Physician’s Report of Work Ability. A modified or transitional work assignment may be considered according
to the following guidelines:

» To provide the earliest possible safe return to the work site for employees who have sustained job
related injuries or illnesses.

* To give employees more options in returning to work rather than waiting for a release to return to
regular duty.

» To retain qualified employees.

» To facilitate a safer working environment by taking more responsibility for injured workers.

* To reduce medical costs of worker's compensation claims due to extended work absences.

* To reduce indemnity payments of worker's compensation claims when employees could be
performing transitional services for the University.

Modified Duty & Transitional Work Program: An employee utilizing modified duty performs actual work
duties within their temporary restrictions as recommended by their physician. An employee utilizing
transitional work performs functions within the modified duty framework, but may also be receiving on site
physical therapy or work conditioning. Further distinctions between these programs are as follows:

* Modified duty may be made available to work injured employees whose injuries and illness are
thought to be temporary. With guidance and approval from an injured worker’s medical care provider,
they may be permitted to perform useful tasks within their temporary physical limitations. Modified
duty is available as a “bridge” to carry the injured worker from physical limitations caused by their
injury to full duty status. If offered modified duty, participation is voluntary. If employee refuses
modified duty, they may elect to use vacation or sick leave to cover their time off work. If the
employee has no additional vacation / sick time and refuses modified duty, then unpaid time off must
be taken.

» Transitional work may be made available to work injured employees who qualify. This program is
coordinated with the injured worker's care provider, department head, physical therapist, and / or a
vocational case manager in an effort to gradually increase the injured worker’s physical abilities while
on the job until they have reached their full duty capacity. This program may involve on-site physical
therapy or a work conditioning program. Transitional work often uses the work itself as a form of
therapy through their recovery, requiring more coordination between care providers and the
University than if they were on modified duty. Participation in the transitional duty program is
voluntary, however, if medically cleared, modified work may be offered if injured worker declines
participation in a transitional work plan.

A Participation Agreement for Temporary Modlified Work of Transitional Work Duty shall be completed upon
the employee’s offer for modified / transitional duty. The agreement shall include the working hours and
description of duties. A review of physical limitations will be discussed between the injured employee and
their supervisor, and both parties shall sign the agreement. The agreement shall be updated after each visit
with the injured worker’s care provider.
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Modified duty and transitional work shall be limited to 12 weeks combined. However, the University shall
have the option to extend the plan as the situation warrants. Any additional extension or consideration of a
modified duty or a transitional work plan shall be granted only based on the approval of the Chief Human
Resources & Compliance Officer and supervisor. Conversely, either program can be terminated prior to the
12 weeks if the injured worker is not making progress, not cooperating with their medical care, or if there is a
lack of available work within the injured workers' physical limitations.

Employees participating in modified duty or transitional work will be paid their normal hourly rate. If their
physical condition prevents them from working their normal work week hours, (as directed by their medical
provider, or the University), supplemental wages will be paid to equal the injured worker's wages earned for
their normally scheduled hours.

Any individual while in the modified duty or transitional work program shall be required to provide medical
documentation every 2 weeks regarding the status of their injury or disease, including the specific diagnosis
and applicable medical restrictions.

At the discretion of the Chief Human Resources & Compliance Officer and the supervisor, modified duty for
employees involved in non-work-related injuries or illnesses may be offered. The following will be
considered in making this determination:

» That the Department has a significant amount of available duties that do not require an excessive
amount of physical exertion,

» The Department does not have a significant amount of persons with Workers’ Compensation injuries
whereby modified duty for work related injuries and illnesses are already being performed, and

» The department is consistent in offering modified duty for non-work-related injuries and illnesses. It
should be noted that persons with work related injuries or illnesses have priority placement into
modified duty programs.

Work related injuries sometimes result in numerous visits to medical care providers for rehabilitative
treatment such as physical therapy, or to attend appointments scheduled by the BWC or the employer.
Frequently these visits cannot be scheduled outside of an employee’s normal working hours, which can
result in depletion of an employee’s sick leave. This is particularly an issue when the employee must attend
therapy several times per week, or be required to travel out of town for appointments scheduled by the
BWC.

Administrative leave may be paid for authorized follow-up rehabilitative treatment, or exams required by the
BWC or the University. This leave may be granted, providing the employee has returned to a regular work
schedule and must take time off from work for specific medical circumstances. The following items detail
situations where an employee’s time off for authorized medical treatment can be incorporated into their
regular workday:

» Initial Doctor’s visit on day of injury
=  When an employee has been required to submit to an exam by the BWC, or the University
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= Ongoing rehabilitative treatment appointments (i.e. physical therapy, work conditioning) previously
approved be the MCO. Please note that routine follow-up with treating medical care providers
requires the use of sick leave or vacation time.

Employees are expected to schedule their ongoing rehabilitative treatments such as physical therapy in such
a manner that it does not require excessive time from work; such as towards the end of the day, directly prior
to their work day or on a day off from work.

Paid Time Off Benefits
The following twelve days are recognized as paid holidays:

New Year's Eve Day

New Year's Day

Martin Luther King Jr. Day
Good Friday

Memorial Day
Juneteenth
Independence Day

® N A WDN =

Labor Day

9. Thanksgiving Day

10. Day after Thanksgiving
11. Christmas Eve Day

12. Christmas Day

Whenever reasonably possible, the holiday will be given on the day it occurs. When the University schedule
makes it impossible to observe the holiday on the recognized day, it will be made up on a designated date
later in the year.

When a recognized holiday falls within an employee’s scheduled vacation, the employee will receive holiday
pay for that day.

Additional Holidays: During the holiday season, all employees may be granted extra time off with pay. This
time is in addition to the annual vacation and other holidays listed above. The President of the University
and Chief Human Resources & Compliance Officer will determine and announce dates of additional time off
each year, if applicable. The Holidays & Breaks Schedule is available on the Inside Heidelberg site.

An employee may be required to work during these additional holiday times due to the specific needs,
programs, or activities of their specific department. When work is required during periods of holiday or
break there is no additional compensation earned. There is no guarantee of additional days off with pay.

Floating Holiday: All full-time Staff and Administrative Staff may receive 1 floating holiday each year. This
excludes Professional Staff, Faculty, and 10-month appointment employees. Floating holidays must be used
between July 15t and June 30t of each year and used for a full day and may not be broken up into separate
segments. Employees categorized as full-time reduced appointment may use their floating holiday at the

reduced rate according to their employment classification.
12
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Leaves of Absence
Bereavement Leave:

» Up to 5 days of paid bereavement leave may be granted for the loss of an immediate family member.
Immediate family member is defined as: father, mother, sister, brother, spouse, partner / significant
other, child, and grandchild. Bereavement leave for immediate family members may be extended up
to 5 additional days with the use of vacation and / or sick leave.

» Up to 3 days of paid bereavement leave may be granted for the loss of an employee’s extended
family member. Extended family members include: grandmother, grandfather, mother-in-law, father-
in-law, brother-in-law, sister-in law, son-in-law, and daughter-in-law.

» Up to 1 day of paid bereavement leave may be granted for the loss of an employee’s relative other
than those already listed. Employee’s relative includes aunt, uncle, niece, nephew, or cousin of the
employee. Vacation leave may be requested if additional time is needed and / or for any other funeral
or bereavement leave occurrence.

Emergency Leave: In the event of extreme misfortune to an employee or immediate family member,
emergency leave of up to 5 days within a fiscal year may be requested by an employee. Approval for
emergency leave is determined on a case-by-case basis at the discretion of the Chief Human Resources &
Compliance Officer and the appropriate Vice President.

Family & Medical Leave Act (FMLA): Heidelberg University understands the importance of family issues in
today’s work force. Because you may find it necessary to take leave from your job for a temporary period to
address certain family responsibilities or your own serious health conditions, Heidelberg University has
established leave policies that are in compliance with or exceed the requirements of the Family and Medical
Leave Act of 1993 (FMLA).

FMLA leave may be paid, unpaid, or a combination of both paid and unpaid leaves. Any paid leave used for
an FMLA qualifying reason will be charged against an employee’s entitlement to FMLA leave. This includes
leave for disability or workers’ compensation injury/illness, provided that the leave meets FMLA
requirements. The substitution of paid leave for unpaid leave does not extend the 12 workweeks leave
period.

Continuation of Benefits during Family and Medical Care Leave: Health insurance coverage will continue
during the family and medical care leave periods. However, the employee is responsible for remitting any
premiums / contributions that are due during this time (i.e, health care contribution, voluntary benefit
premiums, FSA or | contributions).

Eligibility:
» Employees must have been employed by Heidelberg University for at least 12 months or 52 weeks
prior to the leave request. The twelve months, or 52 weeks, need not be consecutive.

» Employees must have worked at least 1,250 hours during the 12-month period immediately before
the date when the leave would begin.
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Type of Leave Covered: Heidelberg University will grant an eligible employee family and medical leave
during each 12-month period, as defined below, in accordance with the FMLA, if the procedures in this
policy are followed and leave is requested for any of the following reasons:

» The birth of child or placement of a child for adoption or foster care.

» To care for the employee’s spouse, partner / significant other, son or daughter, or parent, who has a
serious health condition.

» Because of a serious health condition that makes the employee unable to perform the employee’s job.

» For qualifying exigencies arising out of the fact that the employee’s spouse, partner / significant other,
son, daughter, or parent is on active duty or called to active-duty status as a member of the National
Guard or Reserves in support of a contingency operation.

For purposes of this policy, a serious health condition is an illness, injury, or physical or mental condition that
involves either:

* |npatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical-care facility,
including any period of incapacity (i.e., inability to work, attend school, or perform other regular daily
activities) or subsequent treatment in connection with such inpatient care; or

= Continuing treatment by a health care provider, which includes:

» A period of incapacity lasting more than three consecutive, full calendar days, and any subsequent
treatment or period of incapacity relating to the same condition that also includes: Treatment two or
more times by or under the supervision of a health care provider (i.e., in person visits, the first within 7
days and both within 30 days of the first day of incapacity); or One treatment by a health care
provider (i.e., an in-person visit within 7 days of the first day of incapacity) with a continuing regimen
of treatment (e.g., prescription medication, physical therapy); or,

* Any period of incapacity related to pregnancy or for prenatal care. A visit to the health care provider is
not necessary for each absence; or,

» Any period of incapacity or treatment for a chronic serious health condition which continues over an
extended period of time, requires periodic visits (at least twice a year) to a health care provider, and
may involve occasional episodes of incapacity. A visit to a health care provider is not necessary for
each absence; or,

» A period of incapacity that is permanent or long-term due to a condition for which treatment may not
be effective. Only supervision by a health care provider is required, rather than active treatment; or,

* Any absences to receive multiple treatments for restorative surgery or for a condition that would likely
result in a period of incapacity of more than three days if not treated.

Requests for leave to care for other seriously ill family members or members of an employee’s household
will be considered on a case-by-case basis.

Leave is also granted to an eligible employee who is a spouse, son, daughter, parent, or next of kin of a
current member of the Armed Forces, including a member of the National Guard or Reserves, with a
serious injury or illness up to a total of 26 work weeks of unpaid leave during a “single 12-month period”
to care for the service member.
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Spouses who are both employed by the University are limited to a combined total of 12 workweeks of
leave in a 12-month period for the following FMLA-qualifying reasons:

= The birth of a son or daughter and bonding with the newborn child;

» The placement of a son or daughter with the employee for adoption of foster care and bonding
with the newly-placed child; and,

» The care of a parent with a serious health condition.

In cases of reduced schedules or intermittent leave, a supervisor may transfer the employee temporarily
to an alternative position to accommodate the needs of the work area. In such situations, the employee'’s
salary rate and benefits should remain the same.

Leave to care for a newborn or a newly adopted child should normally be taken in continuous periods
and must be taken within 12 months of the birth or placement of the child. Intermittent leave or reduced
schedules may be arranged only if agreed to by both the department supervisor and the employee.

Requesting FMLA Leave: Employees are expected to provide as much advance notice of the need for a
leave as is possible to allow for planning of coverage in the employee’s department. When feasible, 30
days' advance notice of the need for FMLA leave is preferred. Employees must notify the Office of Human
Resources in order to begin the FMLA certification process.

Certification from a qualified healthcare provider will be required for approval of a leave to care for a
seriously ill or injured family member. Such certification should be provided before the leave begins (or in
as timely a manner as possible) and should include the following:

= The date on which the illness or condition began

* The estimated duration of the condition

» A statement that the illness or condition warrants the participation of the employee to provide
care

* In the case of intermittent leave, the dates and duration of treatments to be given

Employees must return the required certification to the University within 15 days of the request or
provide a reasonable explanation for the delay. Failure to provide certification may result in denial of
leave.

The University may require that a second medical opinion be obtained if it has reason to doubt the
certification. This evaluation is done at the expense of the University and must be obtained from a
healthcare provider who is not employed by the University whom the University will select. In the event of
conflicting opinions, the employee may ask for a third and final provider to offer a binding decision. The
University and the employee will jointly select a third doctor and shall share equally the cost of the third
opinion. This third opinion will be considered final.

Additional certification may be requested for any extension of a leave period beyond the dates originally
approved.
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Conditions of Return from Family and Medical Care Leave: At the completion of the approved leave
period, an employee will be reinstated to their former position or a position of equivalent classification
and pay within the University. A release to return to work may be required.

FMLA Provisions Specific to Faculty Personnel: Due to the nature of their role, Faculty members have a
unique set of circumstances when the need for family and medical leave arises. For this reason, family
and medical leave for full-time Faculty will be administered as follows:

» Faculty members are expected to provide as much advance notice of the need for a leave as is
possible to allow for planning of coverage in the employee’s department. When feasible, 30 days
advance notice of the need for FMLA leave is preferred. A “Request for FMLA Leave” should be
completed when the need for leave is foreseeable.

» When possible, the Chief Human Resources & Compliance Officer will present the options for the
duration of leave with the Faculty member and a preferred option of the following will be
determined:

+ On-leave, paid status for up to one semester
+ A leave plan negotiated with the Provost that does not exceed the leave time or benefit
offered within FMLA guidelines.

= The Faculty member, when possible, with the Chief Human Resources & Compliance Officer, will
present the preferred option to the Department Chair / Director and the Provost in order to
finalize the FMLA.

* The Department Chair / Director may create a plan for reassigning the Faculty member’s duties,
for seeking remuneration for such work through supplemental contracts, or when necessary, for

1

hiring a short-term instructor.

Spouses who are both employed by the University are limited to a combined total of on-leave, paid status
for up to one semester.

Questions relating to the provisions and eligibility requirements for FMLA leave should be directed to the
Office of Human Resources.

Jury Duty: It is the policy of Heidelberg University to encourage employees to exercise their civic
responsibility by performing jury duty service, when called. All employees performing such service are paid
their full salary. In addition, all benefits shall remain in effect, and the employee continues to accrue vacation
and sick leave while on an excused absence for jury duty. This policy applies to all full-time regular and part-
time regular employees within the University community. Upon return to work the employee must present
proof of jury duty or subpoenaed-appearance service including dates of service.

Leave Without Pay: A leave of absence of no more than 1 month may be granted to full-time employees
who have completed 24 consecutive months of service to the University. Requests for such leave should be
addressed to the employee’s immediate supervisor, must include documentation for the reason(s) for the
requested leave of absence, and requires the approval of both the supervisor and the Chief Human
Resources & Compliance Officer. All paid leave must be exhausted prior requesting leave without pay.
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An employee who receives a leave of absence without pay may continue health benefits at their expense
(COBRA). No seniority is accrued during an unpaid leave of absence. No vacation or sick leave is accrued
during an unpaid leave of absence. An unpaid leave of absence is inclusive of all leave taken for the same
reason (i.e., FMLA). At the conclusion of such leave, an employee who does not return from an unpaid leave
of absence is considered to have voluntarily resigned their position.

Military Leave: For each period of involuntary service, an employee who is involuntarily called to State or
Federal active military duty shall receive up to 30 calendar days of pay. For periods in excess of 30 days, the
employee shall be entitled to receive differential pay (the difference between military basic pay and the
employee’s regular University earnings for that period of time, if the military pay is lesser). A copy of the
military active-duty orders and the most recent military wage statement must be provided.

Sick Leave:

Administrative & Support Staff Employees: Heidelberg University grants sick leave at the annual rate of 1 %
days (12 hours) per month worked to full-time administrative and support staff employees. Sick leave is
prorated for part-time regular employees and full-time reduced appointment employees, and is based on
the number of hours worked. Full credit for a partial month worked is given to individuals who actually work
at least half of the month. Sick time does not accrue during periods of unpaid leave. Sick leave can be
accumulated up to a maximum of 90 days (720 hours) of working time.

Professional Staff & 10-month (non-faculty) Appointments: Sick leave accrues based upon completed years
of service. The accrued sick leave should be used in periods of extended leave (5 days or more) or when
leave has been designated as Family and Medical Leave. If the need for leave extends beyond the amount of
sick leave accrued, the balance of the leave will be unpaid.

Length of Service Annual Sick Leave Accrual Rate
1 year 144 hours
2 years 288 hours
3 years 432 hours
4 years 576 hours
5 years 720 hours

Sick leave may be taken in no less than one-half hour increments. If an employee takes a day off, the number
of hours used will be equal to the number of hours the employee was scheduled to work that day. Sick time
may be used for recovery from any personal illness or injury or to attend an appointment with a health care
provider. Sick leave may also be used to care for a member of the employee’s immediate family during their
recovery from injury or illness. For purposes of this section, immediate family includes: spouse, partner /
significant other, child who permanently resides in the employee’s home, or parent who meets the definition
of parent under the Family and Medical Leave Act.

The University, through the employee’s supervisor or the Office of Human Resources, reserves the right to
request proof of illness from a physician in any case where employees are personally absent due to illness or
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to substantiate an appointment with a health care provider or to designate leave appropriately under the
regulations under the Family and Medical Leave Act of 1993 (FMLA). Beginning with the 3 day of sick leave
usage, a physician’s slip will be required to substantiate the need for sick leave. After the 5™ day of sick leave
usage, a physician’s slip clearly detailing the employee’s ability to return to work with no restrictions is
required before the employee may return to work. The University reserves the right to request a fit-for-duty
examination and may require the employee to file an FMLA claim.

Procedure For Use of Sick Leave: Employees should notify an immediate supervisor as soon as possible to
report an absence from work (i.e., within the first hour of the work day). If the planned use of sick time is
related to a doctor's appointment, the employee should notify the immediate supervisor prior to the
appointment. This policy is in place so that the responsibilities of the employee can be met in the most
appropriate manner possible.

Each employee is required to report their sick leave usage through ADP. Sick leave may not be used to
“make-up” time due to absence from work that is not for the purposes of a health care appointment, illness,
injury, recovery, recuperation for the employee or immediate family member.

Accumulated Sick Leave: No accumulated sick pay will be granted upon an employee’s termination or
resignation from the University.

Vacation Leave:

Vacations are pre-scheduled with the employee’s supervisor and every effort will be made to give employees
the vacation time of their preference. Conflicts in scheduling of vacations will be resolved on the basis of
departmental seniority at the time vacations are scheduled. All vacation requests should be submitted in
ADP and approved in advance by the employee’s supervisor. Generally, requests for vacation leave should be
requested no less than 1 workday in advance of the requested dates. Requests for vacation leave of 2 weeks
or more must have supervisory approval at least 3 months in advance. Vacation leave does not accrue during
periods of unpaid leave.

Non-Exempt Support Staff: Full-time non-exempt support staff employees shall be granted 2 weeks paid
vacation annually. In addition, full-time non-exempt support staff employees, beginning with the sixth year
of service, shall receive annually 1 additional day for each year served up to a maximum time of 22 days.
Accrual begins at the date of hire and continues for each subsequent full month of service. The vacation
accrual schedule for full-time non-exempt support staff is as follows:

Years of Service Vacation Leave Accrual Rate
0-5 years 3.076 hours per pay period
6-16 years 3.076 hours plus 0.3076 hours per pay

period for additional year

17+ years 6.769 hours per pay period
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Administrative Staff: Full-time administrative employees shall be granted 22 days paid vacation annually.
Accrual begins at the date of hire and continues for each subsequent full month of service. The vacation
accrual schedule for full-time exempt administrative staff is as follows:

Years of Service Rate of Vacation Accrual All Accruing Vacation at the rate of 14.67 hours per month
Professional Staff and 10-month Appointments: Do not accrue or receive vacation leave.
Part-Time Employees: Part-time regular employees will receive 50% of the accrual rate of their position.

Full-Time Reduced Appointment Employees: Employees in a full-time reduced appointment will receive a
reduced accrual rate to align with their employment classification. Employees who work a reduced
appointment at 75% will receive 75% of the accrual rate of their position. Employees who work a reduced
appointment at 80% will receive 80% of the accrual rate of their position.

Minimum Use of Vacation Leave: Vacation leave may be taken in no less than one-half hour increments. If
an employee takes a day off, the number of hours used will be equal to the number of hours the employee
was scheduled to work on that day.

Maximum Vacation Accrual / Carryover: Vacation leave accrues and should be taken on a fiscal year basis,
July 1 to June 30. Maximum accrued vacation which can be carried from one fiscal year to the next fiscal year
cannot exceed the amount of vacation leave that an employee accrues in one year. Vacation leave which
exceeds the maximum carryover is lost and is not paid out to the employee. Example: An employee who
accrues 3.076 hours of vacation each pay period may carryover 80 hours of vacation from June 30 to July 1.

Vacation Payout: When employment at Heidelberg University is terminated due to a formal resignation
and/or retirement, the employee will receive their accrued but unused vacation leave, up to a maximum of
one year's unused accumulated vacation. Accrued but unused vacation leave will be paid if appropriate
notice of termination or resignation has been submitted with proper notice.

Departing employees must return all HU property on or before their last date of employment. Vacation
payouts will be processed in the pay period occurring one month after their termination date.

In cases of for-cause termination, employees forfeit their rights to a vacation payout.

Voting Leave: Local voting booths are open before and after regular Heidelberg working hours. In addition,
all residents of the state of Ohio have the ability to vote in advance of an election day via absentee ballot.
For these reasons, voting leave is not granted to employees. Should an employee need additional time to
vote, vacation leave may be requested through the employee'’s supervisor.

Employee Perks

No listing of fringe benefits would be complete without mentioning the invaluable benefits of being a part
of the Heidelberg University community. The availability of the opportunity to hear stimulating lectures and
good music, to see exciting athletic contests, and the intellectually challenging environment are among the
benefits enjoyed by a Heidelberg University employee.
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University Bookstore: The Heidelberg University Bookstore, located in the Campus Center, offers a varied
line of textbooks, paperback books, educational supplies, and novelty items. The presentation of the
University employee I.D. will entitle employees to a 10% discount on supplies, gift items, and clothing.

University Facilities:

= Athletic Events: The presentation of the University I.D. will entitle the employee and the employee'’s
dependent child(ren) under the age of 18 free admission to home games. Play-off games and special
athletic events are not included. Tickets can be purchased through the Athletic Department.

= Saurwein Health & Wellness Center: The health and wellness exercise equipment are available to
employees.

» Frann’'s Fieldhouse: Employees are welcome to walk to the indoor track and receive a 50% discount on
events bookings. Please contact the Fieldhouse staff for booking details.

YMCA Membership: Employees may purchase a membership to the Tiffin YMCA at a discounted rate. This
membership fee is set up as a monthly payroll deduction.

LifeMart: Through our ADP account, employees have access to several discounts at a variety of locations.
You may use the LifeMart link through your ADP portal to view a full list of discounts.

Campus Events: Most of the campus educational and cultural events are open to the public. All employees
and their families are welcome to attend those open events. For many events, there is no admission charge;
for some, a small admission charge is collected.
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